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J-1 OPERATING RECORD 
As a permitted facility that manages hazardous waste, Heritage maintains a facility operating record. 
Table J-1 summarizes the required elements of the operating record and the periods required for 
record retention. Table J-1 includes recordkeeping requirements for hazardous wastes received 
from off site and subsequently managed at the Heritage facility, in addition to hazardous wastes 
generated by Heritage. 

 
The number and types of data required as part of the operating record are extensive. The Heritage 
facility manages operating record information in several different ways. Documentation required by 
the operating record is stored by the facility in hard copy files, microfilmed, stored electronically on a 
computer system, or stored on magnetic or similar data storage media. Records may also be 
maintained at a commercial records retention facility. 

 
Paper manifests that accompany inbound loads are imaged (scanned to pdf) and stored 
electronically in the Heritage computer system. Similarly, paper LDR forms that accompany 
inbound loads and imaged are stored electronically in the Heritage computer system. 

 
On a weekly basis, Heritage generates an inventory report from the container management 
portion of the electronic operating record. The inventory report is posted at the main facility gate 
for use by emergency response personnel in the event of an incident at the facility. An example 
inventory report is provided in Appendix J-U. 

 
Example forms, including monitoring logs and standard operating procedures (SOPs), are 
provided as Appendices for reference. 



 

 

Table J-1 
Recordkeeping Requirements 

Heritage Environmental Services, LLC 
Coolidge, AZ 

 
Operating Record for Treatment, Storage, and Disposal Facility (TSD) 

 
Record Retention Period Regulatory Reference Primary Storage 

Method at Facility 
Permit Reference 

Wastestream surveys and supplemental data including safety data sheets, 
generator-provided analytical results, if applicable 

 
Until closure of the facility 

  
MMS 

 
ATTACHMENT B-3.1 

Hazardous waste manifests for shipments received and accepted by the 
facility 

 
3 years from date of delivery 

  
MMS and hardcopy(2) 

 
ATTACHMENT B-3.3 

LDR notices for shipments received and accepted by the facility 3 years from date of delivery  MMS and hardcopy(2) ATTACHMENT B-3.3 
Notice to generators 3 years from the date the waste accepted for shipment 40 CFR 264.12(b) MMS  

Copies of the notice(s) and the certification and demonstration, if applicable, 
required by the generator or the owner or operator for storage of restricted 
waste 

 
 
3 years from date of delivery 

 
 
40 CFR 268.7 

 
 
MMS 

 

Results of general waste analysis including pre-approval waste analysis, 
waste analysis upon receipt, analysis of facility-generated wastes, if 
applicable 

 
 
3 years from date of analysis 

 
 
40 CFR 264.13, 268.7 

 
 
MMS 

 
ATTACHMENT B-3.2, 
3.4, 
3.5, 3.7 

Results of waste analysis for ignitable, reactive, and incompatible wastes 3 years from date of analysis 40 CFR 264.17 MMS ATTACHMENT B-3.4 
Results of waste analysis for organic wastes 3 years from date of analysis 40 CFR 264.1063 MMS ATTACHMENT B-3.4 
 
Waste characterization of precipitation collected in sumps 

 
3 years from date of analysis 

 Network Drive or 
Hardcopy 

 
ATTACHMENT B-3.6 

Description and the quantity of each hazardous waste received and the 
method and date(s) of its storage 

 
Until closure of the facility 

 
40 CFR 264, Appendix I 

 
MMS 

 

The location of each hazardous waste within the facility, including cross 
references to manifest document numbers if accompanied by a manifest 

 
Until closure of the facility 

  
MMS 

 

Daily report on inventory per storage area Updated daily  MMS  

Daily report on inventory maintained at facility main gate for emergency 
response personnel 

 
Updated daily 

  
Hardcopy 

 

Records documenting personnel training that include job titles for each 
position, written job descriptions, a description of the type and amount of 
introductory and continuing training required, records documenting that the 
training and experience required have been given to and have been 
completed by facility personnel 

 
 
Until closure of the facility for current employees. 3 years 
from the date the employee last worked at the facility for 
former employees. 

 
 
 
 
40 CFR 264.16 

 
 
 
Network Drive or 
Hardcopy 

 
 
 
 
ATTACHMENT F 

Summary reports and details of all incidents that require implementation of the 
facility Contingency Plan 

 
Until closure of the facility 

 
40 CFR 264.56(j) 

Network Drive or 
Hardcopy 

 
ATTACHMENT E 

Records and results of containers and containment inspections 3 years from date of inspection 40 CFR 264.15(d) Hardcopy ATTACHMENT D 
Records and results of fencing and berms inspections 3 years from date of inspection  Hardcopy ATTACHMENT D 
Records and results of emergency response equipment inspections 3 years from date of inspection  Hardcopy ATTACHMENTS D & 

E 
Records and results of piping and valves inspections (Subpart BB) 3 years from date of inspection 40 CFR 264.1064 Hardcopy ATTACHMENT H 
Records and results of containers inspections (Subpart CC) 3 years from date of inspection 40 CFR 264.1089 Hardcopy ATTACHMENT I 
 
Closure cost estimate 

 
Current cost estimate until closure of the facility 

 
40 CFR 264.142 

Network Drive or 
Hardcopy 

 
ATTACHMENT G 

Financial assurance documents, including surety bond, riders, standby trust 
agreement 

 
Until closure of the facility 

 
40 CFR 264.143(d)(3) 

Network Drive or 
Hardcopy 

 
APPENDIX G-C 

A certification no less than annually that the permittee has a program in place 
to reduce the volume and toxicity of hazardous waste that the permittee 
generates to the degree determined economically practicable; and the 
proposed method of storage is the practicable method currently available to 
the permittee which minimizes the present and future threat to human health 
and the environment 

 
 
 
 
 
Current certification until closure of facility 

  
 
 
 
Network Drive or 
Hardcopy 

 

 
Prohibited Waste Identification 

 
Until closure of the facility 

 Network Drive or 
Hardcopy 

 
Attachment B 

 
Contingency Plan 

 
Until closure of the facility 

 Network Drive or 
Hardcopy 

 
Attachment E 

 
Receiving Unit Compatability Test - Liquids 

 
Until closure of the facility 

 Network Drive or 
Hardcopy 

 
Attachment B 

 
Off Spec Procedure / Load Rejection Protocols 

 
Until closure of the facility 

 Network Drive or 
Hardcopy 

 
Attachment B 

 
 

Notes: 
(1) MMS refers to the facility computer system, commonly referred to as the Materials Management System or MMS. Network drive or hardcopy refers to electronic versions of documents (typically MS Word or Adobe pdf) or paper copies of documents. 
(2) Hardcopy manifests and LDR notices are maintained in separate files for each generator location, organized by generator name. 
(3) The retention period for all records required under 40 CFR Parts 262, 264, and 268 are extended automatically during the course of any unresolved enforcement action regarding the facility or as requested by the Director. 

 
24MW20 
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Table J-2 
Recordkeeping Requirements for TSD as Generator 
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Table J-3 
Recordkeeping Requirements for Filter Cake for Metals Reclamation Operation 

 
Operating Record Documents of Filter Cake for metals reclamation and the method and date(s) of its storage 

 
Record Retention Period Regulatory Reference Primary Storage 

Method at Facility(1) 
Permit Reference 

Description and the quantity of each shipment of Filter Cake for metals 
reclamation and the method and date(s) of its storage 

 
Until closure of the facility 

 
40 CFR 264, Appendix I 

 
MMS and hardcopy 

 

The location of each container of Filter Cake designated for reclamation, 
quantity at each location, including cross references to manifest duocument 
numbers if accompanied by a manifest 

 
 
Until closure of the facility 

  
 
MMS and hardcopy 

 

 
Records documenting personnel training for operation of Filter Cake for 
metals reclamation 

Until closure of the facility for current employees. 3 
years from the date the employee last worked at the 
facility for former employees. 

 
 
40 264.16 

 
Network Drive or 
Hardcopy 

 
 
ATTACHMENT F 

Results of waste analysis including pre-acceptance analysis that includes 
fingerprint testing described in Attachment B - Solids (Filter Cake) Blending 
for Offsite Metals Reclamation including pH, appearance, noticeable odor, 
oxidizer screen, organic vapor screen, paint filter liquids, suflide screen, and 
cyanide as well as testing for total cyanide and metals listed on Table 1 of 40 
CFR Part 261.24(b) prior to blending 

 
 
 
 
 
3 years from date of analysis 

 
 
 
 
 
40 CFR 264.13, 40 CFR Part 262.11 

 
 
 
 
 
MMS and hardcopy 

 
 
 
 
 
ATTACHMENT B 

Summary reports and details of all incidents that require implementation of 
the facility Contingency Plan for F006 Blending Operation 

 
3 years from date of analysis 

 
40 CFR 264.17 

Network Drive or 
Hardcopy 

 
ATTACHMENT E 

Records and results of inspections in container storage area where Filter 
Cake blending for metal reclamation occurs. This includes container 
inspection, storm water management, and container storage area 
inspections 

 
 
 
3 years from date of inspection 

 
 
 
40 CFR 264.15(d) 

 
 
Network Drive or 
Hardcopy 

 
 
 
ATTACHMENT D 

Hazardous waste manifests for shipments for Filter Cake for metal 
reclamation received and accepted by the facility 

 
3 years from date received 

  
MMS and hardcopy 

 
ATTACHMENT B-3.3 

Uniform hazardous waste manifests of Filter Cake for metal reclamation 
shipped off site 

3 years from date of waste was accepted by the initial 
transporter 

 
40 CFR 262.40(a) 

 
MMS and hardcopy 

 
ATTACHMENT B-3.3 

Copies of notices, certifications, restricted waste determinations whether by 
knowledge of the waste, testing, or supporting data and other documentaton 
of Filter Cake for metals reclamation 

 
3 years from date the waste last sent to off-site 
treatment, storage, or disposal 

 
 
40 CFR 268.7(a)(5) 

 
 
MMS and hardcopy 

 
 
ATTACHMENT B 

 
Notes: 
(1) MMS refers to the facility computer system, commonly referred to as the Materials Management System or MMS. Network drive or hardcopy refers to electronic versions of documents (typically MS Word or Adobe pdf) or paper copies of documents. 
(2) The retention period of all records under 40 CFR Parts 262, 264, and 268 are extended automatically during the course of any unresolved enforcement action regarding the facility or as requested by the Director 
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APPENDIX J-A 
 

EXAMPLE COMPLETED WASTESTREAM SURVEY FORM (SIGNED) 
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EXAMPLE PRE-APPROVAL SAMPLE ANALYSIS 
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EXAMPLE WASTESTREAM SAMPLING AND ANALYSIS DATA 
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APPENDIX J-D 
 

EXAMPLE WASTE CHARACTERIZATION INFORMATION 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-2 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-3 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-4 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-5 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-6 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-7 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-8 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-9 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-10 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-11 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-12 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-13 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-14 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-15 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-D-16 

 

 

 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-E-1 

 

 

 
 
 
 
 
 
 
 
 

APPENDIX J-E 
 

EXAMPLE WASTE CHARACTERIZATION OF PRECIPITATION COLLECTED IN SUMPS 
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APPENDIX J-F 

EXAMPLE LDR NOTICES 
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APPENDIX J-G 
 

EXAMPLE PRE-ACCEPTANCE LDR NOTICE 
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RECEIVING UNIT COMPATIBILITY TEST FORM 
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VOLATILE ORGANIC COMPOUND SCREENING 
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LIST OF EQUIPMENT SUBJECT TO SUBPART BB 
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Equipment 
Identification 

 
Approximate Location 

 
Equipment Type 

Percent 
by 

Weight 
Organics 

 
Physical 

State 

Method of 
Compliance 

With 
Standard 

 
C-002 

 
200 Line 

Female Hose 
Link (Camlok) 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
C-003 

 
200 Line 

Threaded 
Connection 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
C-004 

 
200 Line 

Threaded 
Connection 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
C-005 

 
200 Line 

Threaded 
Connections 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
F-006 

 
200 Line 

 
Flange 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
V-007 

 
200 Line 

 
Valve 

 
>10% 

 
Liquid 

40 CFR Part 
264.1061 

 
F-008 

 
200 Line 

 
Flange 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
C-009 

 
200 Line 

Threaded 
Connections 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
P-010 

 
200 Line 

 
Pump 

 
>10% 

 
Liquid 

40 CFR Part 
264.1052(a)(1) 
and (2) 

 
C-011 

 
200 Line 

Female Hose 
Link 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
C-012 

 
200 Line 

Threaded 
Connections 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
 
F-012 

 
 
200 Line 

Flange w/ 
Threaded 
Connections 

 
 

>10% 

 
 

Liquid 

 
40 CFR Part 
264.1058(a) 

 
F-014 

 
200 Line 

 
Flange 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
 
F-015 

 
 
200 Line 

Flange w/ 
Threaded 
Connections 

 
 

>10% 

 
 

Liquid 

 
40 CFR Part 
264.1058(a) 

 
C-016 

 
200 Line 

Female Hose 
Link 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
C-017 

 
200 Line 

Threaded 
Connections 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
F-018 

 
200 Line 

 
Flange 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
V-019 

 
200 Line 

 
Valve 

 
>10% 

 
Liquid 

40 CFR Part 
264.1061 

 
F-020 

 
200 Line 

 
Flange 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
F-021 

 
200 Line 

 
Valve 

 
>10% 

 
Liquid 

40 CFR Part 
264.1058(a) 

 
V-022 

 
200 Line 

 
Flange 

 
>10% 

 
Liquid 

40 CFR Part 
264.1061 

 
F-023 

 
200 Line 

 
Flange 

 
>10% 

 
Liquid 

40 CFR Part 
264.1061 

 
C-024 

 
200 Line 

Threaded 
Connection 

 
>10% 

 
Liquid 

40 CFR Part 
264.1061 
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Equipment 

Identification 

 
Approximate Location 

 
Equipment Type 

Percent 
by 

Weight 
Organics 

 
Physical 

State 

Method of 
Compliance 

With 
Standard 

 
C-025 

 
200 Line 

Threaded 
Connections 

 
>10% 

 
Liquid 

40 CFR Part 
264.1061 

 
C-026 

 
200 Line 

Female Hose 
Link 

 
>10% 

 
Liquid 

40 CFR Part 
264.1061 

 
C-027 

 
Loading/Unloading Pad 

Male Hose Link 
(Camlock) 

 
>10% 

 
Liquid 

40 CFR Part 
264.1061 

 
C-028 

 
Loading/Unloading Pad 

 
Male Hose Link 

 
>10% 

 
Liquid 

40 CFR Part 
264.1061 

 
C-029 

 
Loading/Unloading Pad 

 
Male Hose Link 

 
>10% 

 
Liquid 

40 CFR Part 
264.1061 
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SCHEMATIC DRAWING OF ORGANIC WASTE CONSOLIDATION PROCESS 
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SUBPART BB OPERATING LOG 
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Subpart BB Operating Log 
 
 

Equipment Description Hours Operating 

Pumps 2" diaphragm pump 0 

Valves 
 

0 

Flanges 
 

0 

Other Connectors 
 

0 

Lines 
 

0 
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APPENDIX J-M 
 

SUBPART CC INSPECTION/MONITORING LOG 
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Table O-2 

Subpart CC Inspection/Monitoring Log1,2 
Heritage Environmental Services, LLC 

Coolidge, Arizona 
 
 

Container ID# Container 
Storage Area 

Container 
Volume 

Waste Type Type of Control Control Adequate? 

(note any defects)3 

Date of Inspection 
/ Monitoring 

Date of Tightness 
Testing 

(if applicable) 

OVA Reading 
(if applicable) 

Date Begin 
Repair 

(if applicable) 

Date Complete 
Repair 

(if applicable) 

Comments 
(include follow-up actions, if 

applicable) 

Inspector 
(print name) 

             

             

             

             

             

             

             

             

             

             

             

             

             

             

 
Notes: 
1For containers that are subject to Subpart CC with observed defects and that do not meet DOT packaging specifications 
2Submit this log to the ADEQ annual by February 1 for the previous calendar year 
3Immediately notify Maintenance Department when defects observed 
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APPENDIX J-N 
 

ORGANIC VAPOR ANALYZER (OVA) INSPECTION/CALIBRATION LOG 
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Table O-3 
Organic Vapor Analyzer (OVA) Inspection/Calibration Log 

Heritage Environmental Services, LLC 
Coolidge, Arizona 

 
Date Inspector/Calibrator Any visible defects? Zero Gas Calibration Gas Difference Calibration Response Time Comments 

 (print name)  Reading 1 2 3 Reading 1 2 3  1 2 3 Precision  1 2 3  
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APPENDIX J-O 
 

SOP FOR NOTIFYING TRANSPORTERS OF ADEQ POLICY STATEMENT FOR LEARNING 
SITES 
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1. POLICY 
 

It is the policy of Heritage Environmental Services, LLC. (“Heritage”) to comply with ADEQ policy 
which states the protection of learning sites will be a factor in facility permitting. 

 
2. SUMMARY 

 
This program has been developed as guidance for ADEQ policy 1103 which applies to both 
TSD operations and transportation routes. As the Coolidge facility is not currently within two 
miles of a learning site, only the criteria regarding transportation routes apply. The 
transportation routes criteria in the policy states that facilities that transport hazardous waste to 
or from their location will be asked to consider alternate transportation routes to effectively 
minimize transportation near learning sites. Heritage does not currently anticipate any changes 
to transportation routes will be required as the main route to the facility (I-10 to SR 287) appears 
to be the route that minimizes transportation near learning sites. 

 
3. DEFINITIONS 

• Link to ADEQ policy statement 1103.0 (and copy attached) 
• Learning sites consist of all existing public schools, charter schools, and private schools 

at the K-12 level, and all planned sites for schools approved by the Arizona School 
Facilities Board. 

 
4. RESPONSIBILITIES 

 
Heritage Coolidge management personnel are responsible for: 

• Reviewing this SOP on an annual basis at a minimum to determine if updates are needed. 
This will include reviewing the ADEQ website at http://azdeq.gov/emaps to confirm no 
changes to the locations of learning sites has occurred which would require changes to 
this procedure. 

• Revieing this SOP with all Heritage drivers to assure knowledge of the ADEQ policy and 
the information contained in this SOP. 

• Posting this SOP in the driver area to assure all drivers including 3rd party drivers are made 
aware of this information. 

 
Heritage and 3rd party drivers are responsible for minimizing transportation of hazardous 
materials near Arizona learning sites when feasible. 

 
5. GENERAL REQUIREMENTS 

 
The Heritage Coolidge Facility is not currently within two miles of a designated learning 
site. As a result, the requirements in Section 5.1 do not currently apply. The 
requirements in Section 5.2 apply to Heritage transportation-related activities. 

 
5.1 For facilities within two miles of a learning site: 

• Create a map displaying learning sites within two miles of the facility. 
• Discuss learning site permitting conditions with ADEQ personnel as needed 

through the permitting process. 
• Maintain an updated emergency contingency plan. 

https://legacy.azdeq.gov/function/laws/download/policy/050713-1103.0.pdf
http://azdeq.gov/emaps
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5.2 For transport activities associated with hazardous waste shipments: 
 

• Determine any learning centers on main truck routes (see map below). Based on 
the location of learning centers on the map, drivers should adhere to the following 
considerations: 

o  Utilize the main truck route of Interstate I-10 to East Highway 287 for 
shipments to and from the facility. 

o Minimize the use of East Highway 87 through the town of Coolidge when 
possible. Cases where use of E Highway 87 would be necessary can 
include: 
 Pickups along the route are required. 
 Detours / road construction / vehicular accidents limit the use of the 

main route. 
 Route originating from the east which does not utilize Interstate I- 

10 to access the facility. 
 

SOP Revision History 
 Revision Date Changes Summary 

Revision 0 7-13-23 New 
Revision 1   

Revision 2   
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RE: HERITAGE SOP AND ADEQ POLICY FOR TRANSPORTATION NEAR LEARNING 
SITES 
I acknowledge that I have received and reviewed a copy of the Heritage SOP and the ADEQ’s 
Policy regarding transportation near learning sites (a.k.a. Schools). If I have any questions or 
need additional information, I will ask my contact at Heritage – Coolidge. 

 
Driver Printed Name Signature Date 
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1.0     Policy / Purpose 
Heritage has developed these work instructions to standardize operations 
associated with servicing our customers in an effort to provide the highest level of 
regulatory compliance and customer satisfaction. This SOP will instruct Heritage 
personnel on the requirements in place regarding Manifest Discrepancies / off 
specification materials. 

 
2.0 Key Points 

The proper management of off specification materials is critical to all personnel 
managing wastes through our network of locations. Errors and incomplete 
documentation can affect profitability, facility compliance, regulatory reporting, and 
most importantly safety. These issues can occur both at your facility and at all 
Heritage and 3rd party TSDFs that handle the materials after you. Key points to 
remember include: 

 
1) Document all off specs. MMS comments, location logs, and e-mail 

communications are all necessary to document issues. Including this 
documentation when scanning manifest copies is also requested, when 
possible. 

2) Generators (through the Heritage AC) must approve all changes made to off 
spec paperwork / materials. Documentation solely from a broker or Heritage 
representative is unacceptable. 

3) Discrepancies must be resolved prior to shipment off site (or at a minimum, 
initial steps taken to correct and actions communicated to management at 
the next facility). 

4) Compliance personnel must be involved with any off spec involving 
• Count discrepancies 
• Rejections to alt TSDs 
• Returns to generators 
• 3rd parties reporting the receipt of the wrong materials 

5) All noted errors must be resolved prior to accepting possession of a shipment 
from a third party transporter. All quantities must be confirmed and an 
inspection of all containers, markings, and labels must be complete and 
accurate prior to acceptance by Heritage. 

 
3.0 Types of Discrepancies / Off Spec Materials 

There are 2 main classes of waste discrepancies, paperwork issues and material 
issues. 

 
3.1 Paperwork / Count / Wrong Facility Issues 
These types of discrepancies can often include multiple containers and can involve 
significant work to resolve. You must contact a Heritage Compliance Manager 
(Corporate and / or Heritage TSD it is destined for) for assistance with these 
types of discrepancies. Discrepancies of this type include: 

 
• Count errors / missing drums 
• Wrong or missing paperwork 
• Items delivered to wrong location. 
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These types of discrepancies are difficult to fully track as there are often multiple 
manifests and items involved. It is critical that these issues are found and 
addressed at the initial Heritage facility because resolution becomes much more 
difficult as the materials are moved to different facilities. 

 
3.2 Material / Container Issues 
These types of discrepancies often include a single container and are often found 
as a result of sampling activities. Discrepancies of this type can include: 

• Chemical / wastestream inconsistencies 
o Solid / Liquid / Gas inconsistencies 
o Analysis does not match wastestream profile range 
o Prohibited materials 

NOTE: Prohibited materials must be moved to the Lab Depack 
Storage Area and shipped off-site within 15 days. 

• Quantity discrepancies – Greater than 10% weight discrepancy 
• Wastestream matrix inconsistencies 
• Container issues 

o Incorrect size 
o Incompatible container 
o Damaged containers 
o Labeling / Marking issues 

3.3 Wastestream / Compliance Holds 
Items are often place on hold by corporate approvals prior to arrival at the facility. 
These holds are utilized to assure specified special handling takes place or 
additional paperwork such as packing lists are approved prior to acceptance. 
These types of holds are not considered an off-spec scenario but are managed 
through the same process in most cases and the documentation and paperwork 
requirements are similar. 

4.0 Off Spec Resolutions 
 

4.1 Accept as is – Heritage management personnel can agree to accept the 
off-spec material as received. This option still requires full documentation 
of the issue and contact with the generator. See Section 5 below for 
discrepancy resolution process. 

 
4.2 Accept with modified billing additional / alternate processing – Similar to 

4.1, Heritage will accept the material but due to additional / alternate 
processing required to manage the material safely, compliantly and 
efficiently an additional charge to the customer is required. Additional 
contact with the Heritage Account Coordinator will be required to assure 
billing is adjusted and processed correctly. See Section 5 below for 
discrepancy resolution process. 

 
4.3 Reject to Alternate TSD – Generally reserved for situations where the 

facility is unable to manage the material due to regulatory or processing 
restrictions or in cases where the off-spec material can be managed by a 
different facility in a more cost effective manner. See Section 6 below for 
specific information and requirements associated with rejecting materials 
off-site. 
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4.4 Return to generator – In situations where a discrepancy resolution cannot 
be agreed upon with the generator, the only remaining option is to return 
the material to the generator. See Section 6 below for specific information 
and requirements associated with rejecting materials off-site. 

 
5.0 Steps to resolve a discrepancy 

 

5.1 Discrepancy is found 
5.2 Material in question is segregated and marked with discrepancy / hold 

information (date, reason for the hold, initials of employee, and any other 
pertinent information) 

5.3 No further processing / movement is authorized until discrepancy is 
resolved 

5.4 Supervisor is contacted 
5.5 Discrepancy is noted in the MMS via computer or handheld scanner (note 

reason for discrepancy in comments - transaction, billing, or container 
comments) 

5.6 Resolution options are determined by the supervisor 
5.7 Account coordinator is notified and preferred resolution is communicated 
5.8 Generator / customer is contacted 
5.9 Generator / customer determines resolution after consulting Heritage 

personnel 
5.10 Once container issue is resolved location management must go into waste 

inventory and remove / resolve the hold in the MMS. 
5.11 Location management will then notify the material handler that the material 

can be stored / accepted and to remove the “HOLD” sticker. 
5.12 Supervisor will make changes on the manifest and other required 

paperwork as needed. Manifest changes must be initialed / dated by the 
person making the change 

5.13 Changed paperwork is rescanned into the MMS 
 

General steps for an off-spec not requiring return / rejection off site are complete. 
There are additional steps required for a rejection / return. See 6.2 below for 
additional information 

 
6.0 Rejection / Return Procedures 

Due to the increased risks, costs, paperwork, and reporting associated with a 
material rejection / return, every effort should be made to minimize these 
instances. Scenarios that must result in a rejection / return include: 
• The Heritage facility is unable to accept (wrong facility / not permitted to 

take material) 
• The Heritage Facility is unable to safety process / repackage the material 
• The customer is unwilling to pay the off-spec fees associated with the 

discrepancy 
 

6.1 Types of rejections 
6.1.1 Full Rejection is generally the best option when possible. It involves 

the least amount of paperwork and computer inventory changes 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-Q-5 

 

 

and results in more complete tracking and reporting. Materials / 
loads eligible for a full rejection include: 
• Bulk loads – Liquid tankers or Solid materials in roll off or 

dump trailers 
• Wrong TSD – if a manifest arrives at a TSD that it is not 

manifested to 
• Wrong manifest – When materials are shipped on the wrong 

manifest 
• Single item on a manifest – If a manifest only contains one 

item 
 

6.1.2 Partial / Container Rejection is required when only a part of a 
shipment is off-spec and the remaining materials can be processed 
normally. Partial rejections can include, bulk containers with a 
remaining heel, or any other rejection scenarios involving less than 
all materials on a manifest 

 
6.2 Steps to reject / return manifested materials – Please utilize the checklist 

(contained on Page 5 of this procedure) to assure all required steps in 
rejecting / returning materials are completed and properly documented. 
Generally there are communication tasks, documentation steps, paperwork 
changes, and MMS inventory changes that are required for all material 
returns / rejections. 

 
6.2.1 Required communication 

• AC – must be contacted and address any customer, billing, 
and logistics issues resulting from the return. 

• Customer / Generator – we must have documented 
communication from the customer authorizing the rejection 
/ return 

• Transporter – Scheduling and billing associated with the re- 
transport of materials must be completed 

• Facility receiving the waste next (if not destination facility) – 
If the waste will be going through a Heritage or 3rd party 10- 
day, that facility must be notified of the pending shipment 
and any routing instructions 

• Destination facility – Personnel at the receiving facility must 
be contacted and approve both the material receipt and 
scheduled arrival 

 
6.2.2 Required documentation 

• Manifest notations or new manifest 
• MMS 
• Proof of customer acceptance 
• Verification that material reached its new destination. This 

can take the form of receiving a manifest copy back from the 
destination TSD or from the customer / transporter 
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6.2.3 Manifest / paperwork changes – Click link below for additional 
details 
• Heritage Manifest Manual 

 

6.2.4 MMS / Computer changes - Click link below for additional details 
• Inventory Special Maintenance Manual 

 
 

SOP Revision History 
Revision Date Changes Summary 
Revision 0 07/30/08 New 
Revision 1 3-6-14 Complete rewrite 
Revision 2 3-9-16 Minor updates and removal of 6.2.3 and 6.2.4 
Revision 3 5-15-17 Added links to 6.2.3 & 6.2.4 and minor addl changes 
Revision 4 1-23-24 Minor updates 

https://collabtools.sharepoint.com/sites/HEG/_layouts/15/DocIdRedir.aspx?ID=HEG0-983354795-2088
https://collabtools.sharepoint.com/sites/HEG/IT_Resource_Documents/MMS%20WINV%20RULES%20OVERRIDES.pdf
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1. POLICY 
It is the policy of Heritage Environmental Services, LLC. (“Heritage”) to have written Standard 
Operating Procedures. Heritage activities regarding responding to container leaks and spills 
shall comply with all federal, state, and local laws as well as safe practices dictated by Heritage. 
This SOP must be reviewed annually by all employees and third party contractors engaging in 
container leaks and spills responses. 

 
2. PURPOSE 
Our goal is to have no accidents, no spills, and no other incidents, which could adversely affect 
our employees, the public, or the environment. Properly managing leaking containers is an 
essential part of working safely both at our facilities and at our customer’s sites. The purpose of 
this SOP is to describe the proper procedures to safely, efficiently, and compliantly manage 
leaking and/or spilled containers during storage/staging or handling at the Coolidge, AZ facility 

 
3. DEFINITIONS 
CONTAINER – a drum, box or tote that meets the UN specification to safely transport or store 
both hazardous and non-hazardous waste 

 
PPE – Personal Protective Equipment 

DCS – Document Control Specialist 

4. RESPONSIBILITIES 
Prior to taking any action on a leaking or spilled container, the 11 Day Supervisor and/or the 
Facility Manager should be called to perform a hazards assessment of the area. This includes 
the location of the container in relation to other containers in the trailer, staging, or storage area. 
Potential incompatibility concerns in the event of a release should be addressed. There needs 
to be adequate spacing around the container to maneuver people and equipment. 

 
5. GENERAL REQUIREMENTS 

PPE 
Nitrile gloves 
Shovels 
Brooms 
Respirator (if needed) 
Absorbent (Quick-Sorb) 
Over Pack Container(s) poly or metal 

 
6. PROCEDURES 

6.1 Assessment of the situation includes, but is not limited to the following: 
• Signs that container is under pressure, such as swelling or bulging 
• Determine if there is an imminent risk of the container rupturing (hissing, rocking, 

fuming, etc.). If this is the case, the area MUST be evacuated. 
• Symbols, words, or other markings on the container indicating the type of 

material (hazardous or non-hazardous) that it contains and the material fits the 
waste stream profile (this is typically written on the top of the container and on 
the container label affixed to the side of the container) 

• The container type, which is also a good indication of the type of material within 
such containers 

• Signs of deterioration (for over packing) 
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• The type of container lid (closed top, removable-top with or without bungs) 
• Don PPE as per the assessment 

 
PLEASE NOTE: Containers may be under pressure even if they do not show any outward signs 
of pressurization. Most drums will not start to exhibit outward signs of pressurization until 6-8 
psi. Pay particular attention to containers of aerosols, flammable liquid loose-packs and drums 
that may contain organic material that may decay, generating hazardous gases. 

 
6.2 Removal and over pack 

• Once the situation assessment is complete and there is no immediate danger, 
the next step is to contain the leak and/or over pack the leaking container 

• Control the spill by placing enough absorbent (Quick-Sorb) to contain the spill to 
a small area and remove the leaking and/or spilled container and over pack the 
container 

• Use a fork lift as well as drum-cinch or drum clamp to lift the drum and safely 
place it in a compatible over pack container 

Poly drum for acids 
Metal drum for flammables 

• Close the over pack 
• Have the inbound DCS generate a label and bar code consistent with the 

material that was over packed 
• Affix label and bar code to outside of over pack along with appropriate DOT 

diamonds 
6.3 Clean Up Procedures 

• Depending on what was spilled, use compatible spill clean up material 
• Swap soaked absorbent material with new absorbent material until all spilled 

material is absorbed 
• Using brooms and shovels, place all clean up material into a container for 

disposal. NOTE: never pick up material by hand 
• Have the outbound DCS generate a Heritage unique label and bar code for the 

contaminated material. 
• Affix label and bar code to outside of container along with appropriate DOT 

diamonds 
6.4 Decontamination and used PPE are placed in the satellite accumulation drum 
located on the 

dock 
6.5 Post Clean Up Inspection 

• When the area has been properly cleaned and no material is present 
notify the supervisor and/or manager 

• The 11 Day Supervisor and/or Facility Manager shall do a post inspection 
of the area to ensure that the leak has been contained and/or spilled 
material has been properly cleaned and there are no liquids present and 
also to ensure there are no additional containers leaking. 

 
SOP Revision History 
 Revision Date Changes Summary 

Revision 0 06/14/07  
Revision 1 05/30/17 Minor formatting revisions 
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1.0 POLICY 
Heritage activities regarding railcars shall comply with federal, state, and local laws as 
well as safe practices dictated by the railcar manufacturer and those deemed as 
established safe work procedures by the rail way industry. 

 
2.0 PURPOSE 

This procedure describes requirements for working around or on rail ways, specifically 
detailing the loading and unloading of bulk tanker cars at fixed facilities. 

 
 

3.0 REFERENCE MATERIALS 
*49CFR Part 174 – DOT Requirements for Carriage by Rail 
*Federal Railroad Administration (FRA) www.fra.dot.gov/ 
*Movement Approvals – FRA site for on line application for one time movements 
*FRA Hazardous Materials Guidance #127 – One-Time Movement Approval Procedures 
*Indy Treatment Center SOPs 16-03, 16-29, & 16-30 
*OTMA Regulations Guidance: 

 

Rail OTMA 
Regulations.pdf 

 
 

TABLE OF CONTENTS 
General Safety Requirements 
Loading Bulk Liquid Tanker Railcars 

Unloading Bulk Liquid Tanker Railcars 
Appendix A – Inspection Forms 
Appendix B – Tank Car General Information 

 
4.0 RAILCAR - GENERAL SAFETY REQUIREMENTS 

4.1 Only trained employees will move, load, or unload railcars. These workers 
should understand the possible dangers of fire, explosion, and toxic effects from 
exposure to hazardous materials. A written certification of the following training 
requirements is required: 

 
4.1.1 HAZWOPER 24 / 40 hour training with annual 8 hour refresher 
4.1.2 General rail safety training (This SOP or acceptable alternative) 
4.1.3 Function specific (railcar loading / unloading) training 
4.1.4 Emergency training / Spill Prevention & Release Plan 
4.1.5 Security awareness / security plan training 

 
Training will be conducted prior to initial assignment and annually thereafter. 
Additional re-training is required if unsafe job performance is observed. 
Documentation will be maintained for all training conducted. 

http://www.fra.dot.gov/
https://www.fra.dot.gov/Page/P0516
https://www.fra.dot.gov/eLib/details/L15988
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Additional non-rail related training may also be required commensurate with the 
type of activity being performed. Reference the Heritage Peoplesoft training 
database for additional training requirements. 

 
4.2 The following inspections are required for all location with rails activities: 

4.2.1 Daily Rail Spur Inspection 
4.2.1 Prior to unloading inspection 
4.2.1 Prior to shipping inspection 

*Examples of acceptable inspection forms can be found in Appendix A. 
 

4.3 All facilities will have a documented site specific rail spur release prevention and 
response plan (or a designated section in their site contingency plan). The plan will 
cover the following at a minimum: 

4.3.1 Actions to prevent hazards 
4.3.2 Actions to respond to a release 
4.3.3 Actions to assure regulatory compliance 
4.3.4 Emergency contact information 
4.3.5 Locations of applicable emergency equipment 

 
Heritage Field Crews working on off-site facilities will have job specific safety 
plans in place which cover the same elements as listed above. 

 
4.4 Permission to take a track out of service must be obtained from the railway 

supervisor prior to performing any work within 6 feet of any track. 
 

4.5 Each hazmat employee responsible for loading / unloading a tank car must secure 
access to the track to prevent entry by other rail equipment and place caution signs 
on the track or on the tank cars to warn persons that the tank car is connected to 
unloading equipment. Caution signs must be rectangular, at least 12 inches high x 
15 inches wide, be constructed of durable material, and bear the word “STOP” 
sized at least 4 inches in height. The letters must be white on a blue background. 

 
4.6 There must be an established communication method in place between crew 

members prior to the commencement of work. Communication can take the form of 
hand signals or radio communications (but not both). Distress calls will be 
preceded by the word “EMERGENCY” repeated 3 times. 

 
4.7 Follow established Heritage fall protection protocols and procedures when 

mounting / dismounting rail equipment. This includes maintaining 3 points of 
contact at all times and utilizing fall protection devices when required. 

 
4.8 Employees must follow the designated rail crossing route established by Heritage 

allowing employees to pass to and from places without passing under, over or 
through the railcars, or between the cars that are less than 10 feet apart on the 
same track. When an established route is not available these general procedures 
must be followed: 

4.8.1 Do not cross within 10 feet of a parked railcar 
4.8.2 Do not cross between uncoupled cars 
4.8.3 Stop, look, and listen prior to proceeding across the tracks 



Heritage Environmental Services, LLC 
AZD081705402 

Recordkeeping and Reporting  

24MW2028 J-T-4 

 

 

4.8.4 Never step on rails, as they may be slippery 
4.8.5 Never crawl under rail equipment or climb over moving equipment. 
4.8.6 Never move from car to car 

 
4.9 Prior to working on, under, within, or near railcars the handbrake must be set and 

wheels must be chocked or otherwise prevented from moving in both directions. 
Two chocks should be used to restrain the wheels, one on each side of the train 
with the same axel. 

 
4.10 Heritage will post warning signs near doorways that open onto tracks, or at blind 

corners, and at similar places where an employee’s vision may be restricted. 
Heritage will also post signage in areas that have insufficient clearances for 
employee access between railcars and structures. 

 
4.11 It is each employees responsibility to use extreme caution whenever working on or 

near railways. The employee must be alert to approaching trains and use extreme 
caution. Keeping in mind that the train/railcar has the right of way at all times. 

 
4.12 General loading / unloading safety procedures: 

4.12.1 All loading / unloading is to be conducted from the top of the railcar. No 
Loading or unloading is to be conducted using belly valves. 

4.12.2 No loading / unloading of materials is to be conducted during rain events 
and all spill prevention systems must be engaged prior to starting work. 

4.12.3 All spill control measures are to be in place prior to operations 
4.12.4 Review test stencils on railcar to confirm the car is not overdue any test or 

qualification. Do not load any car with overdue tests or inspections. 
Contact your supervisor if and overdue conditions are found regarding a 
railcar on Heritage premises. 

 
5.0 LOADING BULK TANKER RAILCARS 

5.1 All Heritage personnel handling the loading of bulk materials shall wear the required 
personal protective equipment as outlined in the Health and Safety Plan or location 
personal protective equipment guidelines for the specific material involved. At a 
minimum the PPE requirement will include an approved hard hat, approved safety 
shoes / boots, safety glasses, and a reflective vest / jacket. 

 
5.2 Prior to loading, tanker should be carefully checked for condition and to determine 

the contents of each railcar / verify the car is empty. 
 

5.3 Obtain authorization / required paperwork from your direct supervisor for the 
tanker loading 

 
5.4 Check to make sure the blue “STOP” / Caution – Men At Work” sign is on the rail 

spur or car that you will be loading. Employees must place on the track signage to 
give warning to persons approaching from the open ends of the track. This 
signage can either be a Caution sign or it can read “Tank Car Connected” 

 
5.5 All railcars must have their wheels securely chocked on both sides and the derailer 

must be in place before the cars are hooked up. Ensure that rail switches are 
aligned so that it would divert any incoming railcars to a different line that is not 
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being used to perform the unloading operations. Rail switches must also be locked 
with a padlock. Place secondary containment pans under railcar, ensure than 
railcar is positioned over spill protection devices, and ensure that all spill control 
measures are in place. 

 
5.6 Verify that a qualified worker will be present throughout the entire loading operation 

and at all times when the car is connected. If it is necessary to discontinue 
operations before they are completed, close the outlet valve and replace the dome 
cover and chamber cap. Do not allow tank cars to stand with loading connections 
attached after operations are completed. 

 
5.7 A FM/NFPA approved grounding system shall be used between the railcar and the 

loading station for any flammable or explosive material. The grounding switch 
must be in the “off” position before the wire is attached to the railcar. After the wire 
is securely attached to the railcar, the switch shall be turned to the “on” position 
before unloading or loading is started and left in this position until the loading is 
completed and all connections have been removed. 

 
Manway cover removal / closure 
5.8 Removing Cover – These are the general steps required for removing covers. 

Always remember to relieve the tank car of interior pressure before removing the 
domed manhole cover or outlet valve cap. 

5.8.1 Screw Type Dome Cover – loosen by using a bar placed between the lug 
and knob on the covers top. Make two complete turns to expose the ½ 
inch vent holes in the threaded portion of the dome cover. If escaping 
vapors are heard, tighten the cover and release the pressure by raising 
the safety valve. 

5.8.2 Bolted Dome Cover – unscrew all the nuts one turn and lift the cover to 
break any adhesion between the cover and the dome’s ring. If there is a 
sound of escaping pressure, tighten the dome and repeat the venting 
operation. 

5.8.3 When no pressure is detected continue loosening dome fixture 
5.8.4 Remove all pre-existing security seals prior to loading. 

 
5.9 Move the loading hose to the top of the railcar 

5.9.1 Attach pulley and rope to your belt loop and climb to the top of the railcar. 
5.9.2 Once tied off or otherwise secured, per Heritage Fall Protection 

guidelines, attach pulley to side of railcar and feed rope through pulley. 
5.9.3 Have ground personnel tie rope to unloading hose and lift hose to top via 

rope / pulley. 
5.9.4 Once at top of railcar, unloader will grab the hose and secure it in the 

proper position. 
 

5.10 Place the end of the hose in the railcar ensuring the hose reaches the bottom of the 
tanker. 

5.10.1 A double block and bleed valve (spool valve) arrangement must be 
provided on all liquid transfer lines that must be disconnected. 
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5.11 Connect the other end of the hose to the tank / tanker truck the material contained 
in. Verify correct tanker / tank with supervisor prior to connection. Record level of 
receiving tank prior to transfer if applicable. 

 
5.12 Tie down the hose to assure it staying secure / in place during transfer. 

 
5.13 Place the Manway cover on the hose to further secure and prevent foreign objects 

from entering. 
 

5.14 Turn on the tank pump / pump mechanism on the tanker truck. Begin the loading of 
the material. 

 
5.15 Continually monitor the level of the tank / tanker truck / railcar to prevent 

overflowing. Monitor surrounding area for any leaks / spills. 
5.15.1 Sufficient outage must be left in tank to allow for possible expansion. 

Refer to applicable regulations for correct outage for the commodity 
loaded. 

5.15.2 Do not load more the 6,000 LBS under maximum load weight. 
 

5.16 When loading is complete remove hose from loading tank / tanker truck and purge 
the material in the hose. After complete turn off pump. 

 
5.17 When pumping is complete, signal operator you are ready to remove hose 
5.18 Loosen hose tie downs and slowly remove hose from tanker / material. Hose 

should be cleaned as it is removed. Dispose of wipes in proper waste 
accumulation containers. 

 
5.19 Remove all tie downs, cap hose, and lower hose to the ground. 
5.20 Close and Seal Manway Covers 

5.20.1 Clean off any product, debris, or dirt/ residue and inspect the condition of 
the cover gasket and sealing edge of the Manway ring for sealability. 
*Replace if defects noted. Always verify that gasket is appropriate for the 
type of railcar and material when replacing. Replace with flange (Pre- 
seated) designed gasket whenever possible to assure the gasket will not 
shift during the manway closure process. 

5.20.2 Close cover and center so gasket is in full contact with the sealing edge 
of the Manway ring. 

5.20.3 Swing all cover eyebolts to a vertical position and hand tighten the nuts. 
Check again for proper gasket sealing. 

5.20.4 Use an 18” (max) wrench handle for tightening bolts 
5.20.5 Snug up nuts (about ½ turn at a time) going from side to side as shown: 
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6 Bolt Arrangement 8 Bolt Arrangement 
 

Continue tightening in above sequence or in rotation until all nuts feel securely 
and evenly tightened. 

 
5.21 After the cover is bolted in place and all nuts tightened, check hinge pin for 

looseness. If pin shows evidence of binding, the gasket may not be sealed 
properly and leakage could occur. If this condition exists notify your supervisor for 
additional instruction. 

 
5.22 Place security seal on manway and record number(s) on outbound inspection form. 

Note: Always remove any pre-existing security seals prior to installing new security 
seals. 

 
5.23 Verify that all outlet caps, manway covers, plugs, valves, and caps are PROPERLY 

and SECURLY CLOSED. 
5.23.1 A tank car that shows any evidence of leaking must not be offered for 

transportation. 
5.23.2 Reference the attached FRA documents for additional information 

regarding inspection and operation of manways: 

2013-6 RFA Inspection   Advisory 
Guidelines for Hing manway safety eyeb 

 
5.24 Place security seal on protective covering and record number on outbound 

inspection form. Note: Always remove any pre-existing security seals prior to 
installing new security seals. 

 
5.25 Securely close / cap all valves / hoses on supply truck / tank. Completely wipe 

hose, clean any drips on tanker, railcar and in unloading area, and properly store 
hose for next use. 

 
5.26 Disconnect all grounding wires and remove containment pans. Record final tank 

level(s) if applicable. 
 

5.27 Prepare full railcar for movement offsite 
5.27.1 Obtain all necessary outbound paperwork. Paperwork is to remain with 

loaded railcar at all times. 
5.27.1 Manifest / LDR 

1 

8 5 

4 3 

6 7 

2 

1 

6 3 

4 5 

2 
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5.27.1 Bill of Lading 
5.27.1 Railroad Specific Paperwork 

5.27.2 All railcars must have the proper DOT placards in place prior to shipment. 
Any non DOT labels markings that were affixed to the railcar during 
staging / storage (ex. Used oil label) must be removed from the placard 
area of the railcar prior to shipment. 

 

 
5.27.3 Inspect the railcar prior to shipment for any leaking or missing valves. 
5.27.4 Complete Outbound Railcar checklist and Notify Supervisor tanker is 

ready for pickup 
 

6.0 UNLOADING OF BULK TANKER RAILCARS 
6.1 All Heritage personnel handling the unloading of bulk materials shall wear the 

required personal protective equipment as outlined in the Health and Safety Plan 
or location personal protective equipment guidelines for the specific material 
involved. At a minimum the PPE requirement will include approved safety shoes / 
boots, and safety glasses. 

 
6.2 Prior to unloading, the proper shipping papers should be carefully checked to 

properly identify the contents of each railcar. Whenever possible, it is 
recommended that a sample of the railcar contents be collected and the 
materials verified by lab analysis prior to unloading into a storage tank in 
accordance with facility waste analysis plans. 

 
6.3 Complete the pre-unloading / railcar receipt inspection form 

 
6.4 Obtain authorization / required paperwork from your direct supervisor for the 

tanker unloading 
 

6.5 Check to make sure the blue “STOP” / Caution – Men At Work” sign is on the rail 
spur or car that you will be unloading. Employees must place on the track 
signage to give warning to persons approaching from the open ends of the track. 
This signage can either be a Caution sign or it can read “Tank Car Connected” 
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6.6 All railcars must have their wheels securely chocked on both sides and the de- 
railer must be in place before the cars are hooked up. Place secondary 
containment pans under railcar, ensure than railcar is positioned over spill 
protection devices, and ensure that all spill control measures are in place. 

 
6.7 Verify that a qualified worker will be present throughout the entire unloading 

operation and at all times when the car is connected. If it is necessary to 
discontinue operations before they are completed, close the outlet valve and 
replace the dome cover and chamber cap. Do not allow tank cars to stand with 
unloading connections attached after operations are completed. 

 
6.8 A FM/NFPA approved grounding system shall be used between the railcar and 

the unloading station for any flammable or explosive material. The grounding 
switch must be in the “off” position before the wire is attached to the railcar. After 
the wire is securely attached to the railcar, the switch shall be turned to the “on” 
position before unloading is started and left in this position until the unloading is 
completed and all connections have been removed. 

 
6.9 Manway cover removal / closure – These are the general steps required for 

removing covers. Always remember to relieve the tank car of interior pressure 
before removing the domed manhole cover or outlet valve cap. 
6.9.1 Screw Type Dome Cover – loosen by using a bar placed between the lug 

and knob on the covers top. Make two complete turns to expose the ½ 
inch vent holes in the threaded portion of the dome cover. If escaping 
vapors are heard, tighten the cover and release the pressure by raising 
the safety valve. 

6.9.2 Bolted Dome Cover – unscrew all the nuts one turn and lift the cover to 
break any adhesion between the cover and the dome’s ring. If there is a 
sound of escaping pressure, tighten the dome and repeat the venting 
operation. 

6.9.3 When no pressure is detected continue loosening dome fixture. 
 

6.10 Move the unloading hose to the top of the railcar 
6.10.1 Attach pulley and rope to your belt loop and climb to the top of the railcar. 
6.10.2 Once tied off or otherwise secured, per Heritage Fall Protection 

guidelines, attach pulley to side of railcar and feed rope through pulley. 
6.10.3 Have ground personnel tie rope to middle of hose and lift hose to top via 

rope / pulley. 
6.10.4 Once at top of railcar, unloader will grab the hose and secure it in the 

proper position. 
 

6.11 Place the end of the hose in the railcar ensuring the hose reaches the bottom of 
the tanker. 
6.11.1 A double block and bleed valve (spool valve) arrangement must be 

provided on all liquid transfer lines that must be disconnected. 
6.12 Connect the other end of the hose to the tank / tanker truck the material is to be 

transferred to. Verify correct tanker / tank with supervisor prior to connection. 
Record level of receiving tank prior to transfer if applicable. 

 
6.13 Tie down the hose to assure it staying secure / in place during transfer. 
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6.14 Place the Manway cover on the hose to further secure and prevent foreign 
objects from entering. 

 
6.15 Turn on the pump on the tanker truck. 

 
6.16 Continually monitor the level of the tank / tanker truck / railcar to prevent 

overflowing. Monitor surrounding area for any leaks / spills. 
6.16.1 Sufficient outage must be left in tank to allow for possible expansion. 

Refer to applicable regulations for correct outage for the commodity 
loaded. 

6.16.2 Do not exceed maximum load limit 
 

6.17 When loading / unloading is complete turn off pump. 
 

6.18 When pumping is complete, signal operator you are ready to remove hose 
 

6.19 Loosen hose tie downs and slowly remove hose from tanker / material. Hose 
should be cleaned as it is removed. Dispose of wipes in proper waste 
accumulation containers. 

 
6.20 Reopen vacuum valve to purge line and then reclose vacuum line. 

 
6.21 Remove all tie downs, cap hose, and lower hose to the ground. 

 
6.22 Close and Seal Manway Covers 

6.22.1 Clean off any product, debris, or dirt/ residue and inspect the condition of 
the cover gasket and sealing edge of the Manway ring for sealability. 
*Replace if defects noted. Always verify that gasket is appropriate for the 
type of railcar and material when replacing. Replace with flange (Pre- 
seated) designed gasket whenever possible to assure the gasket will not 
shift during the manway closure process. 

6.22.2 Close cover and center so gasket is in full contact with the sealing edge 
of the Manway ring. 

6.22.3 Swing all cover eyebolts to a vertical position and hand tighten the nuts. 
Check again for proper gasket sealing. 

6.22.4 Use an 18” (max) wrench handle for tightening bolts 
 

6.22.5 Snug up nuts (about ½ turn at a time) going from side to side as shown: 
 

1 
 

6 3 
 
 
 

4 5 
 

2 

6 Bolt Arrangement 8 Bolt Arrangement 

1 

8 5 

4 3 

6 7 

2 
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Continue tightening in above sequence or in rotation until all nuts feel securely 
and evenly tightened. 

 
6.23 After the cover is bolted in place and all nuts tightened, check hinge pin for 

looseness. If pin shows evidence of binding, the gasket may not be sealed 
properly and leakage could occur. If this condition exists notify your supervisor 
for additional instruction. 

 
6.24 Verify that all outlet caps, manway covers, plugs, valves, and caps are 

PROPERLY and SECURLY CLOSED. 
 

6.25 Securely close / cap all valves / hoses on receiving truck / tank and shut off PTO 
/ pump. 

 
6.26 Completely wipe hose, clean any drips on tanker, railcar and in unloading area, 

and properly store hose for next use. 
6.26.1 A tank car that shows any evidence of leaking must not be offered for 

transportation. 
 

6.27 Disconnect all grounding wires and remove containment pans. Record final tank 
level(s) if applicable. 

 
6.28 Prepare empty railcar for movement offsite 

6.28.1 Clean out railcar per established Heritage procedures 
6.28.2 Verify Railcar is empty (.3% of total volume) or 60 gallons for a 20,000 

gallon tank – 75 gallons for a 25,000 gallon tank. 
6.28.3 Re-close manway per section 6.22 above 
6.28.4 Complete “outbound railcar” inspection form 
6.28.5 Place security seal on manway and record number on outbound 

inspection form 
6.28.6 Notify supervisor railcar is ready for shipment. 

 
SOP Revision History 

Revision Date Changes Summary 
Revision 0 7/19/99 New 
Revision 1 12/26/07 SOP number change Unknown 
Revision 2 2-1-09 Complete Rewrite 

Revision 3 2-24-10 Updates to 5.22 and 5.24 to better detail manway closure requirements 
and security device usage. Combined outbound inspection forms (pg 15). 

Revision 4 3-2-10 Updated 5.20.1 & 6.22.1 to include gasket replacement recommendations. 
Added inspection form for arrival of empty railcars. 

Revision 5 10-10-11 Added sentence and picture to 5.27.2 and added removal of non-dot 
marking to outbound checklist – item 14. 

Revision 6 4-15-14 Added language to section 5.5 

Revision 7 6-19-15 Added OTMA reg guidance to section 3 and changed wt. limit language to 
5.15.2 

Revision 8 5-10-16 Added additional FRA information in reference section 

Revision 9 10-6-16 Added additional FRA information in 5.23.2 

Revision 10 3-22-17 Added line 19 to outbound tanker inspection checklist 
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Appendix A – Inspection Forms 
Appendix B – Tank Car – General Information 



 

 

 
 
 

Heritage Daily Rail Spur Inspection (Inspection Log for Waste Railcars) 
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Date / Time of 

Inspection 

 
Railcar / 
Trailer # 

 
Material(s) 

Staged 

 
Date of 
Arrival 

 
Date of 

Departure 

Time of 
Loading / 
Unloading 

 
 

Leaking? 

Security 
Measures in 

Place 

DOT 
Placards 
present 

 
Inspection 

Current 

 

Inspected 
By 

 
 

Comments 
       

Y 
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Heritage Railcar Inspection - Prior to unloading inspection 
Tank Car Inspection Checklist - Upon Arrival - Full 

 

Date: Tank Car No.    
 

Contents:    
 

Inspector: Unloader: Doc #:    
 

Inspector’s initials 
1. Blue “Caution Men At Work” Sign on Track    

2. Hand brake set, wheels chocked, derail set    

3. Tank car bonded an/or grounded (if applicable)    

4. Placards on all four sides    

5. All valve closed with no leaks prior to opening    

6. Examine all fittings, seals, and gaskets    

7. Exterior condition of tank    

8. Mechanical integrity of car (visual inspection)    

9. Railcar exhibits no sign or leaking    

10. Belly valve is securely closed    

11. All handrails are good condition    
 
 

Comments/Problems Noted: 
If Railcar has a problem or defect requiring corrective action please explain below. 
(Include actions taken to correct issue, corrected by, supervisor initial, and date corrected) 

 
 
 
 
 
 
 
 

Signature  Inspection date    
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Heritage Railcar Unloading Sheet 
 

Manifest #:   
 

Manifested Volume:     
 

Estimated Transfer Loads:    
(Manifested gallons / 5500) 

 
HES Doc #:    

QAQC Density:    
 

Load# 1 2 3 4 5 
Unit# Used      

Unloaded into      

Gross Weight      

Tare Weight      

Net Weight      

Start Level      

Start Time      

Stop Level      

Stop Time      

 
Total Gallons of all Transfers:    
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Heritage Railcar Inspection – Receipt of Empty Car 
Tank Car Inspection Checklist - Upon Arrival – Empty 

 
*Verify proper chocking and signage is in place prior to inspection 

 
Car # Man 

Way 
Valve 
Box / 
Valves 

Botto 
m 
Caps 

Date & Time Comments Signature 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

*If Railcar has a problem or defect requiring corrective action please explain in comments above 
and do not begin loading until actions have been taken to correct issue 
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Heritage Railcar Inspection - Prior to Shipping Outbound 
Tank Car Inspection Checklist – Outbound Railcar 

 
Date: Tank Car No. Prior Contents:     

Seal #(s):     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The chocks and blue “Caution” sign should not be removed until the railcar is ready for pick-up. 

Inspector 1 from above: Printed Name: _ Signature: _   
 

Inspector 2 from above: Printed Name: _ Signature: _   

Initial Below 
 Inspector 

1 
Inspector 

2 
 

1 Within maximum load limit 
  

 
2 Correct outage observed 

  

 
3 Valves with lock pins are closed and secure 

  

 
4 All unloading connections/hose/fittings are removed 

  

 
5 Bottom outlet cap tightened and secured with a 36” wrench 

  

 
6 Steam coil inlet and outlet caps are hanging (if applicable) 

  

 
7 Manway gasket is in good condition, replace if necessary 

  

 
8 Manway cover is closed on seated gasket, and security seal is in place 

  

 
9 Manway bolts tightened with wrench using star pattern (torque tight) 

  

 
10 

Under protective housing, valves are closed and plugs/caps/nuts wrench 
tight 

  

 
11 Safety relief vent / valve checked (replace frangible disk if needed) 

  

 
12 Protective housing is secured in place with lock pin and security seal 

  

 
13 All four sides are properly placarded and stenciling legible 

  

 
14 All non-DOT placards / markings (i.e. used oil) removed 

  

 
15 All tank car safety / inspection test dates are current 

  

 
16 Grounding / Bonding devices removed 

  

 
17 

Under frame checked for wear plates, springs, loose equipment, railings, 
etc. 

  

 
18 Exterior is clean and free of spills or residue 

  

 
19 Tank car is equipped with a (double-shelf) vertical restraint coupler 
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*If Railcar has a problem or defect requiring corrective action please explain below: 
(Include actions taken to correct issue, corrected by, supervisor initial, and date corrected) 

 

Supervisor’s Signature  Date    
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Appendix B – Tank Car – General Information 
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APPENDIX J-U 
 

EXAMPLE INVENTORY REPORT FOR EMERGENCY RESPONDERS 
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GUIDELINES FOR QUARTERLY STORM WATER INSPECTIONS 
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GUIDELINES FOR QUARTERLY STORM WATER INSPECTIONS 

 
1) Record the date, time, inspector name, and weather conditions during the inspection. The 

preferred time, but not required time of inspection is shortly after a precipitation event. 
 
2) Visually inspect storm water run-on/runoff structures for structural integrity and proper 

operation. Schedule repair or maintenance as needed. 
 
3) Visually inspect the fence-line berm surrounding facility in accordance with the hazardous 

waste permit, Appendix D-A. Schedule repair or maintenance in accordance with the 
requirements of the permit. (Note: The fence inspection is a monthly requirement in the 
hazardous waste permit.) 

 
4) Visually inspect the processing and loading/unloading areas for excessive solids and trash in 

the sump areas. Note if there is visual evidence of pollutants such as unusual coloration, 
excessive solids, or other visual indicators of pollutants. 

 
5) Visually inspect storm water (standing water/puddles and rainwater in sumps) for evidence of 

oil sheen, excessive solids accumulation that would result in excessive TSS, evidence of 
pollutants based on odor, color, or other visual indicators. Note clarity of the water. 

 
6) From the Roll-off Container Storage Area and the Bulk Loading Area (Tanker and Rail), on an 

annual basis, collect representative samples of the accumulated precipitation for off-site 
laboratory analysis [pH and RCRA metals (EPA Method 200.7 or equivalent) for the Roll-off 
Container Storage Area; pH, COD, oil & grease, BTEX, chloroform, methylene chloride, and 
tetrachloroethylene for the Bulk Loading Area (Tanker and Rail)]. The frequency of sampling 
may be increased if visual evidence indicates the potential for pollutants that may impact storm 
water in the areas. (Response to spills/releases in containment areas is conducted as 
described in the facility RCRA Contingency Plan.) 

 
7) Inspect each parking area (personal and commercial) for proper operation and for 

accumulation of solids and trash that could impact storm water. 
 
8) Check areas for significant erosion. Schedule repair or maintenance as needed. 

 
9) Note condition of grassy/desert scrub areas and whether not areas have been disturbed by 

facility operations to the extent that sediments would be impacting storm water. Visual 
indications would be evidence of muddy water, excessive erosion, or other similar conditions. 

 
10) Confirm bulk containers are tarped, even if empty. 

 
11) Confirm no blending or bulking operations are being conducted outdoors during rain events. 

 
12) Visually confirm presence and apparent condition of emergency spill response supplies at the 

processing and loading/unloading areas. Note any deficiencies or restocking necessary. 
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