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POLICY

<<Facility Name>> maintains a current inventory of all hazardous materials and wastes based on hazard criteria consistent with applicable guidelines, laws, and regulations to ensure the highest degree of safety to all those who handle said materials.  Laws and regulations define the categories of hazardous materials and wastes that must be tracked on the inventory.
DEFINITIONS
Hazard class: means the nature of the physical or health hazards, e.g., flammable solid, carcinogen, oral acute toxicity. 

Hazardous Chemical: means any chemical which is classified as a physical hazard or a health hazard, a simple asphyxiant, combustible dust, pyrophoric gas, or hazard not otherwise classified.
Hazardous Radioactive Material:  A material that demonstrates the properties of radioactive through the emission of radiation as determined by the Nuclear Regulatory Commission (NRC) Regulations.

Hazardous Medications: Medication known to be hazardous based on information from and Safety Data Sheet (SDS), Medical Information Sheet or other documentation.  This includes chemotherapeutic materials. (MM.02.01.01EP1&2)
Infectious waste: Waste contaminated by blood or body products, which must be handled in ways defined by state and federal guidelines. (IC.02.01.01EP6) [PLEASE NOTE: This may also be called Potentially Infectious Hazardous Waste, Biohazardous, or by other terms, depending on location].
Precautionary statement: means a phrase that describes recommended measures that should be taken to minimize or prevent adverse effects resulting from exposure to a hazardous chemical, or improper storage or handling. 

Product identifier: means the name or number used for a hazardous chemical on a label or in the SDS. It provides a unique means by which the user can identify the chemical. The product identifier used shall permit cross-references to be made among the list of hazardous chemicals required in the written hazard communication program, the label and the SDS.
Universal Waste: Batteries, Mercury Containing Equipment such as thermostats, barometers and other mercury-containing bulbs and Hazardous Lamps such as fluorescent light bulbs. <<Determine if your facility will be a small or large generator of universal waste>> 

PROCEDURE
The following guidelines will provide guidance for creating and maintaining a current inventory of hazardous materials and waste within <<Facility Name>>:

A. The departments will complete an Inventory of the hazardous materials and waste that are used, stored and/or generated in their department (Attachment I).  
B. The inventory will include the following information about each material or waste:

a. Product Identifier

b. Manufacturer’s Name
c. Hazard Class

d. Precautionary Measures

C. The inventory is reviewed and/or revised annually. If no hazardous materials and waste are located in the department, the inventory should be marked “No hazardous materials and waste” and the return to the <<Hazmat Coordinator>>.

D. If assistance is needed in determining the proper purchasing, storage, handling, or disposal process for hazardous materials and waste, the staff should contact the <<Hazardous Materials and Waste Coordinator>>.

E. When additional hazardous materials are ordered a <<purchase requisition form>> is generated with a notation indicating that the material is of a hazardous nature.  The <<purchase request form>> is forwarded to <<purchasing department>> for procurement and any hazards noted.

F. The <<purchasing department>> generates a purchase order and arranges for acquisition and delivery with the selected vendor, assuring that the hazard assessment and emergency response information (e. g., SDS, CDC Guidelines, NRC Regulations) is required for acceptance and payment of delivered materials.

G. When items arrive, receiving personnel verify the purchase order and accept delivery, provided the material(s) are appropriately packaged & labeled.  New or changed material is accompanied by current hazard information (e. g., SDS, radiation safety precautions).

H. Receiving personnel forward the SDS or other pertinent information to the <<Hazmat Coordinator>> for evaluation and as appropriate and inclusion within the Master SDS file or appropriate file.  As appropriate, copies of the SDS and other pertinent information are provided to the appropriate department for inclusion in their departmental hazardous material information and SDS file.

I. Receiving personnel safely deliver the items to the department.  The department will assure that these items are placed in approved hazardous material storage areas, the appropriate labeling affixed, and the material added to the departmental inventory.

J. The <<Identify title (e. g., Hazardous Materials and Waste Coordinator)>> will document the completion of the department’s inventory in the Master Hazardous Materials and Waste Inventory (Attachment II)
Attachments:

Attachment I – Form-Departmental Hazardous Material & Waste Inventory (HM-EC.02.02.01EP1b) Chemical Waste, Infectious Waste and Medication Waste included in each tab
Attachment II – Form-Master Hazardous Materials & Waste Inventory (HM-EC.02.02.01EP1 c)
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