Example

Personnel Training Documents

Job Titles and Descriptions

 Per Ohio Administrative Code Chapter 3745-65-16 (D)

(Hazardous Waste Management Responsibilities Only)

XYZ CORPORATION

Revised July, 2001

NOTE: Ohio EPA has prepared this Example Personnel Training Documents for instructional purposes only.  Hazardous waste generators should be aware that this sample personnel training plan is not intended as a substitute for carefully reading the hazardous waste rules and, if needed, seeking Ohio EPA Division of Hazardous Waste Management's interpretations of the rules.

JOB TITLE

FORK LIFT OPERATOR

MINIMUM QUALIFICATIONS

High School Diploma or GED

TRAINING REQUIRED

On hiring: Introduction to hazardous waste management and XYZ's contingency plan

Annual thereafter: Hazardous waste management annual refresher training

DUTIES AND RESPONSIBILITIES RELATED TO HAZARDOUS WASTE MANAGEMENT


responsible for picking up drums of hazardous waste from satellite accumulation area near Geezenstack Line and transferring them to accumulation shed in the back


responsible for loading drums onto Waste Recycle Services truck


responsible for immediately contacting Emergency Coordinator in the event of discovering or causing a leak or a spill

JOB TITLE


ENVIRONMENTAL COMPLIANCE MANAGER

MINIMUM QUALIFICATIONS

Bachelor's Degree in science or engineering

Certified Hazardous Materials Manager

Four years minimum related experience

OSHA 40 hour training

TRAINING REQUIRED

Annual OSHA 8 hour refresher training

Minimum 40 hours course work or seminars annually in related field

DUTIES AND RESPONSIBILITIES RELATED TO HAZARDOUS WASTE MANAGEMENT


responsible for ensuring personnel managing hazardous waste are properly trained upon hiring, and receive refresher training at least annually


responsible for maintaining personnel training records


responsible for liaison with regulatory authorities, and regulatory compliance with hazardous waste laws and regulations


responsible for ensuring hazardous waste containers are properly labeled, covered and staged


responsible for ensuring satellite and accumulation area accumulation time limits and volume limits are not exceeded


responsible for weekly inspections of hazardous waste accumulation areas and emergency equipment, and for keeping the inspection logs


responsible for coordinating pickups by Waste Recycle Services within 90 day period, ensuring wastes are packaged/labeled/marked/placarded in accordance with DOT regulations, tracking shipments, and ensuring safe arrival at TSD


responsible for preparing and routinely updating the contingency plan

ENVIRONMENTAL COMPLIANCE MANAGER, CONTINUED


responsible for preparing and signing manifests and LDRs, tracking them, and preserving them in master file


responsible for preparing manifest exception reports, when required


responsible for filing required annual reports with regulatory authorities


responsible for evaluating wastes, sampling them and arranging for laboratory analyses, and retaining records of the evaluations in an orderly fashion


responsible for ensuring the an Emergency Coordinator is available at all times


responsible for coordinating implementation of contingency plan, if required


Responsible for contacting regulatory authorities if required in the event of a spill

As of July 27, 2001:

FORK LIFT OPERATOR: Thomas J. Basel

ENVIRONMENTAL COMPLIANCE MANAGER: John Q. Princeton

On July 27, 2000, I received annual refresher training in hazardous waste management, and the XYZ Corporation's contingency plan and emergency procedures.

____________________________

DATE:______________________

TITLE: FORK LIFT OPERATOR

A copy of the quiz is attached.

NOTE: This is intended to be a guide in the preparation of personnel related documentation. Actual documents will have to be tailored to site-specific needs, and the documents will have to be carefully reviewed to ensure they meet regulatory requirements.
