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1 Purpose
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This Standard Operating Procedure (SOP) is a department or functional area policy or set of instructions defining business policies, processes and procedures, or features of an operation which lend itself to a standardized procedure. Procedures specific to one activity or area are Work Instructions (WI) and typically will be noted; for example ASI would be an Assembly Instruction for a specific product line.
1.1 Quality Objective

This procedure provides general guidelines for identifying, handling, and disposing of hazardous waste. The principle objective of hazardous waste regulation and management is the protection of human health and the environment.
1.2 Background

Hazardous waste is generally defined as liquid, solid, contained gas, or sludge wastes that contain properties that are dangerous or potentially harmful to human health or the environment (e.g. exhibits ignitability, reactivity, corrosiveness, or toxicity). They can be discarded commercial products, like cleaning fluids or pesticides, or the by-products of manufacturing processes.
Definition of Solid Waste (DSW): Before a material is classified as a hazardous waste, it must first be a solid waste as defined under the Resource Conservation and Recovery Act (RCRA).  
The regulatory definition of solid waste, found in §261.2(a), includes the following: (1) materials that are abandoned; (2) materials that are recycled; (3) materials that are inherently waste-like; and (4) waste military munitions. Materials that do not fall within one of these categories are not subject to Subtitle C regulation.
2 Scope
2.1 In Scope

This procedure applies to all employees who work with or handle hazardous materials. 

The workmanship criteria in this SOP shall be required when invoked on assembly drawings or instructions. Specific requirements on assembly drawings shall take precedence over criteria in this document. SME approval is required to deviate from these standards.
2.2 Out of Scope

This SOP does not provide assembly or subassembly specific instructions, testing or techniques that may be required during product assembly.

3 Input / Output
The following forms or other information are required for this policy/procedure.

	Number
	Title

	Form-0056
	Hazardous Materials Collection Log

	Form-0053
	Hazardous Materials Signage

	SOP-EHS-0003
	SOP, Health and Safety

	SOP-EHS-0001
	SOP, SDS


3.1 Output

The following forms or other information are required for this policy/procedure.

	Number
	Description

	Form-0056
	Hazardous Materials Collection Log

	
	Uniform hazardous waste manifest


File Locations

	Number
	Description

	Form-0042 (Master Link List)
	Completed Inspection and Collection Log

	Form-0042 (Master Link List)
	Manifest Data

	Form-0042 (Master Link List)
	Safety Data Sheets


3.2 Training Requirement

Proper training is essential for maintaining a safe working environment and a work force able to handle emergencies related to hazardous materials. Failure to follow appropriate procedures may lead to fire, explosion, or spills. An incident may be worsened by the absence of correct and timely response. Training can help prevent emergencies and the corresponding losses caused by property damage and personnel injury.
All personnel are required to attend initial hazardous materials and waste training as well as yearly refresher training. Training attendance shall be annotated in personnel records or electronic training records (e.g., PLM Training module).

	Environmental QA/ safety Director
	Responsible for the overall hazardous waste management functions at the facility including completion and submission of applicable regulatory forms.

	General Office Personnel
	General administrative and clerical personnel –typically no responsibilities/contact related to hazardous waste management.

	Production Managers / Supervisors
	Responsible for production activities at the facility. Supervise staffs that are hazardous waste generators.

	Maintenance / Hazardous Waste Technician
	Responsible for maintenance activities at the facility. Oversees hazardous waste generator and has environmental and hazardous waste management functions. Performs physical waste activities (e.g., moving and labeling containers, collection, etc.)

	General production workers
	Generates hazardous waste as part of the production process, may use a satellite accumulation container.


Requirements Matrix

	Training Element
	Environmental / QA Manager
	Production Manager / Supervisors
	Maintenance / Hazard Waste Technician
	Production Worker (Generator)
	General Office Personnel

	Hazardous waste regulations / determination of waste status
	X
	
	X
	
	

	Properties of facility waste materials
	X
	X
	X
	X
	

	Waste minimization
	X
	X
	X
	X
	X

	Record keeping
	X
	
	X
	
	

	Accumulation procedures
	X
	X
	X
	X
	

	Container and tank management
	X
	X
	X
	X
	

	Inspections
	X
	
	X
	
	

	Waste storage/ packaging
	X
	
	X
	
	

	Transportation / removal plan
	X
	
	X
	
	

	Contingency planning 
	X
	X
	X
	X
	

	Emergency response procedures (e.g. spill clean-up, etc.)
	X
	X
	X
	X
	

	Communications & alarms
	X
	X
	X
	X
	X

	Evacuation routes
	X
	X
	X
	X
	X

	Response to fire, explosion, ground water contamination incidents
	X
	X
	X
	X
	X

	Site shutdown procedures
	X
	X
	X
	
	

	Regulatory reporting and compliance responsibilities 
	X
	
	
	
	


4 Resources
4.1 Required Systems / Equipment / Services
	Description

	Smock / apron

	Safety glasses

	Face shield

	Chemical / hazardous materials handling gloves (nitrile)

	Gloves, ESD/protective (not required if using nitrile gloves)

	Respirators (or similar ventilation equipment)

	Clean up equipment (shovel, barrel, etc.)


4.2 Applicable Standards

	Document #
	Title

	SOP-QAL-0018
	Control of Records

	
	Resource Conservation and Recovery Act (RCRA) of 1976

	
	Safety Data Sheets (SDS) for each material

	
	Occupational Safety and Health Act (OSHA), 29 CFR 1910.1450

	
	Toxic Substances Control Act (TSCA), 40 CFR 760

	
	Occupational Safety and Health Act (OSHA), 40 CFR 265.316, Storage of Hazardous Waste

	
	References: 

1. Definition of Hazardous Chemical Waste.  UCLA.  Article ID 1002739.  Retrieved from http://map.ais.ucla.edu/portal/site/UCLA/menuitem.789d0eb6c76e7ef0d66b02ddf848344a/?vgnextoid=876307a56f051110VgnVCM200000ddd76180RCRD 

2. (2013, April 08).  Wastes – Hazardous Waste.  U.S. Environmental Protection Agency.  Retrieved from http://www.epa.gov/osw/hazard/ 


5 Set-Up
5.1 General Safety Precautions
The following notation and symbols conventions are used to inform personnel of potential hazards.
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	D   A   N   G   E   R

	
	Hazard
Immediate hazard, which if not avoided WILL result in severe injury or death to personnel or destruction of the equipment.  
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	W   A   R   N   I   N   G

	
	Hazard


Potentially immediate hazard, which COULD result in severe injury or death to personnel or destruction of the equipment. 
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	C   A   U   T   I   O   N

	
	Hazard
Immediate hazards, which COULD result in minor or moderate injury to personnel or damage to the equipment –also indicates unsafe practices.


The following safety precautions apply to this SOP:
3. Protective clothing such as smocks, chemical safety gloves, safety glasses, and/or respirators is required when handling, using, or moving hazardous materials.

4. Standard laboratory safety procedures and good housekeeping are always required.
5.2 Prerequisites
N/A

6 Procedure

6.1 Hazardous Materials / Waste

Hazardous Waste
A waste may be considered hazardous if it exhibits certain hazardous properties (characteristics) or if it is included on a specific list of wastes that the EPA has determined are hazardous because it has been found to pose substantial present or potential hazards to human health or the environment. EPA's regulations in the Code of Federal Regulations (40 CFR) define four hazardous waste characteristic properties: ignitability, corrosivity, reactivity, or toxicity.
· [image: image10.jpg]


Ignitability
Ignitable wastes generally are liquids with a flash point below 60°C or 140°F (however, just because a material has a higher flash point, it still cannot be drain disposed). These wastes could catch fire during normal handling. Dangers from such fires not only include heat and smoke but also the spread of particulate that is detrimental to health.
· [image: image11.jpg]


Corrosivity
Corrosive wastes are generally aqueous wastes with a pH less than or equal to two (2) or greater than or equal to 12.5. These wastes attack standard materials and require special types of containers. These wastes must be segregated because they could dissolve toxic contaminants from other wastes.

· [image: image12.jpg]


Toxicity
A chemical or waste containing toxins which, if released in sufficient quantities, pose substantial hazard to human health or the environment.
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Reactivity
Reactive wastes (explosive properties) are those wastes that are unstable, explosive, and capable of detonation or react violently with water. These wastes are unstable to shock or heat and may explode and generate toxic gases.
Hazardous chemical waste may also include the following:

· Chemicals that can no longer be used for their intended use (e.g., aged or surplus inventory)

· Mislabeled or unlabeled chemicals

· Abandoned chemicals

· Material in deteriorating or damaged containers

· Residuals in chemical containers

· Diluted solutions containing hazardous chemicals

· Used solder paste (screening operation to prepare PCB for reflow oven)

· Stencil printing and rework solder paste
· Debris contaminated with a hazardous material (rags, paper towels, Q-tips, wipes, gloves, etc.)
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	N o t e

If it is a chemical, manage it as a hazardous waste.


Regulatory Agencies

Hazardous waste is regulated by:

· Federal Resource Conservation and Recovery Act (RCRA), 1976

· Code of Federal Regulations (CFR)Title 40: Protection of Environment

· California Department of Toxic Substances Control (DTSC)

· Los Angeles County Fire Department Certified Unified Program Agency (CUPA)

6.1.1.1 Hazardous Material Minimization

Hazardous waste minimization is the most effective strategy for reducing hazardous waste generation. This is done by substitution of less hazardous materials, process changes, and reuse or other recovery procedures as applicable.  Whenever possible, materials will be recycled, but otherwise all waste products will be disposed of in accordance with applicable U.S. and local laws and regulations. General guidelines include:
5. Procure hazardous materials in the smallest practical size and quantity. Costs are mitigated through the reduction in hazardous waste disposal costs and the added safety issues for long term storage.

6. Maintain a reasonable stocking level based on usage.

7. Use open containers first. 

8. Do not store hazardous materials in the work area. Once the task requiring the hazardous material is completed, return any leftover material to the designated storage area.

9. Substitute non-toxic materials for toxic materials whenever possible. 
Hazard Determination

Hazard determination is the process of evaluating available evidence in order to determine if a material is hazardous pursuant to the Occupational Health and Safety Administration’s (OSHA) Hazard Communication Standard (HCS). This evaluation identifies both physical hazards (e.g., flammability or reactivity) and health hazards (e.g., carcinogenicity or sensitization). 
The hazard determination provides the basis for the hazard information that is provided on hazardous material tags, signs, and employee training. Hazard determination does not involve an estimation of risk. Hazard refers to an inherent property of a substance that is capable of causing an adverse effect. Risk, on the other hand, refers to the probability that an adverse effect will occur with specific exposure conditions. 
A substance will present the same hazard in all situations due to its innate chemical or physical properties and its actions on cells and tissues. However, considerable differences may exist in the risk posed by a substance, depending on how the substance is contained or handled, personal protective measures used, and other conditions that result in or limit exposure.
Hazardous Material Storage Locations
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Hazardous Materials and PPE
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The following materials used at Wavestream are classified as hazardous waste. The personal protective equipment (PPE) required for handling these hazardous materials is shown.
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	PPE
	Waste
	Type of Hazard
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	Acetone (wear nitrile gloves)
	Corrosive, reactive, toxic
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	Adhesives
	Toxic
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Ventilation
	Solder 

Wipes containing lead or non-lead solder residue
	Toxic
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	Lab pack wastes (non-empty containers of epoxy adhesives , expired material, or paint)
	Toxic
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	Epoxy, flux
	Toxic, reactive

	
	Wet used swabs/wipes containing acetone
	Toxic
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	Used oil (hydraulic, vacuum, motor, etc.) 
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	BeO (beryllium oxide). See specific instructions Section 6.5.2
	Toxic 
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Ventilation
	Aerosol cans
	Reactive (store in separate hazardous waste container)
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	Nitrogen
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	Carbon dioxide


	

	
	DI waste water


	Toxic

	
	Batteries
	Universal waste

	
	Fluorescent bulbs
	Universal waste

	
	Epoxy needles
	Universal waste


Place the following materials into a regular trash can.

· Paper and cardboard

· Food wrappers, napkins, or personal items

· Plastic wrap

· Empty containers (completely drained without residue that can be easily scraped off)

· Paint cans – after any residue paint has completely dried

6.1.1.2 Aerosol Cans
	
	
	W  A  R  N  I  N  G

	
	Reactive
Contents of aerosol cans may explode. Place in aerosol can hazardous waste containers.


A recurring issue is the puncturing or venting of aerosol cans. The issue stems partly from the applicability of the empty container regulations to aerosol cans and partly from the issue of whether the can itself is considered to be part of the waste. 

In general, aerosol cans may hold either compressed gas or liquid. If the can is sent for scrap metal recycling, the can and its contents are exempt from regulation as scrap metal. The act of emptying the can may be an exempt recycling activity and any residues from emptying the can would be regulated if they are listed or exhibit a characteristic of hazardous waste. 

If the can is sent for disposal, both the contents of the can and the can itself are subject to regulation. To dispose of the aerosol can as nonhazardous, the can must be empty according to RCRA regulations and the can itself must not be made of a hazardous material.

At Wavestream, used aerosol cans are managed as reactive waste, are secured in a 30 gallon drum, and are removed by the hazardous waste service.

6.1.1.3 Beryllium in Components
	
	
	W  A  R  N  I  N  G

	
	Toxic
Beryllium / beryllium oxide dust can cause chronic beryllium disease. 


Any components (for example Ka tray substrates) containing beryllium (such as BeO) must be handled with caution. 

· If a component containing beryllium breaks, it must be disposed of in the beryllium waste container. 

· If a component or subsystem containing beryllium must be discarded, it must be disposed of in the beryllium waste container.
Disposal Procedure

10. Put on gloves.

11. Put on a particulate mask.
12. Moisten a paper towel or cloth with water.

13. Pick up the component.

14. Place the component, paper towel or cloth, gloves, and mask into a plastic bag. 

15. Wipe the area clean and place the wipe into the plastic bag.

16. Place the plastic bag into the beryllium waste container located in the waste material storage area in shipping.
Wavestream – Small Quantity Generator

Wavestream generates less that 1,000 kilograms per month of hazardous waste and is considered a small quantity generator (SQG). Requirements that Wavestream must comply with include:

· Time and quantity limits on accumulation of waste

· Manifests for disposal

· Labeling and containerizing

· Inspections

6.1.1.4 Time and Quantity Limits

· Waste must be shipped within 180 days of the accumulation start date.
· If waste will be shipped more than 200 miles, it may be accumulated for 240 days.
· Accumulation is limited to 6,000 kilograms in tanks and containers

6.1.1.5 Hazardous Waste Manifests

· Hazardous waste manifests are required for all shipments of hazardous waste.
· Manifests include information about the type and quantity of waste, generator, transport, and receiving facility.
· Manifests are managed by the Safety Director and must be retained for three years.
· Manifest copies signed by the disposal facility must be sent to the Department of Toxic Substances Control within 35 days of shipment (by the hazardous waste transport service).
6.1.1.6 Containerizing

Containers used to store hazardous waste must be made of or lined with materials that will not react with and are otherwise compatible with the waste in the container. Incompatible wastes and materials must not be placed in the same container. This requirement includes unwashed containers that previously held an incompatible waste or material. Incompatible wastes or materials can only be mixed in a manner that will not cause an adverse reaction, such as an explosion or uncontrolled flammable fumes.
Containers holding hazardous waste must always be closed during storage, except when waste is added or removed. In addition, containers must not be handled, opened, or stored in a manner that may cause them to leak.
Liquid waste must be tightly sealed and placed into a 50 gallon mixed waste drum.

6.1.1.7 Storage Areas

Storage means holding hazardous waste for a temporary period, at the end of which the hazardous waste is treated, disposed of, or stored elsewhere.

· All containers must be closed

· Incompatible wastes are stored in separate containers

· Containers should be accessible with space around them

· Containers must be in good condition

· Container area must be inspected/emptied per schedule by the hazardous waste service

· Flammable hazardous waste is stored in Department of Transportation (DOT) approved containers 

Wavestream Main Hazardous Waste Storage Area – Warehouse










Wavestream Secondary Hazardous Waste Storage Area – West Warehouse


Chemical Storage – Production

	Corrosive Chemical 
Cabinet Contents

Buffer solution pH 4.01

Buffer solution pH 7.0

Water soluble flux

186 rosin flux

5520 copper NU-Cu cleaner

264-5 no clean flux

OC cleaner

Glass etchant

20-2353P urethane resin

Silicon conformal coating






Collection / Packing Guidelines

· The waste must be contained in sealed, sound, and leak proof containers; the composition of the containers must not react with the stored waste.
· The drums must meet DOT specifications and not have a volume greater than 110 gallons.
· All of the wastes contained in the drum must be compatible. Reactive wastes must be rendered non-reactive before being packaged in the drum or disposed of (e.g., acetone).
· BeO waste must be packaged separately from all other waste.
SDS Sheets
· Refer to SOP-EHS-0001 for SDS procedure information.
· Manufacturing Engineering verifies that SDS sheets are current.
· Manufacturing Engineering provides SDS sheets to Document Control for inclusion in the SDS data.
· Each time that a new hazardous material is added to the Wavestream waste stream, the SDS sheet must be provided to the hazardous waste collection agency by Facilities Maintenance.
· The SDS representative ensures that the SDS books are up-to-date.
Satellite Accumulation Sites

Universal Accumulation Containers
· Small red containers located at the points of waste generation are located throughout the production area.
· Lids must be closed except when inserting waste.
· Inspect and empty weekly –empty into larger drums in the Hazardous Waste Storage area.
· Must be labeled

Blade Accumulation Containers

· Used razor blades that come in contact with hazardous materials must be discarded in the containers located at the south end of Production in the containers.

· Inspect and empty weekly –empty into larger drums in the Hazardous Waste Storage area.

Battery Accumulation Container

· Used batteries are accumulated in a bin located in the office supply room 

· Used battery container must be covered

· Inspect and empty weekly –empty into larger drums in the Hazardous Waste Storage area.
Emergencies
· Notify the Safety Director and/or Facilities Maintenance Director and provide the following information:

· Location of the spill

· Type and size of the spill

· Any spill response procedures initiated

· Point of contact for the event

· Treat any chemical spill as an emergency

· If possible, shut off the source of the spill by righting containers, plugging holes, shutting valves, etc.
· Contain the spill using sand bags, rags, or other appropriate and approved spill control material.
· Prevent the spill from entering drains or any water source.
· If a spill greater than 5 gallons occurs, do not attempt to clean it up yourself; notify Facilities Maintenance.
· Isolate the area: 

· Notify co-workers in the area that a spill has occurred and to avoid the area

· Place cones or other alert devices

· If needed, evacuate the building and call the fire department (9-1-1).

· In San Dimas, Los Angeles County Fire provides hazardous materials response
· There are two emergency eye wash stations:

Station 1 = Machine shop

Station 2 = Production by DI water sink

· Emergency eye wash (cups and solution) is 
located in each first aid kit.

Labeling

All storage containers of hazardous materials are labeled as follows.

· Drums / Waste Disposal Company Provided Containers

· The words: Hazardous Waste

· Composition (e.g., wipes with lead solder residue)
· Physical state –solid, liquid or gas

· Hazardous properties (e.g., toxic and/or flammable)
· Name and address of the generator 

· The date upon which each period of accumulation begins (i.e., the first date that waste was placed into the empty container)
6.1.1.8 Satellite Waste Containers

· The words: Hazardous Waste

· Physical state of contents

· Hazardous properties

· Contents

· Frequency of removal

· The date upon which each period of accumulation begins (i.e. the first date that waste was placed into the empty container)
6.1.1.9 Hazardous Materials Storage Areas

· The words: Hazardous Material Storage Area

· Physical state of contents

· Hazardous properties

· Contents
Inspections
At least once a week, container storage areas must be visually inspected for leaking and deteriorating containers. The inspections are recorded on the Hazardous Materials Inspection and Collection Log (Form-0056), including the date of the inspection, the name of the inspector, observations made, and the date and nature of any repairs. These records must be kept for a minimum of three years from the date of inspection.

Records

6.1.1.10 Hazardous Materials Inspection & Collection Log

The Hazardous Materials Inspection & Collection Log (Form-0056) must be annotated for each collection of hazardous waste from satellite containers and the main hazardous waste storage areas. The technician will initial each collection and note any undocumented waste.

The log shall be scanned and retained in the Hazardous Waste Log folder for a minimum of 3 years.
6.1.1.11 Manifests

A manifest must be provided by the hazardous waste collection agency at the time of collection. The manifest is retained by the Safety Director.

6.1.1.12 Regulatory Reports

The Safety Director shall complete and submit periodic reports to the appropriate regulatory agencies. A copy of each report shall be permanently stored in electronic form. 
6.2 Universal Waste

Waste that would normally be regulated as hazardous waste, but has less risk, is classified as universal waste with alternative management standards. 
Wavestream universal waste includes:

· Batteries

· Fluorescent lamps

· Used electronic devices

· Non-empty aerosol cans

· Razor blades

Regulations

Containerizing, storage, and labeling requirements are the same as for hazardous waste.

6.2.1.1 Exceptions for Universal Waste

· Waste may be accumulated for 1 year from the beginning accumulation date.
· Waste must be disposed of separately from any other kind of waste.
· Keep records (receipts/bill of lading) for shipments/disposal.
Universal Waste Storage

Contact Facilities Maintenance for disposal of universal waste materials.

6.3 Non-Hazardous Waste

Non-hazardous waste includes:

· Completely empty aerosol cans (no liquid or propellant remaining) 

· Used wipes / swabs that did not touch acetone or lead

General Refuse

General refuse includes items that can be put into a regular trash can

· Empty containers (completely drained with no residue that can be easily scraped off)
· Paper and cardboard

· Food wrappers, napkins, and personal items

· Plastic wrap

· Paint cans (with paint completely dried)
7 Quality Requirements
7.1 Definitions

	Abbreviation
	Definition

	BeO
	BeO (beryllium oxide) BeO is carcinogenic and the dust may cause chronic beryllium disease (aka berylliosis).

	Beryllium Disease
	A chronic allergic-type lung response and chronic lung disease caused by exposure to beryllium and its compounds. 

	CCP
	Commercial chemical products

	Corrosive
	Solutions containing less than 24% alcohol in water are not considered ignitable.

Corrosive: aqueous solution with a pH of less than 2 or greater than 12.5, or a liquid that corrodes steel at a rate greater than 0.25 inches per year.

	EPA
	Environmental Protection Agency

	ESD
	Electro-Static Discharge

	Generators 
	Any person whose act or process produces waste.

	Hazardous Waste
	Hazardous waste are divided into listed wastes, characteristic wastes, universal wastes, and mixed wastes. Specific procedures determine how waste is identified, classified, listed, and delisted. 

	Hazardous Waste Collection Agency
	A company contracted by Wavestream to remove hazardous waste.

	Ignitable
	Flash point less than 140 degrees Fahrenheit, an oxidizer, or a flammable solid. Alcohol solutions containing less than 24% alcohol in water are not considered ignitable.

	Non-Regulated Hazardous Waste
	Any solid waste that is technically not a "hazardous waste", but may pose a significant hazard to human health or the environment, or is unacceptable at local solid waste management facilities. Sanitary (municipal) landfills cannot accept liquids or contained gaseous wastes. Wastewater treatment plants must operate within specific limits for their sludge and treated effluent.

	OSHA
	Occupational Safety and Health Act

	PLM
	Product Lifecycle Management software is the system used to manage the data and design process associated with the life of a product from its conception and envisioning through its manufacture, to its retirement and disposal.

	PPE
	Personal protective equipment

	RCRA 
	Resource Conservation and Recovery Act

	Reactive
	Unstable, reacts violently with water, produces toxic gases, fumes or vapors with water, and contains sulfides or cyanides which may be released at pH conditions between 2 and 12.5, or is capable of detonation or explosion.

	Satellite Container
	Containers located throughout the plant for collection of hazardous waste. They must be emptied weekly into the main hazardous waste collection receptacles.

	SME
	Subject Matter Expert

	Solid Waste
	Before a material can be classified as a hazardous waste, it must first be a solid waste as defined under RCRA. 

Any garbage, refuse, sludge from a wastewater treatment plant, water supply treatment plant, air pollution control facility, and other discarded material, including solid, liquid, semisolid, or contained gaseous material, resulting from industrial, commercial, mining, and agricultural operations and from community activities (RCRA §1004(27)).
Any discarded material, excluding domestic sewage, certain radioactive materials, irrigation return flows, and secondary materials returned to the process under specified conditions. "Solid waste" does not refer to a physical state, and may be solid, liquid, or gas.

	SOP
	Standard Operating Procedure

	Toxic Material
	Any material that may pose a significant threat to human health. According to hazardous waste regulations, a toxic waste is any solid waste that contains certain heavy metals, pesticides, or organic compounds.

	Transporters
	Hazardous waste transporters move waste from one site to another by highway, rail, water, or air. Federal, and in some cases, State regulations govern hazardous waste transportation, including the Manifest System.


7.2 Responsibilities
	Title
	Responsibilities 

	All Wavestream personnel
	· Dispose of/store all hazardous and universal waste properly

· Use appropriate PPE

· Notify supervisors of any problems

	Supervisors / Managers
	· Ensure all employees are trained in handling of hazardous materials

· Ensure that hazardous materials are stored only in designated areas

· Ensure that all appropriate safety equipment (PPE) is used

	Safety Director
	· Ensure initial and refresher training in the handling, storage, marking and spill remediation of hazardous materials

· Ensure completion and storage of all inspections and records

· Complete and submit all required reporting to regulatory agencies

· Conduct periodic audit of facility to ensure compliance with regulations

	Facilities Maintenance
	· Maintain proper labeling on containers

· Oversee storage of hazardous and universal waste materials and procedures

· Ensure hazardous materials containers are inspected and emptied on time

· Provide spill cleanup services

· Arrange for transport of hazardous and universal waste materials to appropriate landfill including retention of all required documentation

· Notify hazardous waste collection agency when new hazardous waste enters the waste stream and provide SDS


7.3 Record Retention

	Record /Form
	Data that should be entered
	Where record/form stored

	SDS
	A copy of the SDS will be required as long as the controlled product is located on company property.
	SDS Books, Electronic SDS Log and Network Folder.  See SOP-QAL-0018 for record retention requirements.

	Manifests
	Waste material transported to Hazardous Waste Collection facility
	Electronically stored in QA folder on network

	Hazardous Materials Inspection & Collection Log
	Date, agent, findings of collections and inspections
	Electronically stored in QA folder on the network


8 Miscellaneous
8.1 General Information
N/A

9 FAQ

9.1 Questions
N/A
10 Attachments
10.1 Attachment List 

N/A
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Chemical resistant gloves �(e.g. nitrile)





Respirator





Gloves/finger cots (anti-static)





Safety glasses





Required Equipment 


Gloves


Particulate mask


Paper towels or cloth rag


Plastic bag
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