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JOB DESCRIPTION 
 

 
 

SHOP HAZARDOUS WASTE DISPOSAL 
REPRESENTATIVE 

 

From:  Commanding Officer, Fleet Readiness Center Southwest, North Island 

To:_________________________________                               _    
          Shop Hazardous Waste Disposal Representative, Code _____________ 
 

All personnel who generate, work with, come in contact with or manage Hazardous Waste must in accordance with 
governing environmental regulations have a formal, written job description and training record. 

 

You are assigned the collateral duty of Shop Hazardous Waste Disposal Representative for Code ____________ as of 
Date: ______________     

 
1. As a Shop Hazardous Waste Disposal Representative, you are responsible for the safe and lawful 

handling and disposal of hazardous waste under your control. This includes the proper 
accumulation, labeling and transfer of hazardous waste in your shop area. You are also responsible 
for completing the necessary documentation before transferring custody of hazardous waste 
generated by your shop to the Industrial Hazardous Material and Waste Control Office, Code 6.5.3.2, 
FRC SW, NORTH ISLAND. You are responsible for retaining custody and transfer documentation in 
your shop. You must retain hazardous waste receipt/transfer records, environmental training records, 
shop environmental inspection records and notices of environmental violations with related 
responses for the last three years. In the event of a hazardous materials spill in your area, you are to 
assist your shop supervisor in promptly notifying the Environmental Program Office at telephone 
extension 5-2901 during normal duty hours or the Command Duty Officer at telephone extension 5-
2200 during other than normal duty hours. When the severity of the incident dictates it, you are to 
immediately notify the Federal Fire Department and our Emergency Response Agency at telephone 
extension 9-911. The attached EMERGENCY ENVIRONMENTAL EVENT NOTIFICATION FLOW CHAT is 
your guidance in responding to hazardous substance spills. You may clean up small spills of NOT 
extremely hazardous substances within your area of responsibility, BUT ONLY WHEN YOUR ACTION 
POSES NO DANGER TO YOU OR OTHERS IN YOUR VICINITY. If you have any doubts regarding the 
nature of the incident or the identification of the released substance(s) or your ability to safely 
control the situation, IMMEDIATELY CALL THE ENVIRONMENTAL COMPLIANCE DIVISION OFFICE 
OR THE COMMAND DUTY OFFICER or the FEDERAL FIRE DEPARTMENT. WHENEVER YOU JUDGE 
AN INCIDENT TO BE AN IMMINENT OR PRESENT DANGER TO LIFE, HEALTH OR PROPERTY, YOU 
MUST IMMEDIATELY CALL THE FEDERAL FIRE DEPARTMENT AT TELEPHONE EXTENSION 9-911, 
AND THEN CALL THE ENVIRONMENTAL COMPLIANCE DIVISION OFFICE TELEPHONE EXTENSION 
5-2901 AND THE SAFETY OFFICE AT TELEPHONE EXTENSION 5-3693.. IF THE EVENT IS OCCURING 
DURING OTHER THAN NORMAL DUTY HOURS: CALL THE COMMAND DUTY OFFICER, TELEPHONE 
EXTENSION 5-2200. 

 
2. Specifically, your duties as the Shop Hazardous Waste Disposal Representative include: 

 
a. Accumulation of shop hazardous waste 

 
b. Segregation and containerizing shop hazardous waste into containers procured from the 

Industrial Hazardous Material and Waste Control, Code 6.5.3.2. 
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c. Confirming that the labels on the hazardous waste containers are appropriate and the profile 
matches the waste contained within. 

 
d. Securing hazardous waste containers to transport pallets and requesting hazardous waste pick-

up by the Industrial Hazardous Material and Waste Control, Code 6.5.3.2 and telephone 
extension 5-2245. 

 
e. Securing signed hazardous waste receipts from the receiving hazardous waste handlers, Code 

6.5.3.2 and properly maintaining these receipts in your shop records for a period of three years. 
 

f. Assuring that all ignitable hazardous waste is kept in properly grounded containers in 
accordance with FRC SW, NORTH ISLAND guidelines. 

 
g. Assuring that all liquid hazardous waste is kept in closed bung hole drums and on appropriate 

secondary containments which have been provided to your shop by the Industrial Hazardous 
Material and Waste Control Branch, Code 6.5.3.2. 

 
h. Keeping all hazardous waste containers properly closed in accordance with the Environmental 

Program Office (Code 6.5.3.1). 
 

i. Conducting, recording and maintaining weekly hazardous waste management self-inspections in 
your area of responsibility in accordance with guidelines established by the Environmental 
Program Office (Code 6.5.3.1). 

 
j. Assuring that hazardous waste, particularly in liquid state, is not transferred near drains. 

 
k. Assuring that a spill control kit , if needed, is procured from the Industrial Hazardous Material 

and Waste Control Branch, Code 6.5.3.2 and when necessary replenished by ordering 
replacement materials through the Hazardous Materials Issue Center. 

 
l. Immediately reporting all hazardous waste and hazardous materials spills to the Environmental 

Program Office (Code 6.5.3.1)Telephone Extension 5-2901) or the Commanding Duty Officer 
(Telephone Extension 5-2200) when the Environmental Program Office is closed, or the 
Emergency Response Agency (Federal Fire Department) at telephone extension 9-911 when life, 
health or property appear to be immediately threatened. 

 
m. Always comply with all related safety rules and, when necessary, using appropriate personal 

protective equipment in the management of hazardous waste. Guidance for determining 
appropriate PPE can be gotten from the FRC SW Safety Office, telephone extension 5-3693. 

 
3. Training Requirements: Before assuming your shop hazardous waste management duties, you must 

have received the following minimum training: 

 
a. HAZARD COMMUNICATIONS TRAINING, administered by the Industrial Occupational Safety and 

Health Division, (NAVOSH), Code 6.5.10 
 

b. PERSONAL PROTECTIVEEQUIPMENT TRAINING, administered by the Industrial Occupational 
Safety and Health Division, (NAVOSH), Code 6.5.10 

 
c. ENVIRONMENTAL AWARENESS TRAINING, administered by the FRC SW Environmental 

Program Office – Code 6.5.3.1 telephone extension 5-2906. 
d.  
e. SHOP HAZARDOUS WASTE DISPOSAL REPRESENTATIVE TRAINING, consisting of training in 

shop hazardous waste management, Hazardous Waste Operations and Emergency Response 
(Awareness Level or HAZWOPER/AL), and Environmental Legal Liability. Given by the FRC SW 
Industrial Program Training, telephone extension 5-2906. 

 
NOTE: NONE OF THE ABOVE TRAINING QUALIFIES YOU AS AN EMERGENCY RESPONDER AT THE 
OPERATIONAL LEVEL. THIS TRAINING DOES NOT QUALIFY YOU TO AGGRESSIVELY INTERVENE IN A 
HAZARDOUS CHEMICAL SUBSTANCE SPILL. You shall be trained as a FIRST RESPONDER (AWARENESS LEVEL) 
only, under the HAZWOPER ruling. The Emergency Response portion of the Shop Hazardous Waste Disposal 
Representative training shall qualify you ONLY to initiate emergency response signals and notifications. NEVER 
ATTEMPT TO CONTAIN OR CLEAN UP A SPILL, UNLESS YOU ARE ABSOLUTELY CERTAIN THAT YOUR ACTIONS 
SHALL NOT HARM YOU , OTHERS IN THE VICINITY, OR THE ENVIRONMENT. WHEN IN DOUBT, NOTIFY YOUR 
EMERGENCY RESPONDER, FEDERAL FIRE DEPARTMENT AT TELEPHONE 9-911 AND/OR THE 
ENVIRONMENTAL PLANNING AND COMPLIANCE BRANCH (EPCB) AT TELEPHONE EXTENSION 5-2901 DURING 
NORMAL DUTY HOURS OF THE COMMAND DUTY OFFICE AT TELEPHONE EXTENSION 5-2200 DURING OTHER 
THAN NORMAL DUTY HOURS.  
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ACKNOWLEDGMENT: I,_______________________________________ 
Acknowledge receipt of a copy of this collateral duty description, understand its contents and certify that I shall 
comply with the requirements detailed therein and with the guidelines given by the FRC SW Environmental 
Program Office. 
  
                                     ______________________________________________   _____ 
      (Signature of Shop Hazardous Waste Disposal Representative) 
 
   Date: __________________________ 
 
 
DISTRIBUTION:  Original to be retained in Shop Personnel Records   
   Copy to signer 
  
Copy to FRCSW Environmental Program Office 
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