A.P. No. 2-14: Purchase, Use, Storage or Disposal of Hazardous Materials or Waste, Revised
(Effective Date 3.14.00)
1. POLICY 
It is the policy of the City of Houston that employees and contractors shall comply with applicable federal, state and local laws, regulations and ordinances related to the purchase, use, storage or disposal of hazardous materials or waste. 
2. PURPOSE 
To establish procedures for the City's purchase, use, storage and disposal of hazardous materials and waste. 
3. OBJECTIVES 
a. To provide for the safety and well being of City employees who work with hazardous chemicals as part of their work duties. 
b. To establish responsibility for developing citywide standard operating procedures for the purchase, use, storage and disposal of hazardous materials and waste in routine and emergency situations and for communicating these procedures through proper training of departmental personnel. 
c. To ensure that no City employee causes any pollution of the environment. 
d. To ensure that the City is in full compliance with all applicable federal, state and local laws, regulations and ordinances related to the purchase, use, storage or disposal of hazardous materials or waste. 
e. To ensure that the purchase, use and disposal of hazardous materials and waste minimize or eliminate the generation of a hazardous waste disposal problem. 
f. To ensure that hazardous materials are recycled, when possible, to avoid disposal problem. 
4. DEFINITIONS 
a. Chemical Purchasing Program - the procedures detailing the purchase of chemicals within city departments including bid documentation reviews, non-contract chemical purchase approvals, purchasing records management, and the development of standard operating procedures. 
b. Department Director - the individual serving as the head of a city department or as a division director of the Mayor's Office. 
c. Extremely Hazardous Substance (EHS) - a chemical that Federal laws list as sufficiently dangerous as to require special handling or reporting, and further defined in 42 U.S.C.A. § 11002 or listed by the United States Environmental Protection Agency in 40 CFR Part 355 Appendices A or B. 
d. Hazard Communication (HazCom) Program - the City's written program, as required by the Texas Hazard Communication Act, governing an employee's right to know when they are exposed to hazardous chemicals in the workplace. 
e. Handling, Storage and Disposal Program - procedures detailing the handling, storage and disposal of hazardous materials and waste including safe handling and storage guidance, waste disposal procedures, emergency response procedures, chemical release notification procedures, use of emergency equipment and standard operating procedures with department-specific details. 
f. Hazardous Material and Waste - chemicals that Federal and/or State laws list as sufficiently dangerous as to require special handling or reporting, and further defined in the current version of the City's Hazard Communication Program. 
g. Hazardous Material and Waste Committee - a committee composed of the HazCom Compliance Officer, representatives from the Legal Department, the Mayor's Office, Director of Environmental Policy, and department HazCom Coordinators, and Environmental and Purchasing staff, as appropriate. 
h. Hazardous Material and Waste Laws - all applicable federal, state and local laws, regulations and ordinances related to the purchase, use, storage or disposal of hazardous materials or waste. 
i. Storage - the act of retaining hazardous materials and waste until such time as usage or disposal can be accomplished. 
j. Waste - any solid, liquid or contained gaseous material as well as empty containers of hazardous materials no longer used or needed by a department. 
4. SCOPE 
This administrative procedure applies to all City departments, employees, vendors, and/or contractors who purchase, use, store or dispose of hazardous materials or waste. 
5. RESPONSIBILITIES 
a. The Human Resources Department is responsible for: 
1. Establishing and maintaining, as part of the Safety Office, a HazCom Compliance Officer (HCO) position to ensure compliance with this directive; 
2. Updating citywide programs, including those listed in Section 6.b, as needed, to ensure compliance with hazardous materials and waste laws; 
3. Approving department-specific procedures developed to implement the citywide programs created pursuant to 5.a.2. 
b. The Hazardous Material and Waste Committee is responsible for providing technical assistance and reviewing policies and procedures developed for this procedure prior to their approval by the Human Resources Director. 
c. The purchasing section of Finance and Administration Department is responsible for monitoring purchases of hazardous materials to ensure compliance with this policy and for reporting any violations to the Director, Human Resources Department. 
d. The Department of Health and Human Services is responsible for providing technical assistance on hazardous materials and waste matters and regulatory enforcement of hazardous materials and waste laws. 
e. Each Department Director is responsible for: 
1. Ensuring that employees, vendors and contractors comply with this procedure and any associated procedures or policies promulgated pursuant to this procedure; 
2. Ensuring compliance with hazardous materials and waste laws; 
3. Developing departmental standard operating procedures to detail handling of hazardous materials and waste; 
4. Developing departmental systems for internal monitoring of compliance with this procedure and any associated policies or procedures promulgated pursuant to this procedure. 
f. Employees are responsible for complying with departmental and citywide procedures related to the purchase, use, storage and disposal of hazardous materials and waste. 
6. PROCEDURES 
a. The Director, Human Resources Department, shall assign an employee to serve as the HazCom Compliance Officer (HCO) to ensure compliance with this procedure and applicable hazardous materials and waste laws. 
b. The HazCom Compliance Officer, as part of the Hazardous Material and Waste Committee, shall develop and maintain written policies and procedures relating to the purchase, use, storage and disposal of hazardous materials and waste. The policies and procedures shall be published as HR Department policies and shall apply to all City Departments with the full authority of this Administrative Procedure. These policies and procedures shall constitute the minimum measures that a Department must undertake. These may include, but are not limited to: 
° Chemical Purchasing Program - With the Finance and Administration Purchasing section, governs the purchase of hazardous materials within city departments, including documentation reviews and approvals for contract items and non-contract purchases. 

° Handling, Storage and Disposal Program - With the departmental Safety and Environmental staff, governs the safe handling, use and storage of hazardous chemicals, and waste disposal. 
° Hazard Communication Program - Ensures compliance with the Texas Hazard Communication Act and the Texas Public Employer Community Right-to-Know Act. 
c. The Hazardous Material and Waste Committee shall assist the HCO by developing  and  reviewing  policies  and  procedures  developed  for this Administrative Procedure. 
d. Each Department Director shall ensure their department develops and implements standard operating procedures, as applicable, to ensure compliance with the procedures developed pursuant to this Administrative Procedure. 
APPENDIX - Law References 

This procedure is written to ensure compliance with the following: 
° Comprehensive Environmental Responsibility Compensation and Liability Act (CERCLA) - as amended by the Superfund Amendment Reauthorization Act (SARA), 42 U.S.C.A. §§ 9601-9675. 
° Resource Conservation Recovery Act (RCRA) - and the Hazardous and Solid Waste Amendment (HSWA) of RCRA, 42 U.S.C.A. §§ 6901-6992 k. 
° Texas Hazard Communication Act, Texas Health and Safety Code ch. 502, as administered by the Texas Department of Health, Hazard Communication Branch. 
° Texas Public Employer Community Right-to-Know Act, Texas Health and Safety Code ch. 506, as administered by the Texas Department of Health, Hazard Communication Branch. 
° Texas Solid Waste Disposal Act, Texas Health and Safety Code ch. 361, as administered by the Texas Natural Resource Conservation Commission (TNRCC). 
° Texas Water Code - Chapter 26, as administered by the TNRCC. 
° Toxic Substances Control Act (TSCA), 15 U.S.C.A. §§ 2601-2692. 

