
CITY OF SAN DIEGO 

ADMINISTRATIVE REGULATION 

SUBJECT 

 

 

HAZARDOUS MATERIALS MANAGEMENT TRAINING 

Number 

75.75 

Issue 

2 

Page 

1 of 12 

Effective Date 

January 20, 2017 

 

1. PURPOSE 

 

1.1. To provide an ongoing Citywide training program to ensure that all City staff, who either 

work at a City facility or participate in City operations and activities, and who handle 

hazardous materials, hazardous waste, recyclable hazardous waste, universal waste, or 

regulated waste, comply with all elements of applicable hazardous materials and 

hazardous waste laws and regulations. 

 

2. SCOPE 

 

2.1. This regulation applies to all City facilities, and City operations and activities. 

 

3. DEFINITIONS 

 
3.1. Definitions are listed in Appendix B. 

 
4. POLICY 

 
4.1.   General 
 

4.1.1. It is the policy of the City of San Diego that: 
 

a. All activities involving purchase, handling, storage, transport, or disposal 
of hazardous materials, hazardous waste, recyclable hazardous waste, 
universal waste, and regulated waste be conducted in compliance with all 
applicable Federal, State, and local laws and regulations; 

b. City employee training be offered on an annual basis and as-needed to 
ensure compliance with all Federal, State, and local laws and regulations 
related to hazardous materials, hazardous waste, recyclable hazardous 
waste, universal waste, and regulated waste management;  

c. Training of City employees as described in Appendix C which includes, but 
is not limited to, procedures for: 

 
 
 
 
 

 

(Supersedes Administrative Regulation 75.75, Issue 1, effective April 15, 1990) 

  

Authorized 
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   CHIEF OPERATING OFFICER 
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i. Proper handling, storage, labeling, transport, and proper disposal of 

hazardous materials, hazardous waste, recyclable hazardous waste, 

universal waste, and regulated waste;   

ii. Responding appropriately and effectively, and reporting chemical 

releases involving hazardous materials, hazardous waste, 

recyclable hazardous waste, universal waste, and regulated waste; 

iii. Handling emergency response and fire response equipment; and 

iv. Maintaining hazardous materials management documentation, and 

hazardous waste, universal waste, recyclable hazardous waste, and 

regulated waste disposal documentation. 

d. City employee training records are maintained on the citywide training 

system, SuccessFactors, and document each employee's history in the 

completion of all required training needed to comply with all Federal, State, 

and local laws and regulations. 
 

5. RESPONSIBILITY 
 

5.1. Environmental Services Department 
  
 5.1.1.  Hazardous Materials Management Program (HMMP) 
 

a. Oversees and provides technical support to all City Departments that 
conduct the required training specified in this regulation, and modifies the 
City plan as necessary to ensure ongoing compliance. 

b. Coordinates and conducts training Citywide as specified in this regulation. 
c. Provides information to all City Departments regarding compliance with, 

and implementation of, all existing and new regulations and legislation 
affecting the City’s operational responsibilities for hazardous materials, 
hazardous waste, recyclable hazardous waste, universal waste, and 
regulated waste management in compliance with Administrative Regulation 
(A.R.) 75.65, Hazardous Materials Management Plan (HMM Plan).  

d. Schedules and coordinates training classes on a regular basis to ensure that 
all employees receive required training within the time limits required by 
law and this regulation. 

e. Reports significant training issues to the respective Department management. 
f. Reviews all pending and adopted legislation and regulations regarding 

hazardous materials, hazardous waste, recyclable hazardous waste, 
universal waste, and regulated waste management, and assess the potential 
impact on City facilities, and City operations and activities in accordance 
with the HMM Plan.  Disseminates information regarding key updates via 
newsletter, training and/or other modes of communication. 
 

5.1.2.  Asbestos, Lead, and Mold Program (ALMP) 
 

a. Upon request by a City Department, provides employee training about proper 
work practices for handling lead and asbestos containing materials. 
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5.1.3.    Tank Engineering and Environmental Management (TEEM)  
 

a. Provides annual training to employees about proper underground and 
aboveground storage tank management and regulatory requirements. 

 
5.2.  Department Director/Division Deputy Director 
 
 5.2.1. Notifies the HMMP staff of any training needs related to this regulation. 
 

5.2.2. Budgets appropriately for required training activities and ensures that all employees 
within the Department/Division receive required training for their job 
classification. 

 
5.2.3.  If substituting for the required HMMP training specified in Appendix C, formalizes 

Departmental training programs that are equivalent in content, degree, and training 
hours, and satisfies the following: 

 
a. Maintains accurate training records that contain the employee’s name, 

identification number, job title, job description, and a written summary 

(including dates and hours) of the training received; and 

b. Ensures training materials and instruction content have been reviewed and 

approved by the HMMP prior to providing training. 
 

5.3. Facility Coordinator (FC), Department Coordinator (DC), and Supervisors 
 

5.3.1.  Notifies Department/Division staff of the HMMP policies, as contained in A.R. 
75.65 and this A.R., and any regulatory changes. 
 

5.3.2. Resolves any violation conditions related to hazardous materials, hazardous waste, 
recyclable hazardous waste, universal waste, and regulated waste in accordance 
with this regulation and HMM Plan. 
 

5.3.3. Coordinates with HMMP to resolve any regulatory training violations related to 
hazardous materials, hazardous waste, recyclable hazardous waste, universal 
waste, or regulated wastes. 

 
5.3.4. Notifies the HMMP staff of any identified training needs related to complying with 

this regulation. 
 
 

5.3.5. Disseminates HMMP training class schedules and enrolls staff in HMMP training 
classes and/or in their Department's HMMP approved training courses, as required 
by A.R. 75.65 and this A.R. 

 
5.3.6. Ensures that all employees newly assigned to their Department/Division receive the 

required level of training within six (6) months after beginning their new duties, 
and that all other employees receive annual training appropriate for their job 
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classification and responsibilities. 
 

5.3.7. Ensures that no employee be permitted to work unsupervised with hazardous 
materials, hazardous waste, recyclable hazardous waste, universal waste or 
regulated waste until they have: 

 
a. Successfully received the level of training required for their job 

classification and work activities performed; and 
b. Demonstrated to the supervisor that they possess adequate skills and 

knowledge to perform job duties in accordance with the training received as 
required by this regulation. 

 
5.3.8.  Maintains training records on site and within the citywide training system, 

SuccessFactors, as appropriate, for a minimum of three (3) years. Training records 
shall, at a minimum, include a tailgate meeting record.  

 
5.3.9. Attends training class(es) as appropriate and demonstrate comprehension of the 

training material to the satisfaction of the HMMP representative. 
 

 5. 4.  All City Employees 
 

5.4.1. Must comply with all Federal, State, and local regulations for management of 
hazardous materials, hazardous wastes, recyclable hazardous waste, universal 
waste, and regulated waste. Failure to comply shall be grounds for appropriate 
disciplinary action, up to and including termination. 

 
5.4.2.  May not purchase, store, transport or handle hazardous materials or dispose of 

hazardous wastes, recyclable hazardous waste, universal waste, or regulated waste 
without direction from their supervisor to do so and completion of adequate 
training as specified in this regulation. 

 
5.4.3.  Must attend training class(es) and demonstrate comprehension of training materials 

to the satisfaction of the HMMP representative. 
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APPENDIX A   

Legal References 
 

Local 

City of San Diego Municipal Code 

Industrial Waste Discharge Regulations 

San Diego County Code, Chapters 9-11, Title 6 

Administrative Regulation 75.65 – Hazardous Materials Management Program 

 

State 

California Administrative Code (CAC) 

Title 8 Industrial Relations (Cal-OSHA) 

Title 13 Motor Vehicle (Hazardous Material Transportation) 

Title 19 Public Safety (Flammable Liquid Transportation) 

Title 22 Social Security, Division 4, Environmental Health 

Title 23 Water Quality (Hazardous Material Disposal) Underground Storage Tank Regulations 
 

California Health & Safety Code 

Chapter 6.5 Hazardous Waste Control 

Chapter 6.7 Underground Storage of Hazardous Substances 

Chapter 6.95     Hazardous Materials Release Response Plans and Inventory 
 

Uniform Fire Code 
 

Federal 

40 CFR Protection of the Environment 

49 CFR Transportation 

    

Forms  
 

Attachment 1 - Chemical Release Reporting Assessment Form 

Attachment 2 - Chemical Release Reporting Form (Form 304) 

 

Subject Index 
 

Emergency Contingency Plan 

Employee Right to Know 

Hazardous Materials Management Training 

Hazardous Waste Management Training 

Safety Data Sheets 

Spills/Chemical Releases 

 

Administering Department 

 

Environmental Services Department 

 

http://citynet.sannet.gov/esd/pdf/chemreleaseassessmentdeh.pdf
http://citynet.sannet.gov/esd/pdf/er304formdehgeneric.pdf
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APPENDIX B 

 

DEFINITIONS 

 

Chemical Release 
 
 
 
 
 
 
 
 
 
 
Chemical Release Reporting 
Assessment Form 
 
 
 
Chemical Release Reporting  
Form (Form 304) 
 

As defined in California Health and Safety Code Section 25501(s) 
and Title 19 of the California Code of Regulations, chemical release 
means any spilling, leaking, pumping, pouring, emitting, emptying, 
discharging, injecting, escaping, leaching, dumping, or disposing into 
the environment, unless permitted or authorized by a regulatory 
agency. Chemical releases must be immediately reported 
(expectation is within 15 minutes of the initiation of the chemical 
release) to all pertinent regulatory agencies after completing the 
Chemical Release Reporting Assessment Form.  
 
 
When a chemical release occurs or has been discovered, this form 
must be used to evaluate the incident to determine if regulatory 
reporting is required. This form must be retained on site for a 
minimum of three (3) years. 
 
When a chemical release has been determined to be reportable to 
regulatory agencies, this form must be used to document the incident 
and the agencies notified. This form must be retained on site for a 
minimum of three (3) years. 

City operations and activities Any City of San Diego activity where the City is responsible for 
management of hazardous materials, hazardous waste, recyclable 
hazardous waste, universal waste, and regulated waste, including but 
not limited to activities related to construction sites, public rights-of-
way, leased property, open space, and real estate transactions. 

Department/Division  
Coordinator (DC) 

The primary and alternate individuals designated by their Department 
Director/Division Deputy Director to coordinate and direct all 
hazardous materials, hazardous waste, recyclable hazardous waste, 
universal waste, or regulated waste activities of a 
Department/Division at a specified location or facility.   
 
NOTE: Operations stations or buildings where personnel from 
multiple Departments/Divisions work shall have a DC designated for 
each Division assigned to the location. 
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Disposal Placement of all hazardous waste, recyclable hazardous waste, 

universal waste, and regulated waste in a Department of 

Transportation (DOT) approved container or other approved 

container as regulations allow, with a completed hazardous waste or 

universal waste label or other required labeling, that is transported by 

a licensed hazardous waste hauler or regulated waste hauler for 

disposal at a licensed hazardous waste Treatment, Storage and 

Disposal Facility (TSDF), recycling facility, or other HMMP 

approved disposal facility. Proper disposal does not include any of 

the following: discharge, deposit, injection, dumping, spilling, 

leaking, evaporating, igniting, releasing, emitting or placing of any 

hazardous material, hazardous waste, recyclable hazardous waste, 

universal waste, or regulated waste into the air, water, sewer, or on 

any land so that such waste or any constituent thereof may enter the 

environment, or be emitted into the air, or discharged into any water 

or water basin. 

Facility Any City owned or operated building, or group of buildings or 

property that is enclosed by a common fence or similarly controlled.   

 

NOTE: A facility may include personnel from multiple 

Departments/Divisions operating within the same yard or building. 

 

Facility Coordinator (FC) The primary and alternate individuals designated by their Department 

Director/Division Deputy Director who are responsible for 

coordinating all activities of their facility to monitor and ensure 

compliance with all provisions of the City’s Hazardous Materials 

Management Plan. 
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Hazardous Material A substance, or combination of substances, which because of its 

quantity, concentration, or physical, chemical, or infectious 

characteristics, may either: 
 
1. cause, or significantly contribute to an increase in mortality or 

an increase in serious irreversible, or incapacitating reversible 
illness; 

 
OR 

 
2. pose a substantial present or potential hazard to human health 

or environment when improperly treated, stored, transported 
or disposed of or otherwise managed. 

 
AND 

 
3. is currently in use or is being stored for use in an operation or 

process.  
  
Unless expressly provided otherwise, hazardous material includes 

extremely hazardous material. 

Hazardous Materials  
Business Plan 

A County of San Diego, Department of Environmental Health 

required document which sets out a basic set of actions to be 

followed in case of fire, explosion, natural disaster, or release of 

hazardous materials, hazardous waste, recyclable hazardous waste, 

universal waste, and regulated waste which could pose a threat to 

human health or the environment. The Hazardous Materials Business 

Plan must be updated annually or within thirty (30) calendar days of 

any change to the facility location, storage quantities, or types of 

wastes. 

Hazardous Materials  
Management Plan (HMM Plan) 

Hazardous Materials Management Plan is defined herein and 

outlines how the City of San Diego manages hazardous materials, 

hazardous waste, recyclable hazardous waste, universal waste, and 

regulated waste related to City facilities, and City operations and 

activities. 
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Hazardous Materials 
Management Program (HMMP) 

The Program within the City’s Environmental Services Department 

that monitors the City’s use and proper disposal of hazardous 

materials, hazardous waste, recyclable waste, universal waste, and 

regulated waste. The Program also acts as the liaison between the 

City and regulatory agencies monitoring hazardous materials, 

hazardous waste, recyclable hazardous waste, universal waste, and 

regulated waste management activities. 

Hazardous Waste  
 
 
 
 
 
 
 
 
 
 
 
 
 
Recyclable Hazardous Waste 
 
 
 
 
 
 
 
 
 
 
 
 
Regulated Waste 
 

A waste, or combination of wastes, which because of its quantity, 

concentration, or physical, chemical, or infectious characteristics, 

may either: 

 

1. cause, or significantly contribute to an increase in mortality or 

an increase in serious irreversible, or incapacitating 

reversible, illness; 
 

OR 
 

2. pose a substantial present or potential hazard to human health 
or environment when improperly treated, stored, transported 
or disposed of or otherwise managed. 

 

Hazardous wastes that may be recycled into a hazardous material in 

compliance with applicable state law, such as: (1) used oil that is 

recycled in compliance with California Health and Safety Code 

Section 25250.1(b); or (2) an exempt recyclable material under 

California Health and Safety Code Section 25143.2 that is managed 

in accordance with California Health and Safety Code Section 

25143.9. Recyclable hazardous wastes, which may include used oil, 

antifreeze, and used oil filters, have modified regulatory testing, 

labeling, storage, transportation and recycling requirements as 

compared to hazardous wastes. 
 
A waste, that is not considered hazardous waste, but due to either its 

chemical or physical properties, petroleum contamination, or that it is 

a medical solid waste/biological waste, must be disposed of at a 

facility with Regional Water Quality Control Board approved Waste 

Discharge Requirements, such as a municipal Class III landfill. 
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Safety Data Sheet (SDS) 
 
 
 
 
 
 
Source Reduction 
 
 
 
Storage 
 

A document provided by a vendor for each hazardous material, 
which describes any hazardous properties of the material and 
provides detailed information on how to safely use, handle, and store 
the substance, and how to respond in the case of an unintentional 
exposure or release. Safety Data Sheets were formerly known as 
Material Safety Data Sheets. 
 
A reduction of the amount of hazardous waste generated by a process 
by making changes such as product substitution, process 
modification, or process recycling. 
 
A holding of hazardous materials, hazardous wastes, recyclable 
hazardous waste, universal waste, or regulated waste in an approved 
and labeled container or tank for a temporary period, at the end of 
which any waste is disposed. 

Tailgate Meeting Record A document which will be used to record training performed by the 
supervisor. The minimum information to be included is the 
employee’s name, employee identification number, job classification 
number, job type, department/division, meeting date, outline of 
training covered, and a list of training materials used. 

Training Record 
 
 
 
 
 
 
Transport 
 
 
 
 
 
 
 
Universal Waste 
 

A document or computer program which is used to record training 
performed by the HMMP or a Department's approved hazardous 
materials management training program. The minimum information 
to be included is the employee’s name, employee identification 
number, job classification, department/division, training class type, 
training class date. 
 
A movement of a hazardous material or an identified or suspected 
hazardous waste from one facility to another.   
 
NOTE: Transport does not include moving waste between various 
locations or storage areas within the same facility. City employees do 
not have the proper license or certification to transport hazardous 
waste on roadways outside of a facility. 
 
An item, substance, or object which must be stored, handled, and 

disposed of as defined by California Code of Regulations, Title 22, 

Chapter 23, Sections 66273.1- 66273.90.  Universal waste includes, 

but is not limited to, all types of batteries, lighting bulbs and tubes, 

electronics or any item containing a circuit board, mercury 

containing items, and all elements of a computer system including 

the monitor. 
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APPENDIX C 

 

Required Hazardous Materials Management Training 

The required levels of training for each group of City employees are: 
 
1.         Level One - All New City Employees 
 

Orientation materials provide a general awareness of hazardous materials, hazardous waste, and 
universal waste in the community and work environment, including: 

 
a. Definitions of hazardous material, hazardous waste, and universal waste; 

b. Identification of hazardous materials, hazardous waste, and universal waste management 
practices; 

c. Detection and reporting of emergencies and chemical releases of hazardous materials, 
hazardous waste, and universal waste in the work environment; 

d. Rights of the employee to be informed and have access to information about hazardous 
materials in the workplace; and 

e. Identification of resources to resolve questions related to items a - d above. 
 
2.         Level Two - Hazardous Materials Handlers 
 

Training for City employees in job classifications that have a high probability of direct contact 
with hazardous materials, hazardous waste, recyclable hazardous waste, universal waste, and/or 
regulated waste.  
 
Employees receive this training annually to understand their responsibility for appropriate 
labeling, handling, storage, chemical release clean up and reporting activities, transport, and 
proper disposal of such substances. 
 
Training includes, but is not limited to, the following: 

a. All elements of Level One hazardous materials management training; 

b. Proper procedures for storage, labeling, handling, storage, and proper disposal of 
hazardous materials, hazardous wastes, recyclable hazardous waste, universal waste, and 
regulated waste in the workplace, and required disposal documentation; 

c. Chemical release response activities and reporting requirements, to include but not limited 
to, the basic emergency response procedures as described in the Hazardous Materials 
Business Plan; and the use of the Chemical Release Reporting Assessment Form and the 
Chemical Release Reporting Form (Form 304); 

d. Employee’s responsibility for proper hazardous materials and hazardous waste, 
recyclable hazardous waste, universal waste, and regulated waste management. 
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3.         Level Three – Supervisors of Hazardous Materials Handlers, Facility Coordinators, Department     
            Coordinators 
 

Training is for supervisors of hazardous materials, hazardous waste, recyclable hazardous waste, 
universal waste, and regulated waste handlers, along with Facility Coordinators and Department 
Coordinators to ensure they understand their responsibility for the hazardous materials, 
hazardous waste, recyclable hazardous waste, universal waste, and regulated waste activities 
under their supervision. 
 
Training includes, but is not limited to, the following: 

  
a. All elements of Level Two hazardous waste, recyclable hazardous waste, universal 

waste, and regulated waste management training; 

b. Hazardous materials management responsibilities and procedures; 

c. Elements of subordinate training and required documentation related to hazardous 
materials, hazardous wastes, recyclable hazardous waste, universal waste, and regulated 
waste; 

d. All elements of Level Two chemical release response activities and regulatory reporting 
requirements; and in-depth regulatory requirements to document a chemical release using 
the Chemical Release Reporting Assessment Form and reporting details to all agencies 
when using the Chemical Release Reporting Form (Form 304); and 

e. Source reduction techniques for hazardous materials and hazardous waste. 
 

In accordance with Section 5.3.9 of this regulation, training resources and opportunities, both 
inside and outside the City organization, may be utilized to satisfy Level Three training 
requirements for Facility Coordinators and Department Coordinators. 

 
 

 



ATTACHMENT 1 – CHEMICAL RELEASE REPORTING ASSESSMENT FORM  

Form found at: http://citynet.sannet.gov/esd/forms/hazmat.shtml 

 

http://citynet.sannet.gov/esd/forms/hazmat.shtml


 

 



ATTACHMENT 2 – CHEMICAL RELEASE REPORTING FORM (FORM 304)  

Form found at: http://citynet.sannet.gov/esd/forms/hazmat.shtml 

http://citynet.sannet.gov/esd/forms/hazmat.shtml


 


