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POLICY
It is the policy of <<Facility Name>> to implement processes for reporting and investigating hazardous materials and waste spills and exposures. 
RESPONSIBLE PARTIES

<<Discovering Employee>>
<<Manager or Director>>
<<Administrative Council>>
<<Director of Risk Management>>
<<Safety Officer>>

The <<Hazardous Material Coordinator>> will maintain and document information concerning hazardous materials and waste spills and the <<individual or coordinator>> of Employee or Occupational Health department will maintain information and documentation on hazardous material and waste exposures within the <<Facility Name>>.  
PROCEDURES
1. All hazardous material and waste spill or exposures must be reported, even if no bodily harm or property loss resulted, utilizing the standard <<Facility Name-Occurrence Report Form>>.
2. The Discovering employee is responsible in initiating report and routing the report immediately.

3. The manager is responsible for the completion of the report and investigation within three days.

4. The <<Hazardous Material Coordinator>> is responsible for final review of the spills and the <<individual or coordinator>> of Employee or Occupational Health department is responsible for final review of the exposures.
5. The <<Hazardous Material Coordinator>> is responsible for tracking, trending and analyzing the records of spills and the <<individual or coordinator>> of Employee or Occupational Health department for the exposures.

6. The <<Hazardous Material Coordinator>> will report the information, tracking and trending, and results of investigations for spills and exposures <<quarterly>> to the EOC Committee. 
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