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HAZARDOUS WASTE COORDINATOR(HWC)


5090/




       APPOINTMENT LETTER             

Date:
From:  Command
To:    HWC's Name
Subj:  APPOINTMENT AS (PRIMARY or ALTERNATE) HAZARDOUS WASTE 

       COORDINATOR

Ref:  (a) Hazardous Waste Management Plan

Encl: (1) Billet Description/Responsibilities

1.  Per ref (a) you are hereby appointed as (Primary or Alternate) Hazardous Waste Coordinator (HWC) to carry out the duties described in the enclosure.

2.  You will comply with the provisions and requirements contained in the references in the performance of your duties, and will maintain complete familiarity with the contents of each.

Hazardous Waste Officer Signature
FIRST ENDORSEMENT on HMC&M Officer Letter 5090 dtd

From:  Hazardous Waste Coordinator's Name
To:    Hazardous Waste Officer

Subj:  HWC APPOINTMENT

1.  I hereby accept the appointment as Hazardous Waste Coordinator.  I will become familiar with, and comply with the provisions and requirements contained in the reference and enclosure.

Hazardous Waste Coordinator
Shop:

Shift:


Ext:
Pri:
Alt:      

BILLET DESCRIPTION

HAZARDOUS WASTE COORDINATOR

PRIMARY

Billet Description:  The Hazardous Waste Coordinator (HWC) is responsible for an activity's overall environmental compliance with Federal, State and local regulations per MCAS Miramar instructions.  The HWC's principal concerns are with hazardous waste (HW), air quality, and recycling program management.  A HWC primary and alternate are assigned to each work shift by the activity OIC to act as the activity's environmental point of contact.   

Required Training:  MCAS Miramar 24hr Hazardous Waste Coordinator Course within 6 months of billet assignment; MCAS Miramar HWC 8hr Annual Refresher Course as required after the initial 24 course, MCAS Miramar HW Generator 8 hr Spill Response Course within 1 year of billet assignment.  

Billet Responsibilities: 

HWC will:

1.  Read and comply with MCAS’s Environmental Policy Statement, Air Quality Management Plan, Hazardous Waste Management Plan, SPCC Plan, SWDM Plan, and the activity's Business Plan.  

2.  Maintain records for hazardous waste program including letters of designation, training documentation, turn-in documents, inspection logs, business plan, management plan, profile sheets, lab analyses, recycled oil chits, silver recovery operating logs (if applicable), spill logs, and health permit.  Keep all records for the past three years accessible.

3.  Ensure accumulation site is set up and maintained per Hazardous Waste Management Plan and Environmental Compliance Audit Checklist.  

4.  Comply with HW accumulation and containerization requirements (60 day storage limit, correctly labeled).  Conduct weekly inspections of the Waste Accumulation Site and daily inspections of the Above Ground Storage Tanks.   

5.  Complete waste disposal Documentation to include Waste Profile Sheets, Material Safety Data Sheets, Turn-in Form, Waste Transfer Log.

6.  Ensure HW is picked up by PWC within 60 days of the accumulation start date or as containers are filled, whichever comes first.

7.  Provide training for all other HM/W handler(s) personnel and familiar with contingency plan procedures.  This is a requirement of the Business Plan, Part III.  

8.  Submit Monthly Paint/Solvent Usage Reports to the Environment & Safety Department, Waste Management Division, bldg 6311, by the 15th of the following month.

9.  Attend all HW Coordinator meetings and disseminate the most current and accurate information concerning hazardous waste management.

10.  Ensure recyclable materials are collected and turned in per MCAS Miramar Recycling Center instructions.

11.  Use the environmental chain of command (Unit HWC, Group HazMat Manager, Base Environmental Department) for program assistance.

Print Name and Rank



Signature                 Date 

BILLET DESCRIPTION

HAZARDOUS WASTE COORDINATOR

ALTERNATE

Billet Description:  The Hazardous Waste Coordinator (HWC) alternate works in unison with the HWC Primary, and therefore, responsible for an activity's overall environmental compliance with Federal, State and local regulations per MCAS Miramar instructions.  The HWC's principal concerns are with hazardous waste (HW), air quality, and recycling program management.  A HWC primary and alternate are assigned to each work shift by the activity OIC to act as the activity's environmental point of contact. The HWC Alternate acts as HWC Primary in his/her absence.

Required Training:  MCAS Miramar 24hr Hazardous Waste Coordinator Course within 6 months of billet assignment; MCAS Miramar HWC 8hr Annual Refresher Course as required after the initial 24 course, MCAS Miramar HW Generator 8 hr Spill Response Course within 1 year of billet assignment.  

Billet Responsibilities: 

HWC will:

1.  Read and comply with MCAS’s Environmental Policy Statement, Air Quality Management Plan, Hazardous Waste Management Plan, SPCC Plan, SW3P Plan, and the activity's Business Plan.  

2.  Maintain records for hazardous waste program including letters of designation, training documentation, turn-in documents, inspection logs, business plan, management plan, profile sheets, lab analyses, recycled oil chits, silver recovery operating logs (if applicable), spill logs, and health permit.  Keep all records for the past three years accessible.

3.  Ensure accumulation site is set up and maintained per Hazardous Waste Management Plan and Environmental Compliance Audit Checklist.  

4.  Comply with HW accumulation and containerization requirements (60 day storage limit, correctly labeled).  Conduct weekly inspections of the Waste Accumulation Site and daily inspections of the Above Ground Storage Tanks.   

5.  Complete waste disposal Documentation to include Waste Profile Sheets, Material Safety Data Sheets, Turn-in Form, Waste Transfer Log.

6.  Ensure HW is picked up by PWC within 60 days of the accumulation start date or as containers are filled, whichever comes first.

7.  Provide training for all other HM/W handler(s) personnel and familiar with contingency plan procedures.  This is a requirement of the Business Plan, Part III.  

8.  Submit Monthly Paint/Solvent Usage Reports to the Environment & Safety Department, Waste Management Division, bldg 6311, by the 15th of the following month.

9.  Attend all HW Coordinator meetings and disseminate the most current and accurate information concerning hazardous waste management.

10.  Ensure recyclable materials are collected and turned in per MCAS Miramar Recycling Center instructions.

11.  Use the environmental chain of command (Unit HWC, Group HazMat Manager, Base Environmental Department) for program assistance.

Print Name and Rank



Signature                 Date 
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