Hazardous Material Management 

A. Procurement
Outline the particular laboratory/department college protocol including: who can order what, budget numbers, etc.  Before the substance is received the following information should be available:
1. 
Proper handling, storage and disposal.

2. Who accepts the materials, i.e., no material should ever be accepted without adequate labeling on the container.

3.
Where the material is placed; i.e., stockroom/storeroom, shelf, etc.

4. 
Received materials must immediately be entered into an inventory system including the following information:

a. Chemical name

b. Date received.

c. Maximum storage time.

d. CAS (Chemical Abstract Service) number

e. Storage location.

f. Chemical hazards.

g. Vendor/Manufacturer

h. Budget number used for purchasing.

i. Any other information that your department considers to be important.
B.
General Storage Area
1.
Does the area have an appropriate storage area?

a. Adequate ventilation for the different toxic classes of chemicals.

b. Secondary containment for any solvents or highly toxic substances.

c. Secondary containment for toxic substances that have been opened.

2. 
All chemicals when received must also have an MSDS (material safety data sheet) with the chemical and be placed in a location that is easily accessible by all personnel.

3.
All chemicals should be checked periodically (at least annually) for deterioration of the chemical and/or container.

4. 
Stockrooms should not be allowed to be used for a preparation or repackaging area.
C.
Laboratory Storage
1. 
Amounts stored should be as small as possible.

2.
Storage should not be allowed on bench tops or in fume hoods (except for chemical such as “stench agents”).

3. 
Periodic inventories should be conducted, with any unused items being discarded or returned to the storeroom/stockroom.

4. 
Storage of solvents must follow the NFPA (National Fire Protection Association) guidelines for the size of the laboratory, solvent category, etc.
D.  Personal Protective Equipment (PPE)
1. 
Proper PPE should be available for all lab personnel.

2. 
PPE should be available that is compatible with the risks involved in the laboratory.

3. 
A properly working safety shower must be available.

4. 
A properly working eyewash must be available.

5. 
A properly working fire extinguisher must be available.

6. 
Respiratory protection, fire alarm and telephone must be available.

7. 
Other items might be necessary depending upon the laboratory hazards.

E. Recordkeeping and Documentation

Records must be kept and available for:

1. 
Accidents (personnel, what, where, when, follow-up).

2. 
IIPP, Hazard Communication, and Chemical Hygiene Plan records (date established, revised, etc.)

3. 
Inventory and use records of chemicals.

F. Signs and Labels

1. 
Emergency numbers on inside of storage area or laboratory as well as the outside of the door or nearby.

2. 
Labels must be placed on all chemical containers (including waste) with hazards.

3. 
Container labels should include what, when, who, etc.

4. 
Emergency equipment signs.
G.
Case of a Spill or Accident.

1. 
Written emergency plan.

2. 
Spill control policy: prevention, containment, cleanup, reporting.

3. Accidents or near accidents should be analyzed and the results shared with similar areas or laboratories.

H. Training

1. 
Appropriate for the hazards in the laboratory and other areas were hazardous materials are stored.
2. 
Informed of possible risks.

3.
Emergency and PPE training.

4. 
Receiving, procurement, distribution, storage, disposal of chemicals.

5. Material Safety Data Sheet s are mandatory reading and should be documented.
I. Waste Disposal.

1. 
How waste should be collected, segregated, stored and transported.

2. 
How/what department should be contacted for disposal.

3.
 Proper forms for disposal.

4. 
Frequency.

5. 
Discarding of chemical stocks.

6. 
Before a worker leaves permanently, that worker must go through a checkout this includes proper disposal paperwork, etc. for their waste/stocks/etc.
7.
Methods must be considered at the start of an experiment.

J. Other Information.

1. 
Remember to document any hazards, training, etc.

2. 
Documentation can help in case of any liability issues.
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