Sample Best Management Practices


On the Job Training
· Conduct and document on the job training for both safety and stormwater pollution control
First Aid and Emergency Response

· Provide first aid training to employees expected to respond to a medical emergency 
· Provide hepatitis B vaccinations
· Provide training to employees on procedures to protect themselves from bloodborne pathogens

Hazard Communication
· Ensure MSDSs are available and accessible in the work area
· Ensure containers are properly labeled

· Provide HAZCOM training to employees
· Ensure proper personal protective equipment is available and used when required
Personal Protective Equipment

· Perform and document a site PPE assessment

· Safety glasses and hard hats shall be ANSI approved

· Wear eye and head protection in required areas

· Added protection (i.e., face shields, goggles) shall be available and used when required

· Train employees in proper selection, maintenance, and storage of PPE

· Maintain PPE in a sanitary condition and ready for use

· Do not consume food and beverages in areas where there is exposure to toxic materials, blood or other potentially infectious materials

· Provide special respirator physicals when required
Fire Protection

· Fire extinguishers are accessible and in the proper location

· Inspect all fire extinguishers

· Train employees on the use of fire extinguishers

· Display evacuations routes
· Train employees on evacuation routes
· Post exit signs where required

· Test fire alarms
· Acquaint local fire department with the facility, its location, and specific hazards

· Maintain fire doors in good operating condition and unobstructed

· Inspect fire sprinkler systems 

· Document all inspections and tests

Eye Wash Stations and Safety Showers
· Locate eye wash stations and safety showers where ever chemicals are used, off-loaded, and stored
· Inspect and test eye wash stations and safety showers to ensure they are properly maintained and functioning properly.
General 

· Provide and maintain emergency spill kits in designated areas
· Post emergency telephone numbers where they can be readily found in case of an emergency
· Make MSDSs available where employees may be exposed to any hazardous chemicals
· Signs concerning “Exiting from buildings,” are posted where appropriate
· Mark all exits an exit sign 

· Mark all doors, passageways, or stairways, that are neither exits nor access to exits and which could be mistaken for exits, “NOT AN EXIT”

· Ensure all exits are free of obstructions
· Provide at least two means of egress from elevated platforms, pits, or rooms
· Provide obvious and direct exits 
· Designed exit doors to be opened from the direction of exit travel without the use of a key or special knowledge or effort when the building is occupied
Housekeeping

· Maintaining dry and clean floors

· Clean up dry loose debris with brooms before using wet cleaning to prevent solids from discharging to drains

· Use drip pans

· Use dry cleanup methods to collect spills 

· Clean up spills promptly and thoroughly

· Regularly pick up and disposing of garbage, debris, and waste materials

· Keep all areas exposed to storm water clean and orderly

· Inspect drains, loading docks, outdoor storage and waste collection areas daily for signs of contamination

· Ensure areas are free from tripping hazards, adequately illuminated.

· Remove combustible scrap, debris, and waste from the work site promptly
Preventative Maintenance

· Inspect and maintain storm water management devices and equipment designed to prevent spills, leaks, erosion, and flooding
· Regularly clean storm water catch basins, sediment traps, and oil-water separators to remove debris and make sure that the systems are working properly
· Regularly inspect, test, clean, repair, and replace chemical handling equipment such as pumps, hoses, and seals on a regular schedule.

Loading and Unloading Procedures

Prior to loading and unloading inspect areas

· Check for leaks from tanks, containers, and/or equipment


· Check for stained concrete and/or soil


· Check to ensure fire extinguishers are in place and operative

· Check to ensure inlet protection is available

· Check to ensure a spill kit available, adequate, and fully stocked and adequate

· Check secondary containment

· Check to ensure drain for secondary containment is closed

Loading and Unloading Procedure

· Check incoming vehicles and equipment for leaks

· Have the driver sign in with the operator and obtain a copy of these instructions

· Notify the appropriate maintenance/utility personnel

· Have appropriate maintenance/utility personnel conduct the tank truck to the unloading area

· Have the truck driver position his truck in the proper manner as directed by the maintenance/utility personnel

· Have the driver  set the hand brake, shut off his truck engine, and remove the key
· Place a sign "WARNING TRUCK UNLOADING" at the front and rear of the tank truck
· The maintenance/utility personnel will provide a bucket for placement under the tank valves.  

· The maintenance/utility personnel will supervise the hooking up of the tank truck to the proper fill line.

· Instruct the driver and the maintenance/utility personnel to  stay in sight with an unobstructed view of the hookup during unloading 

· Notify appropriate personnel in the event of a spill and request assistance, if necessary.

· When unloading has been completed, check tank line valves and close and lock all fill caps. Have the driver close the valves on the tanker 

· Check for any evidence of oil leaked during the unloading operation and take appropriate clean-up action
· Check the drains and outlets on tank trucks for leakage prior to departure
Spill Response

All spill response should be conducted with safety in mind first and protection of the environment and property as a secondary concern.  In general, response to spills that can be handled by personnel on-site and the time of the spill should be conducted as follows:

· Safety is First and foremost – Don’t take risks

· Keep people away from the area where the spill occurred

· Do not touch or walk in the spilled material

· Be on the guard for any gas or vapor 

· Stay up wind and at a higher elevation

· Do not inhale any gases, fumes, or smoke

· Stop the spill at its source if it can be done safely.  Close valves, shut down pumps, and/or rotate or upend leaking containers

· Cover drains and/or protect storm sewer  

· Dig a ditch or use absorbent material or sand to build a temporary berm to prevent entry into water or sewer

· Pump or remove access material

· Use absorbent material or sand to clean up the spill

· Collect and package used absorbent for disposal

· Report spill and arrange for waste pick-up

Response to spills that present a risk to health or safety of personnel should be conducted as follows:

· Evacuate area to ensure personnel safety

· Set up barricades to keep people away from the area

· Notify appropriate emergency response personnel
Complete and submit a Spill Incidence Report.  Maintain records, including:

· Name and telephone number of individual who discovered and/or reported spill
· Location of spill and waters involved
· Time spill was observed
· Cause and circumstance of spill
· Source of spill
· Existing or potential hazards
· Personal injuries or casualties, if any
· Type of material released
· Volume of spill 

· Type of cleanup operation, time initiated, and approximate time table to control contain and clean up spill
· Effectiveness of the cleanup operations

· Weather conditions
· Persons on the scene and a contact person

Proper Material Storage and Handling

· Store drums and containers of chemicals and wastes away from direct traffic routes  

· Follow procedures when loading, unloading, or transferring materials, chemicals, fuels, and waste

· Use the appropriate equipment when handling chemicals

· Store materials, waste and used oil in appropriate areas  

· Store containers inside and on pallets or similar devices whenever possible

· Place secondary containment under containers
Often the most reliable method used to reduce pollutants in storm water runoff is to eliminate potential exposure.  
· Move maintenance activities indoors or under a roof

· Divert run off away from areas where chemicals are used or stored

· Equipment and materials that are not directly associated with loading or unloading activities should be stored indoors
· If activities are conducted outdoors cover all storm drains and clean up immediately after each activity and/or at the end of the day.

Aboveground Storage Tanks

· Check and maintain the condition of all tanks, piping systems, and valves in good condition
· Check and maintain  alarm systems

· Check and maintain level indicators

· Check and maintain spill containment in good condition

· Check to ensure tanks are constructed of materials compatible with the substance stored

· Check to ensure appropriate containment and diversionary structures prevent discharged materials from reaching waters of the state
· Construct tanks with secondary containment or store in an area that can contain the entire contents of the tank 

· Lock fill and discharge ports when not in use

· Label tanks with contents

· Coat tanks and associated piping to prevent corrosion and degradation

· Inspect water being drained from secondary containment for the presence of oil before discharging.  In the event that oil is present, it must be collected and disposed or recycled

· Inspect tanks on a weekly basis
· Maintain weekly inspection records, Material Safety Data Sheets, training records, design specifications/manufacturer’s data, and testing/repair records

· Separate chemicals which will react with each other

Underground Storage Tanks

· Track throughput (input/output) of materials in the tank to aid in release detection
· Register all USTs with the state

· At least annually, Test USTs and piping for integrity 

· Perform and document daily monitoring

· Perform and document weekly UST Inspections

· Maintain maintenance records

· Maintain annual Integrity Test Record

· Maintain current notification

· Maintain records of releases or reports when there has been a loss of contents

Flammable and Combustible Storage

· Store all flammable or combustible in designated areas (i.e., no storage in stairways, passageways, or near exits)
· Store flammable materials in OSHA approved containers with self-closing lids and flash arrestors
· Locate at least one fire extinguisher outside the storage room within 50 feet of the door

· Provide adequate containment
· Label all containers as to their contents and post “Danger No Smoking” signs

· Provide an emergency communication phone
· Use approved containers, tanks, and cabinets to store flammable and combustible liquids
· Keep all flammable liquids in closed containers when not in use
· Ground and bond flammable liquid containers when adding or removing material
· Provide storage rooms for flammable and combustible liquids with explosion proof lights and adequate ventilation
· Select and provide fire extinguishers for the types of materials in the areas where they are used
· Mount appropriate fire extinguishers within 75 feet of outside areas containing flammable liquids and within 10 feet of any inside storage area
· Provide free and unobstructed access to fire extinguishers 
· Service, maintain and tag fire extinguishers at intervals not exceeding one year
· Use safety cans for dispensing flammable or combustible liquids
· Clean up spills promptly
· Adequate vent and storage tanks and equip with emergency venting
Compressed Gas Cylinders

Compressed gas cylinders can be extremely hazardous if stored improperly.  Ruptured cylinders can create missile hazards, or cause chemical exposure, fire or explosions. Compressed gases include nitrogen, oxygen, propane, breathing air, carbon dioxide, and acetylene.  

· Place cap on cylinder when not in use

· Store compressed gases in a secure, upright position

· Separate flammable gases from oxidizers by a minimum of 20 feet, or a 1 hour fire wall, at least 5 feet in height

· Mark and clearly identify contents of gas cylinders
· Place valve protectors on cylinders when not in use or connected for use
· Separate full cylinders from empty cylinders
· Secure cylinders with chains or other restraints
· Keep away from high traffic areas
· Keep away from heat or direct sunlight
· Return cylinders when empty
· Store 50 feet from occupied buildings
· Do not subject to freezing temperatures
· Keep cylinders in an approved storage area

· Never use wrenches or other tools, except those provided or approved by the manufacturer

· Withdrawal rate must not exceed manufacturer specifications

· Maintain records of weekly inspections

Petroleum, Oils, and Lubricants (POL) Storage

Proper storage of POL can prevent costly spills and reduce hazards.  Spills of POL cause product loss, increase environmental management costs, and require personnel to divert their attention away from other activities.  

· Do not store with incompatible materials

· Close and secure containers

· Keep spill kits near any location where POL is used or stored

· Keep fire extinguisher nearby

· Store away from high traffic areas

· Store away from or near sources of high heat or open flames

· Install NFPA markings on buildings and containers for hazard communication

· Maintain MSDSs

· Maintain accurate inventories

· Maintain good housekeeping 

· Inspect dispensing systems daily for leaks, spills, and corrosion
· Maintain a daily inspection log and weekly inspection records
Used Oil Storage

Standards for the management of used oil are found in 40 CFR 279.  Requirements include labeling, storage and disposal prohibitions. Whenever possible, recycle used oil.  Most local governments should be able to take advantage of local commercial recyclers that can handle their material and exchange of used oil when purchasing new oil.  

· Check the area around the storage for signs of leaks or spills
· Store used oil in containers or tanks that are secure, protected from weather, and in good condition (No excessive rust, dents, punctures, free of visible leaks, etc.)

· Store containers in a secure area that has secondary containment

· Do not mix used oil with other waste materials

· Label containers with the words “Used Oil”

· Promptly clean up any spills of used oil

· Close containers when not adding or removing used oil

· Recycle used oil through an approved vendor

· Maintain shipping manifests and used oil storage inspections
· Do not use of waste oil for dust suppression and weed control

Solid Waste Collection

Solid waste management helps prevent fires, storm water pollution, and helps control disease-carrying vectors. Collection of waste must be performed in a safe efficient manner, prevent fires, safety hazards, pest harborage and disease carrying vectors.   The number and size of containers must be sufficient to prevent overflow of waste.

· Empty containers that collect food waste at least weekly to reduce pest harborage and disease transmission
· Provide lids and cover all outside trash containers to prevent pests from entering containers and to contain trash and debris
· Close all outside trash containers in areas that may come into contact with precipitation to prevent storm water collecting in the containers and becoming contaminated
· Inspect all trash collection frequently
· Store of potentially flammable or combustible waste materials a minimum of 50 feet from occupied buildings
· Do not dispose of liquids in solid waste containers
· Completely empty pressurized containers, such as aerosol cans, before disposal.

· Do not dispose of tires - recycle tires are to be recycled
· Post signs on trash containers listing prohibited items, such as: “No Hazardous Waste, No Recyclable Materials, and No Liquids”


Contact the trash hauler or landfill for prohibitions on waste that may be disposed.  Periodically inspect waste haulers while on-site to ensure that they are performing their work in a clean and compliant manner.  Maintain records of disposal permission letter from landfill operator and solid waste weekly inspection.

Vehicle and Equipment Storage, Maintenance, and Washing

· Regularly inspect equipment that could result in leaks/ spills

· Ensure all stored equipment is free of leaks and drips
· Where practical perform maintenance activities indoors
· Puncture oil filters and completely drained before recycling/ disposal
· Do not pour liquid waste down drains 
· Properly segregate, label and discard waste materials

· Recycle engine fluids and batteries
· Drain fluids and properly store wrecked vehicles and equipment 

Wash Areas

· Use nontoxic cleaning compounds
· Use soaps and detergent that are designed for use in oil water separators
· Use phosphate-free and bio-degradable detergents
· Contain wash water or otherwise keep out of the storm drainage system
· Perform cleaning operations indoors or 1) ensure wash-water drains to the sanitary sewer system, 2) collect runoff and providing treatment or recycling, or 3) provide equivalent measures. If sanitary sewer is not available and cleaning operations take place outdoors, the cleaning operations shall take place on grassed or graveled areas to prevent discharges of the wash water into the storm drains or surface waters. 

· Where cleaning operations cannot be performed as described above and when operations are performed in the vicinity of a storm drainage collection system, the drain is to be covered with a portable drain cover during clean activities. Any excess water shall be removed and properly handled prior to removing the drain cover.
· The direct discharge of vehicle and equipment wash waters, including tank cleaning operations, are not authorized and must be covered under a separate NPDES permit or discharged to a sanitary sewer in accordance with applicable industrial pretreatment requirements
Fueling

· Fuel tanks are to be filled carefully without allowing over-splash
· Protect fueling areas from precipitation and run-on or run off
· Avoid washing down fueling area with water
Pesticide Application

Pesticides can cause serious health effects and environmental damage.
· Any contractors applying pesticides must be licensed

· Use all pesticides in accordance with manufacturer’s recommendations

· Hire licensed contractors to apply any required pesticides

· Maintain pesticide usage reports, contractor license, and MSDS

Parts Washers

Depending on the solvent selected, organic solvent parts washers may generate hazardous waste and air pollution. The use of self-contained parts washers is an effective means of recycling solvents and preventing contamination of wastewater.  However, solvent selection can have environmental consequences.  Most units can operate using a variety of solvents that can be supplied by the respective vendor.   Waste solvents, that are flammable (flashpoint less than 140oF), must be managed as hazardous waste.  The increase in compliance management activities often negates any savings achieved through solvent performance.  A non-hazardous solvent with a higher flashpoint is generally less expensive to purchase and manage. 

· Remove gross contamination before placing in parts washer
· Use solvents with a flashpoint of 150o F or greater
· Keep lids closed
· Keep a spill kit nearby
· Keep fire extinguisher nearby
· Drain parts/equipment containing fluids (oil, hydraulic oils, radiator fluids, etc.) prior to placing into parts washer
· When parts are washed, allow excess solvent to drain back into the parts washer
· Inspect weekly 

· Maintain the MSDSs for solvent, disposal records, and a weekly inspection log.  
· Dispose of contaminated solvent per manufacturer’s recommendations

Oil Water Separators (OWS)

OWS can be effective at removing oil from wastewater.  They are used primarily on wash racks and equipment storage areas where there is the potential for oil to leak onto the ground.  OWS remove oils by trapping floating oil in one section, allowing water to flow out, and allowing sand, grit, sludge, and heavy grease to settle.  The water then flows to the sewer or other treatment.  Separators must be cleaned periodically to ensure proper operation.  Liquids must be pumped from the collection basin into a drum for disposal as used oil.  Solids must be placed into an open top drum, sealed, and labeled.  Samples must be analyzed and the material must be sent for disposal, as appropriate. Most septic tank cleaning service companies can pump separators and dispose of the waste.

· Post signs giving instructions for use
· Label all piping including the direction of flow
· Do not allow the direct disposal of petroleum, oil, or lubricants (POL) in an OWS
· Do not add unauthorized chemicals
· Do not use soaps or detergents that are not intended for use in OWS
· Keep mud and other debris out of OWS when possible
· Perform visual inspection daily and weekly written inspections
· Clean out the OWS according to manufacturer’s recommendations
· Maintain weekly inspection, maintenance, cleaning, and disposal records
Backflow Preventers

The National Primary Drinking Water regulations set standards for the treatment of potable water including process control, sampling, and permitting.  Cross-connection controls ensure that contaminated water connected to a supply does not flow back into the distribution system.

Backflow Prevention Devices (BFPD) protect drinking water.  

· All backflow preventers shall be maintained and inspected by a licensed plumber
· Install temporary backflow preventers on all spigots where hoses may be connected (utility sinks, outdoor spigots, maintenance areas). Temporary backflow preventers can be purchased from most hardware stores, home improvement stores and industrial supply vendors
· Maintain an inventory of BFPDs  

· Maintain BFPDs maintenance/inspection records
The inventory does not need to include temporary BFPDs on spigots where hoses may be connected.
Hazardous Waste

· Document the amount and kinds of Hazardous Waste generated 
· Document how waste are determined to be Hazardous Waste (i.e., knowledge and/or testing)
· Maintain copies of completed manifests and land disposal notifications used to ship hazardous wastes for at least 3 years

· Store Hazardous Waste in proper containers or tanks
· Properly mark and date Hazardous Waste containers or tanks

· Secure, closed, protected from weather, Hazardous Waste containers 

· Store Hazardous Waste in containers that are compatible with the contents, properly grounded, and in good condition
· Provide adequate aisle space and secondary containment
· Provide adequate spill response equipment
· Provide an emergency communication phone or radio
Used Antifreeze

Used antifreeze can be toxic.  Used antifreeze must be collected for proper management.  Most facilities should be able to take advantage of local commercial recyclers that can handle their material.

· Label containers accumulating used antifreeze with the words “Used Antifreeze”  

· Contracts must be with licensed vendors to provide for exchange of used antifreeze when purchasing new antifreeze

· Store used antifreeze in antifreeze containers only

· Do not mix oil or other chemicals with used antifreeze

· Store containers in a secure area

· Close containers when not adding or removing used antifreeze
· Maintain shipping records and used antifreeze storage weekly inspections
Used Oil Filters

· Puncture used oil filters on the closed end of the filter and allow to drain for 24 hours before recycling or discarding
· Document approval from the landfill or recycler before disposal or recycling
· Maintain recycle and/or disposal records
Universal Waste

EPA developed Universal Waste (UW) regulations, which are less restrictive than Hazardous Waste regulations, to manage batteries (nickel-cadmium and mercury), mercury containing lamps and thermostats, and certain pesticides.  

· Label waste with the words “Universal Waste” and the name of the item.  The label can be placed on the outside of the package or on the item itself
· Keep materials in a secure area protected from rainfall 

· Recycle fluorescent bulbs unless permission is received from the local landfill for disposal
· Use fluorescent lamps that are low-mercury.  They typically have a green cap on one end of the tube.  These can be discarded into general trash.  

· Place universal waste fluorescent lamps in the original package and mark the package with the words “Universal Waste Lamps” and the date that the first tube was placed in the package;

· Send universal waste lamps to be recycled every 11 months to keep from violating storage time provisions
· Maintain manifests/bill of lading for three years

· Document shipments  -  include the name and address, the name and address of the destination facility, quantity of each type of UW, and the date shipped and received
· Inform employees who handle or have responsibility for managing universal waste on proper handling and emergency procedures appropriate to the type(s) of universal waste handled
Aerosol Cans

Aerosol cans may create fire and safety hazards for solid waste management and release hazardous substances to air.  

· Aerosol cans containing hazardous materials must be completely emptied before disposal

· Puncture aerosol cans with an aerosol can puncturer  
· Capture and properly dispose of liquids and vapors - contents of the cans may be hazardous
· Completely empty cans of their contents, including propellant, and discarded into general trash or recycled

Used Tires

· Store used tires 50 feet from permanent buildings and equipment 

· Stack tires neatly with adequate access for fire-fighting equipment
· Store used tires flat on their side or covered with a tarp to prevent water from collecting within the cavity of the tire, which will help prevent pest harborage and mosquito-borne illness
· Maintain shipping records and monthly inspection records

Recycling

Recycling activities reduce waste disposal costs. Recyclable materials must be stored in a manner that prevents fires and pest harborage.  If appropriate, reuse purchased items and their packaging materials and recycle items that have exceeded their useful life, if economically feasible.  Evaluate and document the economic feasibility of recycling.  A proper evaluation includes generation rates, labor costs, and disposal costs for items being considered.  

· Train personnel on recycling procedures

· Label containers with their contents

· Properly segregate materials to prevent fire, health, or safety hazards

· Properly contain or bundled recycled materials so as not to result in spillage or leaks
· Inspect recycling areas at least monthly

· Maintain recycling inspection records and track the volume of wastes recycled

Absorbent Materials

Generally, absorbent materials such as dry sweep, floor dry, absorbent pads, etc., used to clean up small spills may be disposed of in Subtitle D Landfills if certain conditions are met.  Subtitle D Landfills are required to prohibit disposal hazardous waste and materials that have free liquids.  Contact the local landfill to receive permission to dispose of incidental quantities of absorbent materials.  

· Disposed of absorbent materials used to clean up spills according to instructions from the local landfill

·  At no time should the absorbent materials be shipped off-site if oil or liquids is leaking from the material
· Mark containers used to store contaminated absorbent materials with the words “Used Absorbent Material”

· Contact local landfill for permission to dispose of contaminated materials

· Maintain disposal permission information

Erosion and Sediment Controls

To prevent sedimentation from reaching surface waters, erosion and sediment controls must be used wherever land is disturbed.  These controls may include fabric silt fences, hay bales, sediment retention ponds, check dams or earthen dikes, and vegetation buffers.
· Use proper erosion and sediment controls

· Inspect erosion and sediment controls after significant rain events and repair as required

· Seed or sod disturbed areas as quickly as possible.

Storm Water Monitoring

Storm water discharge points or outfalls should be monitored to make sure that pollutants are not being released.  When inspecting storm water discharges, look for possible signs of contamination.  These signs may include cloudy discharges, unusual color, odors, floating, suspended, or settled solids, foaming, oil sheens and other obvious signs of contamination.
· Inspect storm water discharges, note any signs of contamination - cloudy discharges, unusual color, odors, floating, suspended, or settled solids, foaming, oil sheens and other obvious signs of contamination

· Immediately report any signs of possible contamination
· Investigate any possible contamination and correct as soon as possible

· Document findings and corrective action

Inspections

Inspect all areas of the facility where contaminants could be exposed to storm water.  Inspect oil/water separators, equipment, and systems designed to prevent contamination of surface waters.  Inspect all storm water conveyances and discharge points. Inspect incoming vehicles and equipment for leaks. Inspect areas for the following:

· Oily or contaminated equipment, debris, or pallets exposed to rain

· Corroded or open drums

· Corroded or damaged tanks, tank supports, or drain valves

· Torn bags of chemicals or bags exposed to stormwater

· Corroded or leaking pipes

· Leaking or improperly closed valves or fittings

· Leaking pumps or hose connections

· Broken or cracked dikes, walls, or other secondary containment systems

· Windblown dry chemicals

Immediately report any malfunctions or problems observed.  Any problem must be investigated and corrected as soon as possible.

Spill control materials should be inspected regularly to ensure the required equipment is readily available and suitable for the types of spills that employees might encounter.

PCB Articles

PCBs are believed to cause serious human health effects.  Federal regulations prescribe methods for marking and disposal of PCBs.   Additionally, the use of PCBs is limited to a totally enclosed manner to ensure that any exposure of human beings or the environment to PCBs will be insignificant.  

Fluorescent light ballasts, manufactured before 1978, unless labeled: “NO PCBs” should be considered PCB fluorescent light ballasts because the small capacitors included as one component of the ballast probably contains PCBs.  According to data submitted, ballasts manufactured prior to July 1978 have a better than 50% chance of containing PCBs at 50 ppm or greater in their potting material. Fluorescent light ballasts containing PCBs must be disposed of in a TSCA-approved disposal facility under 40 CFR 761.62.

Not all fluorescent light ballasts contain PCBs.  Ballasts manufactured between July 1978 and July 1998, require a "No PCB" label indicating that they do not contain PCBs.  

· Inspect ballasts when replacing lamps
· Remove suspected or known PCB ballasts from the fixture and place in a container, of adequate size, with a lid that will prevent the spill of liquids (5-gallon buckets and 55-gallon drums are adequate) labeled with the words “Contains PCBs” and the date that the ballast was removed from service

· Line containers with a plastic bag and partially filled with absorbent material to capture any possible spills. 

· Place in appropriate storage area labeled with the words “Contains PCBs”
· Inspect storage area monthly recording inspections in a log
· Maintain records of PCB storage area inspections, PCB spill cleanup, and disposal
Batteries (Lead Acid & NiCad)

Lead-acid batteries and nickel-cadmium batteries may be hazardous to human health and the environment if not properly handled.  

· Recycle lead-acid and NiCad batteries 
· Properly packaged lead acid batteries for recycling (vent caps should be taped to secure them in place, the battery should be wrapped in plastic, secured to the pallet or placed in a rigid container)

· Terminals should not be used to support the weight of other batteries.  
· Secure batteries upright as to not tip over and release electrolyte.  

· NiCad batteries should be store in a secure, dry area away from flammables
· Label lead-acid and NiCad batteries with the words “Used Battery” and the date taken out of service
· Within one year of date taken out of service, return battery to an approved vendor 
Batteries (Lithium)

Lithium batteries are water reactive and can explode when in contact with water.  The rapid rise in heat can cause injuries or fires. The purpose of this work instruction is to provide guidelines for the management of spent lithium batteries.

Waste Lithium-Sulfur Dioxide batteries, frequently used in communications equipment, are considered hazardous waste until the Complete Discharge Device (CDD) on the battery, if available, has been activated.  Until the battery has been properly deactivated, all the rules of hazardous waste management apply (accumulation time, labeling, manifest tracking, inspections, etc.).  

Only trained personnel will perform deactivation.  Metal objects must not be used to deactivate lithium batteries.  The latest CDDs require removal of a protective sticker, allowing the CDD tab to pop up for deactivation.

· Store Lithium-Sulfur Dioxide batteries in a waterproof container, such as a plastic bag
· Store Lithium-Sulfur Dioxide batteries in a dry, secure area
· If the batteries are stored inside a permanent structure, the area must be equipped with sprinkler protection or a class D fire extinguisher should be nearby
· The local fire department shall review storage practices

· Mark the battery with the date discharged on each battery and properly dispose of all discharged batteries
· Maintain battery discharge training records.  All affected personnel must be trained in Lithium battery discharge practices and proper use of Personal Protective Equipment (PPE) and Control Measures on MSDS.

· Weekly inspect Lithium battery storage areas 

· Discharging tools must be constructed of wood or plastic

Prior to discharging: 
· Mark the date and time of day on the battery 

· Remove clear plastic label that covers the CDD completely
· Perform discharging (pressing the CDD button) outdoors with a breeze to disperse the vapors
· Depress the CDD button GENTLY - Ensure that the button is depressed by touch or visual inspection and then remove the tool slowly to ensure that the button stays depressed

· Since lithium batteries react violently with water, place discharging batteries in a covered and secured area on a wooden pallet
· Separate batteries by at least 2 inches on all sides from any objects
· Batteries must discharge for a minimum of 5 - 7 days, but 10 days is recommended for cold weather
· Check all battery CDD buttons after the discharging time period to ensure none have popped back out - on average 10% of the CDD buttons pop back out during discharging
· Check the CDD button by pressing gently and feel for a movement - if you feel no movement the button remained secure and the battery is discharged. 

Fall Protection

· Use proper platforms and ladders to reach work areas
· Scaffolds greater than 10 feet above the ground or floor shall be completely decked and have guard rails and toe boards on all sides
· Barricade all floor openings, work platforms, wall openings

· Inspect safety harnesses prior to use 

· Use safety harnesses when working 4 feet or more above the ground
· Do not work from pipes, equipment, or cable trays
· Cover or otherwise provide guards for pits and floor openings

· Install toe boards around the edges of permanent floor openings

Stairs and Stairways

· Provide standard stair rails or handrails on all stairways having four or more risers

· Stairways shall be at least 22 inches wide
· Stair angles shall be no more than 50 and no less than 30 degrees
· Stair hand rails shall be located between 30 inches and 34 inches above the leading edge of the stair tread
· Stair way handrail shall have at least 3 inches of clearance between the handrail and surface they are mounted on

Walkways

· Keep aisles and passageways clear

· Repaired, covered, or otherwise make safe any holes in the floor, sidewalk, or other walking surface
· Promptly clean up spills
· Maintain safe aisles and walkways that pass near moving or operating machinery, welding operations, or similar operations 

· Maintain adequate headroom for the entire length of any aisle or walkway
· Standard guardrails shall be provided wherever aisle or walkways surfaces are elevated more than 30 inches above any adjacent floor or the ground
Portable Ladders

· Maintain all ladders in good condition and free of grease and oil

· Provided all ladders with non-slip safety feet
· Remove defective ladders from service
· Do not use metal ladders around energized electrical equipment
· Secure portable ladders when in use
· Portable rung ladders used to gain access to elevated platforms shall extend 3 feet above the elevated surface
· Do not work from top step of ladders
Forklifts
· Post and enforce required lift truck operator rules

· Train and certify forklift operators

· Provide each industrial truck with a warning horn, whistle, gong, or other device which can be clearly heard above the normal noise in the areas where operated

· Provide brakes on each industrial truck capable of bringing the vehicle to a complete and safe stop when fully loaded

· Provide parking brake that effectively prevents the vehicle from moving when unattended

· Provide directional lighting on each industrial truck

Confined Space Entry

· Calibrate and maintain monitoring equipment per manufacturers recommendations

· Identify and mark confined spaces

· Inspect, maintain, and provide required personal protective equipment and emergency response equipment
· Conduct required emergency drills

· Maintain Confined Space Entry Permits on file for 1 year
· Remove all corrosive or hazardous substances before entry 
· Valve off and blank or disconnect and separated all lines containing inert, toxic, flammable, corrosive or other hazardous materials shall be before entry
· Lock out all impellers, agitators, or other moving parts inside a confined space if they present a hazard
· Provide either natural or mechanical ventilation prior to entry

· Perform appropriate atmospheric tests to check for oxygen deficiency, toxic substances, and explosive concentration
· Provide adequate illumination
· Monitor the atmosphere inside the confined space frequently or continuously monitored (if required)

· Assign a safety standby outside the confined space
· Provide training for assigned safety standby, entry, supervisors, and rescue employees
· Either ground and insulate or equip with ground fault protection all portable electrical equipment used inside confined spaces 
· Before gas welding or burning is started check all hoses for leaks, do not use compressed gas bottles inside confined spaces, light torches only outside confined spaces, and test the confined space each time a lighted torch is to be taken into a confined space
· Provide sufficient air when employees will be using oxygen-consuming equipment (i.e., salamanders, torches, and furnaces)
· Make provisions to exhaust combustion type equipment outside the enclosure and away to assure exhaust is not re- introduced into the confined space
· Check confined spaces for decaying vegetation or animal matter which might produce methane
· Check confined spaces for rust which might reduce oxygen levels
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