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	SOP 3.04 HHW Site standards
General information for HHW Programs


[bookmark: _Hlk215064741][bookmark: OLE_LINK1]Note: This guidance document is for informational purposes only and outlines basic employer requirements. The Minnesota Pollution Control Agency (MPCA) does not guarantee that this document satisfies OSHA and RCRA compliance; it is the sole responsibility of county-specific Household Hazardous Waste (HHW) Program employer to determine if all requirements have been met. 
1. Introduction
This Standard Operating Procedure (SOP) establishes facility standards and operating requirements for HHW Programs that:
Store HHW for more than 90 days; and/or
Accept HHW from another HHW collection county/site.
2. Regulatory Requirement
The designated staff person to implement this HHW SOP is [_______________________]. Prior to storing HHW for more than 90 days or accepting HHW from another HHW facility, the Program must obtain written approval from the State at least 30 days prior to operation. 
The approval will specify:
Authorized storage duration and volume; and
Counties from which HHW may be accepted.
3. Facility Construction Standards
Facilities operating under a greater-than-90-day storage authorization shall meet the following standards:
3.1	Location and Site Restrictions
Located a minimum of 150 feet from any water supply well.
Maintain at least 50 feet from property lines where ignitable wastes are stored (unless waived in writing by local fire or building officials).
Not located within a 100-year floodplain.
Restricted to prevent unauthorized access.
3.2	Codes and Compliance
Facilities must comply with all applicable:
Local zoning ordinances.
Building and fire codes - written approval from Local Fire Marshall must be submitted to the State as part of the ‘Approval to Operate’ process.
OSHA standards, including but not limited to:
1. Grounding/bonding of flammable storage containers.
2. Explosion-proof electrical and hazardous vapor equipment in facility flammable bulking rooms.
3. Fire suppression systems.
3.3	Ventilation
Indoor fuel bulking rooms handling Class I liquids (flashpoint 0°–100°F) shall provide minimum ventilation of 1 CFM per square foot of floor area.
3.4	Secondary Containment
Acceptable systems include containment pallets, berms, curbs, or sloped floors draining to an approved containment area and/or evaporation pit (no drains allowed in containment pits). 
Containment areas must hold 110% of the largest single container stored (typically a 55-gallon drum).
3.5	Floors and Drainage
Receiving, sorting, packaging, and storage areas shall have impermeable floors coated with chemically resistant epoxy.
Floor drains shall not discharge to sewers or the environment.
3.6	Personnel Support Areas
ADA-accessible restroom and handwashing facilities.
Designated eating and drinking areas separated from hazardous materials and supplied with potable water.
4. Container Storage Standards
4.1	General Requirements
Containers storing HHW must:
Allow sufficient aisle space for inspections.
Be labeled with a unique container ID linked to a container log.
Remain closed except when adding waste.
Be inspected weekly with documentation maintained.
Be segregated by compatibility, either in separate secondary containment or by a minimum distance of 10 feet.
4.2	Waste Segregation
Incompatible wastes shall be stored separately, including but not limited to:
Flammables and pesticides
Acids
Bases
Oxidizers
Cyanides (stored >ten feet away from acids)
Dangerous-when-wet wastes (stored away from water sources and latex paint)
Refer to the State Contractor Hazard Categorization Manual for additional classifications
4.3	Ignitable and Reactive Wastes
Containers must be properly grounded.
Storage must be at least 50 feet from property lines.
All storage must comply with local fire marshal requirements.
4.4	Environmental Protection and Security
Storage areas shall be covered or shaded to prevent direct sunlight exposure.
Facilities shall prevent freezing of wastes (e.g., latex paint).
All storage areas must be secured against unauthorized public access.
5. Required Facility Equipment
Facilities shall maintain the following equipment in good working order. Maintenance records shall be retained indefinitely.
5.1	Fire and Emergency Safety
Fire extinguishers and/or fire suppression systems with unobstructed access.
Posted signage including:
“Fire Extinguisher”
“No Smoking”
“Authorized Personnel Only”
“No One Under Age 18 Without Adult Supervision”
Operating hours, contact information, and prohibition of unattended drop-off
5.2	Emergency Equipment
Telephone or communication system
First aid kit
Spill kit and decontamination supplies
Facility Emergency Contingency Plan
Eyewash station and emergency shower capable of 15 minutes of continuous flow, located within 10 seconds’ travel of corrosive materials
5.3	Operational Equipment
Forklifts (staff must follow a Powered Industrial Truck SOP)
Loading platforms with fall protection
6. State Application and Approval Process
6.1	Application Requirements
To receive HHW from another site or store HHW beyond 90 days, the County shall submit a complete application to the State, including:
MPCA Application Form (see Attachment A).
A site-specific Hazardous Waste ID number.
Plot and floor plans.
SOPs and safety plans including HHW acceptance, handling, and storage procedures.
Documented staff training.
Manifest Signature Authority State approval for all HHW staff signing manifests.
6.2	Approval Timeline
Within 30 days: State determines application completeness.
Within 45 days: State conducts a site inspection.
Within 30 days post-inspection: State written approval letter will be issued upon resolution of deficiencies. 
The Approval to Operate letter will outline facility storage limits, authorization HHW storage time and approved source counties.
7. Records, Training, and Inspections
Facilities shall maintain records of waste received, container inventories, inspections, and shipping documents.
Staff shall complete required MPCA, OSHA, DOT, and hazard categorization training appropriate to their duties.
Training records shall be maintained and available upon request.
8. Closure Requirements
Maximum allowable storage quantities shall be defined in the approved application.
Facilities shall maintain written closure procedures describing waste removal and decontamination timelines and methods.
9. References
Minn. R. 7045.0310, subp. 6
OSHA 29 CFR 1910
NFPA 30 and applicable local fire codes
DOT 49 CFR Parts 171–180
[bookmark: _Toc37090769]


Attachment A

ACCEPTANCE OF HHW FROM ANOTHER HHW COLLECTION SITE 
OR FOR STORAGE OF HHW FOR GREATER THAN 90 DAYS
Prior to initially receiving Program Wastes from another site or exceeding the 90-day storage limit, the County shall submit to the State the completed application form with its specified attachments.
Within thirty (30) days of receipt of the County's application, the State shall review the application and notify the County whether the application is complete or whether additional information must be submitted.
Within forty-five (45) days of the State’s determination that the application is complete, the State shall conduct a site visit.
Within thirty (30) days of completion of a site visit and of receipt of information from the County which documents the resolution of all deficiencies noted during a site visit, the State shall provide written approval that the site meets the requirements specified in Minn. R.  7045.0310, subp. 6.
The State shall specify in writing the term of the authorization granted pursuant to this section.

APPLICATION FOR ACCEPTANCE OF HHW FROM ANOTHER HHW COLLECTION SITE 
AND/OR 
FOR STORAGE OF HHW FOR GREATER THAN 90 DAYS
As required by Minn. R. 7045.0310, subp. 6
I.  GENERAL INFORMATION
	A. [bookmark: _Hlk220060052]Facility name
	[bookmark: Text2]     

	B. Facility address:
	[bookmark: Text3]     

	C. EPA or HW Identification Number
	[bookmark: Text4]     

	D. Facility Contact Person
	     
	Phone:
	     

	E. Facility Operator
	     

	Office Address
	     

	F. Facility Owner
	     

	Office Address
	     



G. [bookmark: Check1]This application is for: 	|_| acceptance of HHW from off-site
[bookmark: Check2]	|_| storage of waste for greater than 90 days; or
[bookmark: Check3]	|_| both 
H. Does the Facility have up-to-date Standard Operating Procedures (SOPs):
|_| YES    |_|   NO
I. Is the facility within a 100-year flood plain:
|_| YES    |_|  NO


II. LOCATION
On a map extending 200 feet beyond the facility's boundaries, show N. arrow and identify any:
public streets and highways.
buildings.
land use classifications.
lakes, streams, and wetlands; and
areas subject to flooding.

III. WASTE CHARACTERISTICS
Does the Facility have SOP’s that describe items 1 through 5 below?
|_| YES    |_|  NO
If the answer to the above question is "no", describe procedures for HHW wastes that will be:
1. Accepted. 
2. Refused.
3. Receiving wastes from the public. 
4. Sorting, processing, and shipping.

IV. DESIGN AND OPERATION

A. PLOT PLAN
Attach a plot plan of the entire Facility, showing N arrow and:
1. roadways.
2. parking areas.
3. traffic flow pattern.
4. buildings, outdoor storage areas.
5. the household hazardous waste receiving and storage building(s); and
6. fences, gates, and other measures to control public access.

B. FLOOR PLAN
Attach a floor plan of the receiving and storage building(s), include a N arrow and specify:
1. walls and partitions.
2. doorways and windows.
3. areas for receiving, processing (lab packaging, bulking, etc.), and product exchange.
4. if applicable, location of curbing used for spill containment.
5. layout of drum and pail storage, indicating: 
a.  rows of 55-gallon or other containers (drums), and
b.  waste hazard category for each drum.
6. location of telephone or alarm system.
7. location of spill kits, fire extinguishers, first aid, PPE.
8. location of sinks or wash basins; eyewash, shower and
9. ventilation system.

C. FLOOR AND SPILL CONTAINMENT
	1. Year of construction of receiving and storage building:
	     

	2. Type of floor:	 |_|  poured concrete
	

	 |_|   (other) 
	_     _______________________

	
	


3. Type of curbing or other containment system:
|_|  poured concrete curbs       inches high
|_|  concrete block walls
|_|  sloped floor 
|_|  sump(s)

4. Does the floor and curbing have a coating impermeable to the waste stored on it?
	|_|  Yes – list type: _     _______________________
		|_|  No

5. Describe below and indicate on the floor plan:  curbing, sloping, sumps, ramps, and any other type of containment system:
	[bookmark: Text6]     

	     

	     



6. Containers are stored: 
	|_| directly on the floor
|_| on pallets
|_| on shelves

	|_| other 
	     



D. VENTILATION SYSTEM
Briefly describe the ventilation system and the estimated air changes per hour in the receiving, processing and storage areas:
	     



E. BUILDING CONSTRUCTION
Identify the type of construction in the receiving and storage building:
|_| concrete block
|_| sheet metal over steel frame
|_| wood frame
|_| other       
|_| sprinkler system for fire
	If yes, “all” or what part(s) of the building?
	[bookmark: Text7]     





F. CONTAINERS
1. Do the containers used for storage and transportation meet U.S. DOT specifications for construction and manufacture?
|_| YES    |_|  NO

2. Do you inspect all containers before placing wastes into them, and are rusted, dented, or damaged containers rejected?
|_| YES    |_|  NO

V. ACCIDENT PREVENTION AND EMERGENCY RESPONSE
Attach a site-specific Safety Plan or SOP which includes:
1. a list of emergency personnel (internal & external)
1. a list of the safety equipment available at the facility
1. procedures on the use of protective equipment
1. procedures for air quality monitoring
1. procedures for disposal and decontamination of PPE or safety equipment
1. a written contingency plan for responding to fires, explosions, and spills which describes procedures and identifies those who are authorized to act
1. coordination procedures with local emergency response agencies; and
1. fire prevention measures, and any sprinkler system, sensors and alarms.

VI. RECORD KEEPING AND INSPECTIONS
Does the Facility’s protocol address the management of the records 1 – 5 below?
|_| YES   |_|  NO

If the answer to the above question is "no", attach a description of the organization of the following records:
1. records of wastes received
2. records of HW containers currently on site (drum log)
3. records of shipping papers and manifests
4. records of inspections
VII. TRAINING
Has facility staff complete or participate in MPCA or equivalent OSHA, DOT and Hazardous Categorization training?  
|_| YES    |_|  NO
If not, describe the following aspects of the facility’s personnel training program:
1. qualifications of staff processing HW
2. contents of training courses given to the collection site personnel
3. a listing or training matrix of the required training for each staff person, based on waste management responsibilities; and
4. record keeping regarding personnel training.


VIII. CLOSURE
A. Describe the maximum quantities of HHW that will be accumulated in:
	[bookmark: Text8]     
	55-gallon drums

	     
	30-gallon drums

	     
	17-gallon drums

	     
	5-gallon pails

	     
	tanks (list sizes)      

	     
	(other)      



B. Describe procedures and the time schedule for removing the wastes and decontaminating the receiving and storage building if the Management Facility closes:
	     

	     



IX. ALLOWABLE STORAGE CAPACITY
The quantity of wastes that may be accumulated at the site will be restricted to the quantity stated in Section VIII, A of this form.

X. CLOSURE
A. The maximum duration of storage of any drum or pail of waste will be:
|_| 3 years
|_| (other) _     _______________________
If longer than 3 years, please attach explanation. 

XI. WASTES FROM OTHER HHW COLLECTION SITES 

List all facilities or collection areas from which this Program intends to accept HHW:

A. Program Name, Facility Type (P=permanent, M=mobile, O=other):

	     

	     

	     



B.  Event Collections (city, county, state, site name or address for known recurring sites):
	     

	     

	     



C. Briefly describe the following for A & B above: 
[bookmark: Text9]Who (which program/county or contractor) receives and processes the waste at the off-site facility or event collection? _     ______________________________________________ 

[bookmark: Text10]What processing occurs at the off-site location (simple over packing and incompatible separation, or final processing, packaging per DOT ready for receipt by licensed transporter?      ____________________________________________________________ 

[bookmark: Text11]Who transports the waste between the off-site location and your facility?      _____________________________________________________________

XII. CERTIFICATION
I hereby apply for an approval from the State to store household hazardous waste at the above collection site:
[bookmark: Check4]	|_| for periods longer than 90 days
[bookmark: Check5]	|_|  for wastes received from other collection sites

I certify that the attached information is true and accurate.
     
 ______________________________________     
Operator signature
     
______________________________________
Operator name (please print)
     
______________________________________
Title
     
______________________________________
Date


Attachment B: Notification of New HHW Programs or Program Activities

1. Staffing
1. HHW operations contact person:      	
Phone:      	
Address:      	
Job responsibilities:      	
1. Education program contact person:      	
Phone:      	
Address:      	
Job responsibilities:      	
1. Other county program staff:      	
Phone:      	
Address:      	
Job responsibilities:      	

2. Facility location
1. Facility location address:      	
1. Facility EPA or HW ID Number:      	
3. Service area
1. Participating counties or regional area:      	
1. Cities (list those not included in Part 3A):      	
1. State:      	
4. Facility operating hours
1. Facility type: 	|_| permanent local/satellite   |_| permanent regional   |_| single event 
|_| recurring event   |_| mobile
1. Date(s) of operation:      	
1. Hours of operation:      	
5. On-site waste management
1. Briefly describe facility structure (if not a mobile unit), include size, construction materials, components (rest rooms, phone, water, etc.):      	

1. List other program wastes accepted in addition to HHW (VSQG, Universal Waste, non-household pesticides, abandoned, or other)      	
1. Briefly describe storage methods and timeframes:      	
1. Briefly describe waste treatment/handling methods:      	
1. Briefly describe waste transportation methods (if not transported by Contractor):      	
6. Contractor waste management
1. Transporter name:      	
Address:      	
1. Disposal contractor name      	
Address:      	
7. Personnel safety training
Indicate whether hazardous waste handling staff have received personnel training in accordance with Part A of Exhibit A and the Program’s Personnel Training Program. If staff are not trained in accordance with the Exhibit and Training Program, briefly describe hazardous materials and safety related training completed:
Staff name or affiliation:      	
(County or company):      	
Training completed
in accordance with 
Training Program
     ______________________________________  |_| Yes   |_| No 
     ______________________________________  |_| Yes   |_| No 
     ______________________________________  |_| Yes   |_| No 
     ______________________________________  |_| Yes   |_| No
8. Safety and emergency procedures 
1. Does County have a safety plan in accordance with Part B of Exhibit A for this facility? 
|_|  Yes |_|  No
1. Is the Facility-specific safety plan on-site and readily available? |_|  Yes |_|  No
1. List local emergency personnel notified of the operation:
1. Hospital      	
1. Fire department      	
1. Police      	
1. Other      	
1. Have provisions been made to ensure staff personnel safety? |_| Yes  |_| No
If no, briefly describe safety provisions (eye wash, PPE, etc.):      	
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