Environmental Management Work Instruction

	Document Name/ID:  HOUSEKEEPING and JANITORIAL SERVICES (EM.WS.3000)
	Date: 09/20/05

	
	 Approved by: EMS TEAM

	THROUGH OUR COMMITMENT TO COMPLIANCE ASSURANCE AND POLLUTION PREVENTION WE WILL:

	Comply with all applicable laws, regulations and executive orders; 

Safeguard the community and the natural environment; and

Maintain a safe and healthful workplace.

	NCCOS

	Administration

X
	Facilities

X
	Science

X
	IT

X
	Vehicles

X
	Vessels

X
	Other

X All Contractors

	PERSONAL PROTECTIVE EQUIPMENT

	Eye Protection
	Gloves

X
	Hearing Protection
	Face Mask
	Safety Shoes
	Hard Hat
	Other

	Operating Requirements:  Cap 4.1, 4.4, 7.2, 7.4, 10.1, 10.2, 14.1

	WORK INSTRUCTIONS 


Good Housekeeping is the foundation for a safe and environmentally sound workplace.

Handle all materials carefully, avoid the use of hazardous chemicals and use supplies sparingly.

All wastes generated from an activity must be handled properly.

Return all supplies and chemicals to their proper storage location.
Housekeeping - All Operations:

· Follow all Environmental Management Work Instructions.

· NO SMOKING except in designated areas according NOAA smoking policy 
· Keep a clean work area. Keep the facility free of all debris.

· Maintain the property free of oil and chemical stains.

· All solid waste must be stored in such a manner that it does not constitute a fire, environmental, health or safety hazard.

· All hazardous and special wastes must be managed in conformance with specific requirements.

· Participate in Facility Recycling - Prevent waste when you can, manage waste responsibly - reuse-reduce-recycle.

· Store all chemicals in their proper place and in the proper container. Follow all labels instructions.

· Inspect all equipment before it is used - never use faulty tools, equipment or supplies.

· Never leave equipment running while not in use.
· Perform maintenance activities under cover whenever possible.
Following are considered pollutants and cannot be introduced into the sewer:

· Flammable, explosive or corrosive chemicals, no solvents or acids

· Oils and petroleum products or oily wastewater

· Solids which can obstruct the flow 

· Anything that exceeds 150 degrees F, results in toxic gases, vapors or fumes or has a high biological oxygen demand, for example ethylene and propylene compounds  

Housekeeping - Docks and Vessels:

· When chemicals are used/required on docks and vessels minimize the quantity, always keep containers tightly closed and never leave them unattended.

· When using chemicals on docks and vessels, utilize a secondary container to ensure spills do not reach the water.

· All items must be removed from the pier as soon as possible. 
· It is prohibited to discharge oils, chemicals or wastes of any kind into the water. All discharges into the water are prohibited.

Janitorial/cleaning services and operations should follow these guidelines:

· All cleaning products and supplies should exhibit these characteristics:

· Lower toxicity and non-carcinogenic - the undiluted product shall not be toxic to humans or aquatic life.

· Reduced skin, eye and respiratory irritability - the undiluted product shall not be corrosive to skin or eyes.

· Products shall not be combustible.

· Products shall not contain substances that contribute to photochemical smog or ozone depleting compounds. 

· Biodegradable

· No unnecessary dyes or fragrances

· Containers should be recyclable (where applicable).
· Cleaners cannot constitute a hazardous waste if not used or spilled.

· Participation in the facility-recycling program is recommended.

· Wastewater from the cleaning unit must be disposed of into the sanitary sewer system. Detergents used in cleaning should be biodegradable.

· Identify any suspected asbestos-containing materials (ACM). (do not attempt to remove any ACM materials)

Chemical Storage:
· Chemicals used for Janitorial operations are separately stored in the Janitorial Closet (where applicable). 
· Facilities/Laboratory chemicals are required to be stored by compatibility guidelines

Chemicals Use:
· All chemicals used must have a manufacturer's label or a complete secondary label attached to the container. 
· MSDSs should be immediately available. Janitorial supervisor will provide to EHS designated person copies of all MSDS for chemicals used onsite.
· Any chemicals in rusted/unsafe containers should be transferred to the EHS for proper disposition management.  
Waste Generation: 

· Solid Waste -Non hazardous, non-liquid items: waste that is not recycled may be placed in the Solid Waste container. If you have any questions contact EHS coordinator. 
ATTACHMENTS OR REFERENCE DOCUMENTS: NOAA smoking policy
RECORDS: Chemical Inventory and copies of MSDS of Janitorial Products (where applicable)

For environmental coordinator contact: 

     NCCOS - Silver Spring, MD; HQ, CCMA, CSCOR; Bernie Gottholm # 301-713-3028 ext. 168


      - Beaufort, NC; Kasitsna Bay, AK; Sabrina Pittillo # 252-728-8718


      - Charleston, SC - CCEHBR and HML; Rick Meitzler # 843-762-8842/ Raluca Semeniuc # 


843-762-8870


      - Oxford, MD; Oxford Lab; Jay Lewis # 410-226-5193
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