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Waste Management Plan for Offices

THIS NOTICE MUST ACCOMPANY EVERY COPY OF THIS DOCUMENT
IMPORTANT NOTICE

This document, (“Document”) is the exclusive property of Government Expenditure & Projects Efficiency Authority.
This Document should be read in its entirety including the terms of this Important Notice. The government entities may
disclose this Document or extracts of this Document to their respective consultants and/or contractors, provided that
such disclosure includes this Important Notice.

Any use or reliance on this Document, or extracts thereof, by any party, including government entities and their
respective consultants and/or contractors, is at that third party’s sole risk and responsibility. Government Expenditure
and Projects Efficiency Authority, to the maximum extent permitted by law, disclaim all liability (including for losses or
damages of whatsoever nature claimed on whatsoever basis including negligence or otherwise) to any third party
howsoever arising with respect to or in connection with the use of this Document including any liability caused by
negligent acts or omissions.

This Document and its contents are valid only for the conditions reported in it and as of the date of this Document.
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Waste Management Plan for Offices

1.0 PURPOSE

Waste is a substance or object that is no longer part of the normal commercial cycle or chain of utility.
Irrespective of its processing method, waste has the potential to pollute land, air, and water. As with all
Entity-controlled facilities, waste generated by offices has the potential to cause harm to people and the
environment, if not managed correctly. It is therefore essential to have robust measures in place which
govern the processing of waste.

The purpose of this document is to guide the Entity in preparing its own Entity-specific Waste Management
Plans by using the Waste Management Plan Template contained within Attachment 4.

This document is specifically intended for use by Facility Management (FM) personnel, but should also be
read and understood by all personnel involved in the management of waste such that it can be suitably
applied at all levels of the organization.

2.0 SCOPE

A Waste Management Plan represents the application of the Waste Management Procedure. The objective
of having a robust Waste Management Procedure and associated Plan in place is to contribute to the
Entity’s sustainability strategy and to promote cultural change.

The office facility's Waste Management Plan shall demonstrate application of the Hierarchy of Waste
(Reduce — Reuse — Recycle — Recover — Dispose). It shall also feature as a minimum:

e Schematics for Work Areas

e The approach to waste segregation, collection, transportation, storage, sorting, and recycling
¢ Roles and responsibilities of staff

e Work Instructions

e Resources required to deliver the plan (e.g. finances, time, equipment, and personnel)

e Emergency Actions

This document includes reference to some forms of Hazardous Waste such as Batteries, Luminaires, Oils
(mineral and synthetic), or any other waste identified as hazardous under a Control of Substances
Hazardous to Health (COSHH) Assessment that is not classed as Medical Waste, Healthcare Waste, or
Clinical Waste.

This document does not include reference to Medical Waste, Healthcare Waste, or Clinical Waste such as
Cytotoxic/Cytostatic Waste, or Pharmaceutical Waste. For guidance regarding such waste, refer to National
Manual for Assets and Facilities Management (NMA&FM), Volume 6, Chapter 22 — Waste Management
Plan for Healthcare Facilities — EOM-ZMO0-PL-000080 and its associated Waste Management Procedure
(Volume 5, Chapter 17, EOM-Z0O0-PR-000077).
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3.0 DEFINITIONS

Table 1 contains definitions of common terms extracted from applicable laws cited within Section 4
(References), as well as additional terms which feature as part of guidance contained within this document.

Term

Definition

Controlled Waste

Controlled Waste is waste that is subject to legislative control under the
laws of the Kingdom of Saudi Arabia

Applies to any Producer of Controlled Waste. Bodies subject to the Duty

Duty of Care of Care must identify each Waste Stream, describe the waste, and ensure
its processing in line with legislation

FM Provider Facility-appointed Contractor

Producer Any person, company, or Entity whose activity leads to the production of
waste
Segregating Waste Streams in bags and containers allocated for them,

Segregation starting from the point of producing them in the facility and through the

stages of their on-site collection, packing, storage, and transportation

Hazardous Waste

Waste such as solvents, waste oil, and metal can be recovered and
recycled. Some Hazardous Waste can be incinerated, usually with other
fuel, to generate power. Specialist incinerators are used for this purpose
and are subject to strict emission control

The natural or juridical person (company or public or private
Transporter establishment) who works in the field for the transportation of waste to the
Waste Processing Facility
Toolbox Talk A group discussion that focuses on a particular safety issue, usually at

the point of work

Transportation Document

Extract contained within Attachment 4 — EOM-ZMO-TP-000079 — Waste
Management Plan Template for Offices. For full version, request
Document Number EOM-ZO0-TP-000067 from Expro

A substance or object that is no longer part of the normal commercial

Waste cycle or chain of utility
Abbreviations
COSHH Control of Substances Hazardous to Health
CRC Carbon Reduction Commitment Energy Efficiency Scheme
EPR Exempt Position Request
ESOS Energy Savings Opportunity Scheme
EWC European Waste Catalogue
FM Facilities Management
GCC Gulf Cooperation Council
HSE Health, Safety, and Environment
H&S Health and Safety
ISO International Organization for Standardization
LED Light-Emitting Diode
MOH Ministry of Health
MOMRA Ministry of Municipal and Rural Affairs
NA Not Applicable
NMA&FM National Manual of Assets and Facilities Management
PPE Personal Protective Equipment
SLA Service Level Agreement
USB Universal Serial Bus
WEEE Waste Electrical and Electronic Equipment
WMC Waste Management Committee

Table 1: Definitions
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4.0 REFERENCES
EOM-Z00-PR-000079 — NMA&FM Volume 5, Chapter 17: Waste Management Procedure for
Offices
EOM-ZMO0-PL-000080 — NMA&FM Volume 6, Chapter 22: Waste Management Plan for Healthcare
Facilities
EOM-Z00-PR-000077 — NMA&FM Volume 5, Chapter 17: Waste Management Procedure for
Healthcare Facilities.
EOM-ZNO0-PR-000002 — NMA&FM Volume 17, Chapter 2: Sustainability Procedure
EOM-ZEO0-PL-000001 — NMA&FM Volume 14, Chapter 2: Emergency Management Plan
EOM-ZEO0-PR-000002 — NMA&FM Volume 14 Chapter 2: Emergency Management Exercise &
Drills
International Organization for Standardization (ISO) Quality Management Systems (9001:2015)
Gulf Cooperation Council (GCC) Uniform Law for Medical Waste Management (amended in
Jumada Thani 1440H/February 2019). KSA, Ministry of Health (MOH) — Laws and Regulations
Gulf Cooperation Council (GCC) Uniform Law for Municipal Solid Waste Management, Rabi’ al-
Awwal 1437H. KSA, Ministry of Municipal and Rural Affairs (MOMRA) — Laws and Regulations
International Organization for Standardization (ISO) 14001: 2015, Standard for Environmental
Management Systems
5.0 RESPONSIBILITIES
Role Description

The body which controls activities which take place across all facilities shall

ensure that:

o A Waste Management Policy is established and maintained

The Entity o All persons within the Entity (i.e. Senior Leadership Team, FM, first
aiders, Waste Handlers, and Cleaning Staff) comply with the Policy, and
associated Waste Regulations

e Systems are in place to monitor compliance and report progress

The Facility Director is responsible to:

¢ Implement the Entity’s Waste Policy and associated procedures

o : e Ensure that no conflict exists between any appointed Contractor's Waste
Facility Director Policy and procedures, and those of the Entity

o Ensure Tenants or Service Providers within the Facility are managing
their waste as per Gulf Cooperation Council (GCC) Laws

The Entity-appointed Contractor shall:

o Ensure compliance with waste storage, handling, and disposal practices,
and with the requirements of statutory legislation, and facility and
appointed Contractor local policies and procedures

e Train staff on appropriate infection control and safety issues of waste,

EM Provider which include specific induction training.

o Ensure formal written Risk Assessments are carried out on any waste-
handling procedures posing a significant risk to staff or others

o Ensure staff involved in waste handling as part of their normal duties has
received the appropriate information, instruction, and training

e Monitor its staff to establish compliance with policies, procedures, and
safe systems of work

It is comprised of representatives from senior management who generate

waste; Waste Handlers; infection control, procurement and stores, catering,

and long-term or resident Contractors; and Waste Management Service
Waste Management Providers. This committee should meet monthly to discuss the key
Committee performance indicators (e.g. volume of waste generated, hazardous versus
general waste ratio, incidents, and audit findings) and to plan awareness
programs and other initiatives to improve compliance with legal and other
requirements.
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Procedure Review Board

Group of technical and executive personnel responsible for writing,
reviewing, updating, and approving plans and procedures

Waste Management
Officer

Responsible for ensuring that waste is managed according to legal and other
requirements, checking that standards are maintained, everyone is aware
of these requirements, relevant personnel are appropriately trained to safely
deal with waste in their areas, and necessary data are recorded and
transmitted to the Waste Management Committee (WMC) and regulatory
authorities

Waste Handlers

Ensures that waste in the intermediate storage areas is properly segregated,
contained, and labeled. Any problems noted must be immediately brought
to the attention of the responsible person in that area

Health and Safety (H&S)
Officer

The H&S Officer shall oversee activities at Waste

Collection/Storage/Recycling Points alongside the Waste Management

Officer, ensuring that:

e Access is possible by appropriate vehicles to collect and remove waste
to the correct facility

¢ Points are accessible and resilient in case of emergency and for purposes
of inspection and monitoring

o All containers therein shall be checked regularly for leaks

o Staff and Contractors are operating in a safe manner in accordance with
Operating Procedures

Contractors

Ensure that its staff is aware of, and trained to comply with Waste
Management requirements, routinely checking to ensure standards are
maintained

All Staff

First aid shall be carried out only by qualified First Aiders.

All employees are responsible for working safely and ensuring the safety of
themselves and others through the application of safe system of work when
handling, transporting, and storing waste

Table 2: Responsibilities
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6.0 PROCESS

Using the offices facilities Waste Management Matrix Template (Attachment 1) as a basis for collaborative
discussion, the Plan Writer shall facilitate a Kick-off Workshop in which collaborators shall, as a minimum:

e Agree upon the purpose of the plan (Aims, Key Components, and Outcomes)

o By means of a Flow Chart, define a Process which shall drive the Plan (i.e. outline the steps which
the Procedure should follow)

e Complete the Waste Management Plan Template

The Plan Writer shall record Minutes of Meeting for later review to support in drafting the Plan, and for
Quality Audit purposes.

6.1 Preparation

The Entity’s Waste Management Plan should be written in line with the process outlined in Figure 1 (below).

Identify requisite data and information
required for the compilation of the plan

List Waste Types

(;\} Kick-off WOTkShOp > Bins, Bags, Holders, Containers,
X, Trolleys, Transport
S
Collection

Requirements, schedules, Transport
Demonstration to Test ——Yes. Plan ngew Draft Waste Plans Line Manager Procedure Review
the Plan Meeting Board

A
|

No

y |_‘
Update the Plan based on
Demonstration Feedback
Waste
Management Plans
4
|
Waste Records and
Reports
Approved Waste Training Requirements
Plans j

Segregation
Sealing Labeling Weighing

Off Site Requirements
Transport, Facilities

Site Maps, Storage Areas, Relevant
Locations

Compliance Regirments

Audit & inspections

Other Resources, PPE, HSE,
Inoculations, SDS, Toolbox talks,

Posters

Waste Executive Sign-off j
Management
Documentation

Resources, People,
Equipment, and Budget

Figure 1: Waste Management Plan Preparation Process

6.2 Creating a Waste Management Plan for Offices

6.2.1 Targets and Strategies

Targets and strategies within a Waste Management Plan should include the methods for achieving them,
communicating progress, and a mechanism for continuous improvement. Targets shall be suitably
quantified to inform Key Performance Indicators (KPIs) and shall aid waste reporting. Targets contained
within a Waste Management Plan may include, for example:

e Reducing the volume of total waste generated by the Entity, year-on-year
e Improving recycling/reuse rates
e Achieving best-practice certification and reporting compliance
e Establishing a Waste Management value chain involving materials, Contractors, and
transportation
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'
Producers of waste should work on reducing the rate of waste production through waste initiatives which
helps drive the Waste Policy and deliver cultural change, for example by:
e Adopting clean technology
e Selecting alternative materials which reduce the likelihood of impact to the environment and
public health
e Establishing intra-departmental incentive schemes which offer rewards for minimizing waste
production
Further suggestions are found within NMA&FM — Volume 17, Chapter 2 — EOM-ZNO0-PR-000002.
6.2.2 Roles and Responsibilities
Roles and responsibilities shall be established for each category of personnel generating waste (Producers)
or involved in its processing.
6.2.3 Implementation Plan
The Waste Compliance Matrix Template (Attachment 2) and Waste Generators Chart Template
(Attachment 3) have been designed to support the Entity in generating a detailed Waste Management Plan
which shall:
e Categorize site-specific types of waste
o Utilize the Hierarchy of Waste, (Reduce — Reuse — Recycle — Recover — Dispose)
e Emphasize use of Waste Streams
e Describe site-specific storage locations
e Describe site-specific responsibilities
e Detail waste collection frequencies
A Planning Workshop attended by key personnel and led by the Plan Writer shall enable completion of the
Waste Management Plan by using the Attachments to drive progress.
6.2.4 Resources
Resource requirements shall form a critical part of Waste Management planning process. Resources may
include people, or equipment. A detailed resource planning exercise will help to inform annual budgeting
requirements.
6.2.5 Training Requirements
The Entity shall establish a Training Matrix (departments, categories of personnel, training requirements,
frequency of training, and internal and external training Service Providers) and training records to feature
as part of a Training Plan.
A Training Plan may include a schedule of themes for the year, with resources (pamphlets, posters,
electronic information, and toolbox talks) to raise awareness regarding waste-related issues that will help
to improve Waste Management in the facility.
Resources used to deliver training and promote awareness shall depend on factors including target
audience and budget. Simple, clear messaging is essential, preferably using pictures and photos to convey
information.
6.2.6 Documentation
A centralized filing system compliant with ISO 9001:2015 shall be established by the Entity containing, as
a minimum:
o Waste Management documentation (procedures, training and awareness, signage, Contractors,
and authorizations)
o Details of waste storage, collection, transport, transportation certificates, treatment and disposal
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Waste Management Plan for Offices

A site map highlighting waste receptacles, Waste Hold Areas, centralized storage areas, and other
relevant locations

Compliance requirements

Auditing and inspection procedures and schedules

Operator Aids

Site-specific posters shall be strategically placed throughout the facility showing Waste Management
requirements for specific Waste Streams, and how to ensure proper segregation, correct containment, and
compliance with handling and storage requirements.

6.2.8

Incident Management and Reporting

When preparing Waste Management Plans for offices, FM shall have in place the following associated with
incident management and reporting:

Procedures and associated documentation (such as incident registers, reports, follow-up audits,
and work instructions) for hazardous spills, incident analysis, and trend reporting
Emergency response including desktop and live simulations to test awareness and compliance.
Refer to EOM-ZEO-PR-000002 — NMA&FM Volume 14 Chapter 2: Emergency Management
Exercise & Drills (14.2.3)
Contingency plans for dealing with emergency or abnormal situations, such as an incident that
causes a surge of waste that could exceed a facility’s capacity. Examples include:
o Breakdown of the off-site Processing Facility, or transportation system, which may lead to
the requirement for additional storage of waste. Refer to EOM-ZEOQ-PL-000001 — NMA&FM
Volume 14 Chapter 2: Emergency Management Plan (14.2.2)

7.0 ATTACHMENTS

Attachment 1: EOM-ZMO0-TP-000076 — Waste Management Matrix Template
Attachment 2: EOM-ZMO0-TP-000077 — Waste Compliance Matrix Template
Attachment 3: EOM-ZMO0-TP-000078 — Waste Generators Chart Template
Attachment 4: EOM-ZMO0-TP-000079 — Waste Management Plan Template
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Attachment 1 - EOM-ZMO0-TP-000076 — Waste Management Matrix Template for Offices

Waste Management Plan for <insert name of Office Facility>

Last revision date:

Type of waste

Waste Hierarchy

Reduce/Reuse | Recycle/Recover/Dispose

Other comments

Action to reduce or S O FOETED EF

lights with longer life v >

reuse Waste Stream Responsibility recover Waste Storage location Responsibility
Stream?
Hazardous Place waste type poster Facility Manager Dispose aboratory v Laboratory Employees
adjacent to each bin to and users
direct users to use the
correct bin for each
waste type
Paper waste Reduce: Set printers to IT/Office Manager Recycle Papechling bins | Office Manager Confidential paper waste to
default double-sided adjacent to printers and be disposed of in
printing large wheelie bins in Confidential Waste bins
central hold area
Food waste Not Applicable (NA) NA Local Bins Restaurant | Catering Contractor Remove daily to ensure
areas that there are no issues
with smells
Lighting waste Reduce: Introduce Light- Engineerin ager st lighting | Engineering room Engineering Phased
Emitting Diode (LED) tube(boxycoffin introduction/assists  wider

organizational
commitments/targets such
as Carbon Reduction

Commitment Energy
Efficiency Scheme (CRC),
Energy Savings
Opportunity Scheme

(ESOS) compliance, and
carbon reduction per head
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Attachment 2 - EOM-ZMO0-TP-000077 — Waste Compliance Matrix Template for Offices
Waste Date
6 digit . . . hierarchy Annual
. - European Waste Wa§te License/ Waste s't? e i route? Transfer
Site/ Organization Waste ] Carriers . . L License/ accepts . .
. . Waste Carrier . Permit valid | destination p (i.e. note valid
Location responsible Stream license . . exemption EWC .
Catalogue Name number until? site address number code? reusel/recycl | until? If
(EWC) code : ed/ applicable
recovered)
\/ e.”?pt Yes,
Confidential PHS data Position waste type
aper 200101 shred CB/MP3493LL 3/31/2816 Al Khaty Request noted on Recycled 12/4/2019
pap (EPR)/FE5198 :
/> GQIA0D1 | exemption
AN
N )
S/ /
) <
A\ \
A\ N\ /
4 A\
N\
\
~/
N
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Attachment 3 —- EOM-ZMO0-TP-000078 — Waste Generators Chart Template for Offices

Recycling Waste Hazardous Waste
[}
G Q o
s [} = = S
= @ 2 o 7 = 5 |3 2
S~ © -5 = © © @ o o 7] ”
s= | . | © & 2 2 2 | 2 = s | £ |5 S 3 g
LOCATION nn ) £ o) £ = = w o 2 x S = ‘©
5= | & | 2 | % 5 | E| £ | @ g 8 8 |§ [T & £
S~ a E g 2 5 8 g Q = o T < ® £
= [ i o =
= E © g - = = b 3 | £ 2 3
S = « c i
S < = 8 - I > | g
w g
East Corridor X
X
Bathroom
Kitchen X X X X X x X X
West  Wing
Office X X X X X \
NN\ WV
\ \V
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Attachment 4 - EOM-ZMO0-TP-000079 — Waste Management Plan Template for
Offices
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Waste Management Plan for Offices

INTRODUCTION

This plan describes how waste products are stored, collected, and disposed of in line with contractual and
legal requirements.

This plan will cover the following Waste Streams to ensure correct: segregation, use of Waste Hold Areas,
internal movement, and internal storage. The plan focuses primarily on the following streams:

o Clear Waste Stream — Municipal Solid Waste
o Black Waste Stream — Bulk Food Waste

e Green Waste Stream — Recyclable Waste

e Blue Waste Stream — Confidential Waste

Hazardous Waste Streams shall be managed through Service Level Agreements
the Entity and Waste Contractors.

SLAs) set up between

OBJECTIVE

by the most appropriate means
e Comply with Health, Safety, and Enviro

management of waste
e Identify resources requirea

possible
e Constg s
auditing,-apd periodic
e EnSuré I

RESPONSIBI

Role Description

The body which controls activities which take place across all facilities shall

ensure that:

o A Waste Management Policy is established and maintained

The Entity o All persons within the Entity (i.e. Senior Leadership Team, FM, first
aiders, Waste Handlers, and Cleaning Staff) comply with the Policy, and
associated Waste Regulations

e Systems are in place to monitor compliance and report progress

The Facility Director is responsible to:
¢ Implement the Entity’s Waste Policy and associated procedures

Facility Director o Ensure that no conflict exists between any appointed Contractor's Waste

Policy and procedures, and those of the Entity
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Waste Management Plan for Offices

e Ensure Tenants or Service Providers within the Facility are managing
their waste as per Gulf Cooperation Council (GCC) Laws

FM Provider

The Entity-appointed Contractor shall:

e Ensure compliance with waste storage, handling, and disposal practices,
and with the requirements of statutory legislation, and facility and
appointed Contractor local policies and procedures

e Train staff on appropriate infection control and safety issues of waste,
which include specific induction training.

e Ensure formal written Risk Assessments are carried out on any waste-
handling procedures posing a significant risk to staff or others

¢ Ensure staff involved in waste handling as part of their normal duties has
received the appropriate information, instruction, and training

e Monitor its staff to establish compliance with policies, procedures, and
safe systems of work

Waste Management

Committee

It is comprised of representatives from senior management who generate

and long-term or resident Contractors; and Management Service
Providers. This committee should meet iscuss the key
performance indicators (e.g. volume of waste.ge dous versus
general waste ratio, incidents, and audit findi awareness

programs and other initiatives to improve compl ith tegal and other

Procedure Review Board

requirements. "\
Group of technical and execu

e personnelxesponsible for writing,
reviewing, updating, antp ns‘andproeedures

Waste Management

Officer

Responsible for ensuging asteis m\agyffaccording to legal and other
requirements, checking that standards are“maintained, everyone is aware
of these requirements, xelevanipersonnel are appropriately trained to safely
s, and necessary data are recorded and
nagement Committee (WMC) and regulatory

authoriti€s.

Waste Handlers

Ensufes t Mm%s [ Wermediate storage areas is properly segregated,
contained, labeled. ANy problems noted must be immediately brought

to the attention of\the yesponsible person in that area

Health and £
Officer

&S)

H&%})ﬁicer shall oversee activities at Waste
Storage/Recycling Points alongside the Waste Management
r,ensuring that:

o the correct facility

oints are accessible and resilient in case of emergency and for purposes
of inspection and monitoring

All containers therein shall be checked regularly for leaks

Staff and Contractors are operating in a safe manner in accordance with
Operating Procedures

Contractors

Ensure that its staff is aware of, and trained to comply with Waste
Management requirements, routinely checking to ensure standards are
maintained

All Staff

First aid shall be carried out only by qualified First Aiders.

All employees are responsible for working safely and ensuring the safety of
themselves and others through the application of safe system of work when
handling, transporting, and storing waste
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REFERENCES

DEFINITIONS

Waste Management Plan for Offices

Add site-specific references here
Add Entity-specific references here
Add sector-specific references here
Add latest legislation here

Term

Definition

Food Waste: Black Waste
Stream

All waste which can be classified as Food Waste is produced in bulk from
kitchen facilities. Black Bags are used to identify this Waste Stream, which
can be disposed in landfill if the Entity is unable to find a suitable off-taker
(e.g. Energy from Waste Plant, composting facility)

Solid Municipal Solid
Waste: Clear Waste
Stream

All waste which is not subject to special requirements. Clear Bags are used
to identify this Waste Stream, which can be dispased in landfill if the Entity
is unable to find a suitable off-taker. Howev, possible efforts should
be made to reduce the amount of MSW and divért this stteam from landfill.

Recyclable Waste: Green
Waste Stream

The facility produces waste which can be ¢ able Waste.
This type of waste can be sent for sorting akd processing. Green
receptacles are used to identify this Waste Strea
Recyclables include:

e Clean aluminum cans
Clean cardboard
Clean paper

Confidential Waste: Blue

Stream {\

and sealed, displaying the words Confidential
ilar. The containers are locked and sealed shut

that generate Confidential Waste as is reasonably
ill not be located in every room or office

Hazardou e

oxide, nickel-cadmium

Chemical waste, e.qg., used formalin, mercury

Luminaires

e QOils (mineral and synthetic)

e Photographic Chemicals, e.g., developers, activators, neutralizers,
fixers

o Any other waste identified as hazardous under a COSHH assessment

that is not classed as Medical Waste

Other Waste

Waste which is not covered by specific plans may still require controlled
disposal. Contact the Contractor Helpdesk for advice
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WASTE GENERATION SOURCES

Waste Management Plan for Offices

The following Waste Streams have been identified as the primary source for each functional area.

% Recycling Waste Hazardous Waste
N —_—
[] =|o
= [0} 4 - | = 5l¢c @
T < =) o] g =] [ -
= S| T|v| o c o m| |5 & m [
[e] ; o (&) E = = g’) s -E ; ~ .E >0 ; @ e
LOCATION nn slg|lo|E|2|E|loo 0|2 |x|T2 = =
— E Q. e ®© | = L= = o I =) [7:) o] o c
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WORK INSTRUCTIONS

Sealing and Labelling
Waste generated by the facility must\bes Seal

d and labelled upon removal from the bag holder.

Sealing and labellinghmust o6 ] diately upon removal of the bag from the bag holder prior to
at }@ cal storage point for collection
o moretfian 75% full prior to sealing

gk-proof closure on the bag. This will be achieved using the swan neck

correct segregation. Anyone who is dealing with waste who has not received adequate training must seek
further advice from Line Manager before proceeding.

Local Storage Waste

Every Entity temporarily storing waste in the facility until their transportation to the off-site Waste Processing
Facility shall establish a centralized waste storage location which shall be:

1. Located in a firmly-sealed building equipped with means of preventing the permeability of water
and rain, the spread of unpleasant odors, and the entering of rodents, insects, birds, and stray
animals. It shall have a solid resistant floor that can be washed and disinfected and shall be
equipped with appropriately specified drainage

2. Equipped with means of safety and protection against fire

3. Operated by officers specialized in the field of Waste Management
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Waste Management Plan for Offices

4. Fitted with luminaires which are suitably specified, resulting in lighting levels which are appropriate
for the work environment

5. Equipped with suitably specified air-conditioning devices enabling appropriate ventilation and

maintaining a temperature range between 15-18 °C (the period of storing waste shall not exceed

72 hours)

Accessed easily for the purpose of storage and transportation of waste, and cleaning

Away from food stores, kitchens, and food preparation places

Accessible only by authorized personnel

Clearly sign-posted, indicating the contents of the location

0. Equipped with a running water source, a washbasin, cleaning tools, and disinfectant materials for
daily cleaning, and for cases when waste spills onto the floor (personnel in charge of the location
shall establish an emergency plan to handle accidental spillage or scattering of waste)

2O NS

Requirements of Waste Handlers

The following plans must be adopted by persons handling waste:

Once a bag containing waste is sealed, it must immediately be placed in the
container: bags of waste should not be manually removed or handled agaf
conducted in public, or office working areas.

ppropriate local storage
practice must not be

e Care must be taken to minimize the potential for damage to bags or cg
e Manual handling and carrying of bags/containers must be minimized as
the following criteria
o Bags must only be handled by the neck above
o Bags must be carried held away from the bog
o Bags must not be thrown, dropped, ¢

acticable and meet

Heavy duty gloves

Gowns or overalls impermeable to
Surgical masks

Protective footwear, and
Protective glasses

Equipment (PPE,

Cardboard Boxe

Cardboard boxes should be flattened and then placed next to the large black wheeled bin in the Waste
Hold Area, not into the bin. If cardboard is placed into the bin directly, it cannot be segregated when it
arrives at the waste dock. This means the cardboard will go to landfill rather than be recycled.
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Waste Management Plan for Offices

Aerosols

Aerosols should be emptied, and placed in a clear bag.

Recyclables

Waste for recycling shall be maximized so as to divert waste from landfill. Recyclables include:

Clean aluminum cans

Clean cardboard

Clean paper

Clean plastic bottles

Clean steel cans

Junk Mail (with any plastic wrapping removed)
Magazines

Newspapers

Cans and plastic bottles should be rinsed before being placed into the recycling bin.

Separate bins will be provided for recycling; the bins will be identified by & gréen Recycling label.
Waste which is disposed of into a green 1100-liter bin shall be clean from organic

bagged.

xaterial, and loose — not

Confidential Waste

This category Includes:

Hard drives & Universal Serial Bus (
Commercially sensitive document
Complaints/litigation information
Staff and visitor information
Photographs

Staff personal details

Local Storage and Use

tial Was
the words “Confidential Waste Yor Shredding” or similar.

The waste receptacle for Co e shall be a blue-wheeled bin, lidded and sealed, displaying

be disposed of into a suitable container within the FM department until
fy a collection. When required, contact site Contractor Helpdesk to arrange

If a need for an additional Confidential Waste bin is identified, then this should be addressed by
contacting the Contractor Helpdesk. If a bin is filled before the next scheduled collection, then contact the
Contractor Helpdesk.

Collection of Confidential Waste

If Confidential Waste is deposited into the blue Confidential Waste bin by mistake, contact Contractor
Helpdesk.
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Waste Management Plan for Offices

Other Hazardous Waste

Batteries
Used batteries should have the ends taped and then disposed of into a non-metal container. Where there

are a larger number of batteries for disposal, the Facility Manager can arrange provision of a suitable
container.

Luminaires

Where a luminaire requires replacement, the old fitting will be removed by Contractor and taken to the
Waste Hold Area where it will be held until it is transported to an offsite Processing Facility.

Waste Electrical and Electronic Equipment (WEEE)
Disposal of electrical or electronic equipment shall be carried out by the Contraetqr. Electrical equipment

for disposal must be inspected and authorized as being waste by a com, t person. Once this is
equest removal.

Feminine Hygiene and First Aid Waste

Feminine Hygiene bins installed within all female toilets shall be periodically by a
Contractor.

First Aid Waste generated as a result of qualified first ajdersp
bins and removed by a Contractor as and when req 're@

Other Waste

Waste which is not covered by specific g
Helpdesk for advice.

Decanting of wagte
Area. Waste bags-are

all riot take place in public areas or in corridors, but may take place in the Waste Hold
OT to be punctured.

Correct manual handling plans should be followed when moving the bins around a facility.

Central Storage and Collection

When in the central storage area, waste shall be further segregated into the correct categories. Waste shall
be collected from the central waste storage area on an agreed schedule by the assigned Contractor.
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Waste Management Plan for Offices

Monitoring Segregation

Each bin received will be opened and visibly checked by Waste Handlers to ensure the correct segregation
of Waste Streams is being utilized. If waste is found to be in the wrong Waste Stream, the waste will be
decanted into the correct Waste Stream. The area the waste came from will be noted by the Waste Handler
and the information passed on to the Line Manager who will inform the relevant area and staff to highlight
the problems this could cause.

Collection Schedules

Include collection schedules from Waste Hold Areas and transportation schedules to off-site facilities.
RESOURCES

Personal Protective Equipment

Workers on the transportation of waste shall be obliged to wear PPE (i.e. heavy duty gloves, gowns or
overalls impermeable to fluids, surgical masks, protective footwear, and protective glasses). PPE shall be
adorned based on a Risk Assessment.

Bags and Containers

o100 liters shall be
d’on the outside of

Black plastic bag of at least 150 micrometers thickness and a maximum cagaci
utilized for MSW and shall feature the phrase "Municipal Solid /aste" clearly di
the bag.

Transportation Trolleys

Transportation trolleys shall be:

Yellow in color
Made of rust-proof materials
Resistant to acids and alkalis

The collection and transpon aste bags and containers requires the use of trolleys allocated for this
purpose and sha rained staff to guarantee maximum levels of safety during the process

scatter or leak.

Vehicles

Waste shall be dmovedaround the office facility by dedicated transportation trolleys. Trolleys shall be
inspected, cleaned, and disinfected after every use.
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EMERGENCY ACTIONS

Waste Management Plan for Offices

Equipment Failure

Should air cooling or refrigeration fail within the Waste Hold Areas, contact the Facility Manager without
delay. Arrangements will be made to repair the equipment and, if required, a temporary storage location
will be created.

TRAINING

e Waste Producers and Waste Handlers shall be given the necessary training for implementing waste
policies and plans

e Waste Handlers will be trained in waste handling (including manual handling), dealing with waste
that is incorrectly sealed, bagged or stored, and dealing with spillages

o  Staff will be trained on the arrangements for reporting unsafe practices and conditions

e Refresher training and toolbox talks will take place at regular intervals. A.Toolbox talk example is
contained within the Appendix

o  Staff will be trained in the use and disposal of any PPE and the impoftante of.personal hygiene

e Staff to receive instruction and information on the Waste Ma process during initial
induction and to update on an annual basis, usually, on the following:

o Definitions of the different waste types

Importance of segregation

Information on the final destination of the wasté types

Introduction of the Waste Policy

Labelling requirements for each waste

O O O O O O

o Spillage Plans
e Staff should be shown the location of the
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Waste Management Plan for Offices

DOCUMENTATION

Waste Label

Name of Establishment: ...

To be placed on every waste bag/container once sealed and rega or transpo M
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Waste Management Plan for Offices

Transportation Forms: Form No. (1)
Application for Off-site Transportation of Waste

Kingdom of Saudi Arabia — Ministry of Health

Identification No. issued by the General Authority of Meteorology and Environment Protection

Directorate/District ..................

Facility ..............ooooi.

Serial NO. ...,

Reference No. ..................cell

A

Waste Source Certificate:

A.1. The waste, hereunder, have been assembled at .................. for evacuationto ..................
Name: .................. Signature: ..................

Position: .................. Facility Name: ..................

Phone No.: .................. Address: ..........c.....ll

Waste Collection Date: ............ocooeeiiiiiiiiiiinn.ns />

A.2. Waste Description (Quantity and Category): (0

Truck Number Plate: .................. NN NG
Name of Transportation Company? ..... ..\ N\ .\
Address: ..................

C
Waste Receiver Certificate

Date: ..............0= Name of Establishment: ...........................

D

Treatment Completion Certificate

The above mentioned wastes have been treated using the technique of ......... and have been disposed
through ..........

Name: .................. Signature: ..................

Date: .....ccovvennn. Name of Establishment: ...........................

(print three copies)
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Waste Management Plan for Offices

List the Waste Management documentation (procedures, training and awareness, signage, Contractors,
and authorizations); details of waste storage, collection, transport, treatment, and disposal; a site map
highlighting the storage areas and other relevant locations; compliance requirements; as well as auditing
and inspection procedures and schedules.

Monitoring and Reporting

Monitoring for compliance with Waste Management policies and plans will be carried out through
inspections by Contractor Helpdesk or in joint coordination with a Facility representative. Non-
conformances relating to unsafe working practices must be dealt with immediately.

Duty of Care visits should take place to ensure that third parties involved in the waste disposal process are
adhering to the agreed SLA.

APPENDICES
1. Waste Management Environmental Toolbox Talk

Appendix 1 — Waste Management Environmental To6lbox Talk
What?

Why?
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How?

Waste Management Plan for Offices

Managing waste correctly is about having the right facilities to store and dispose of waste, and the right
behaviors to encourage reduce, reuse, and recycling of waste.

Do’s Don’ts
Store waste securely in the correct skip or bin | x | Don’t overfill waste bins
Clearly label waste skips or bins to help with | x | Don’t place your hands into waste bins without
basic waste sorting the correct PPE
Segregate Hazardous Waste from non-| x | Don’'t put waste materials in the wrong
Hazardous Waste and store them separately container

Segregate recyclable waste, where facilities | x | Don’t burn or bury waste — it is illegal
are provided

Only use licensed waste carriers to collect your | x | Don’t mix up different types of waste — it
waste prevents recycling

Check that your waste is being taken to a
licensed facility that is able to accept your
specific waste type />
V| Ensure there is a waste transfer note for
general and recyclable waste or a consignment
note for Hazardous Waste in place for each

waste collection /\

N NN N X

Think of ways that you can reduce or reuse
your waste

Protect materials from damage to prevent
waste / ’)

V| Report any incidents of fly tipping or escape C}f\

2

(HSE) Manager

Questions

| have been briefed/read and understood this document and shall abide by the measures described.

Print name:

Sign:

Date:
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