San Mateo County CUPA
Hazardous Materials Business Plan
“Environmental Health Portal” Instructions

@fore you begin, here are some useful TIPS: \

1.

2.

Navigate between screens using the menu on the left hand column. Using the back arrow on
your browser may cause some of your data to be lost.

The links/buttons respond to a single click. Clicking too quickly between links or clicking
multiple links at one time may cause the system to crash and you will lose any unsaved data.
You can start and stop your data entry at any time, be sure to hit the “Save Changes” button at
the bottom of each page before you log out.

The red asterisk * indicates a required field. You won't be able to save the form unless all
these fields have information entered.

Site maps need to be accurate and legible. If the map cannot be read, it will be rejected.
They do not need to be drawn by an architect or AutoCAD. For further information on site
maps please contact our office at (650) 372-6291. j

START AT
ehesubmit.smchealth.org

ENVIRONMENTAL HEALTH

San Mateo County Environmental Health - Public Portal

Please lagin below ta electronically complete and submit yvour farms.,

Username: Passward:

Request a Username and Password.

Portal User Instructions - Download and read before submitt

Contacts

Telephone M-F, 8:00am-5:00pm: (650} 372-6200
E-Mail: smcupa@smegoy.org

San Mateo County CUPA Website

You must request a Username and Password before you can begin use of the Portal. Simply follow
the link and complete the form and submit. Your Username and Password will be e-mailed to you
once we verify the information. You will not be able to enter information until you receive the
confirmation e-mail from our office. We will try to respond in a timely fashion.

If you have not received a response within 4 business days, please call our office at (650) 372-6291.
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After you enter your username and Password and you should see the screen below. If you have
multiple facilities within the County, you will see a list of all the sites here.

ENVIRONMENTAL HEALTH

Portal Home Page

Click on this link only if the | —
information displayed in the
table is incorrect. It will link to

the Facility, Address, and Chms wrmation in the table balow. If the informaton is incorrect, dick the Update button to change the
hange requests will be processed within 3= exz days. Do not proceed to the ne; p until your update request has been
on the Annual Certificaton bnk.,

If there are no changes, you can certify your submisson T
a form to request changes.
Facility name/DBA | Site Address | Facility Invoice Mailing Address | Owner | Annual Cermifisation
- 123 Test ST
Fortal Test Facity- four | 123 Test ST | 20 I\:H]' o Sad03 test owner | HMBE

Click on this link to continue to
the required forms.

naton in the table is correct, then dick the button below.

Change your password by dicking on the Change Password ink at the top of the page.

The submission packages for other CUPA programs, such as UST and Tier permitting, will be added
to this section.

| Logout

ENVIRONMENTAL HEALTH

Click on this link to begin
entering your Hazardous
Materials Business Plan
information.

submission
home

submission packages

Click on‘ssubmission package name to get started.

Hazardous Materials Business Flan Help and FAQ

NOTE: This site contains certain features that are disabled by popup blockers that prevent extra popup windows
from opening in your browser, To access these features, please configure your browser to allow popups on this
site and disable any installed popup blockers such as those included with the Yahoo and Google toolbars.

General Submission Help and [nstructions

This next screen will show you the status of your submission. Initially, the status will show as
“Unfinished”. After you submit your HMBP, please verify on this screen that the new status shows as
“Submitted”.

Home | Change P: rd | Logout

ENVIRONMENTAL HEALTH

Click on the Hazardous MaterialsBusiness Emergency Plan

. Click on the Site Address to open, view or edit a Hazardous MaterialsBusiness Emergency Plan
Slte address To view the reviewer's comments, click on the &swview hyperlink
||nk to Contact: HMBEP Manager

access the ress Created Modified Submission Status
Submitted 3/10/14 (UNEVALUATED (Review Pending))
Bead-only Archives
HMBP forms_ 123 Test 8T 13/20/12 3/19/14 Ty Yy —— Bead-only Archives

The “Print Summary” option will be available after you submit your HMBP. Here is
also where you'll find the link to review your inspector’'s comments in the case the
HMBP gets rejected.
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STEP 1 of 3: Complete the Forms

Throughout the document, clicking on the blue underlined text, will provide additional information on

how to complete that field.

I. Business Activities form

ENVIRONMENTAL HEALTH

Step 1 of 3 [

Use the links

Help and FAG

on this menu to
navigate
between forms.

Click on the Save Changes Buttan
ta save the form. After saving the
farm, click on the links below to
complete ALl the forms in your
submission package

\

0 Business Activities
- Busingss Owner Operator
- Chemical Description
- Consolidated Emergency
Respanse/Contingency Plal
- Employee Training Flan
- Facility Maps

Tips
» Click on the Save Changes
Button frequently. You will be

— d out of the system after
extended inachivity an 15245215

unsaved changes may be lost,
* Disable any installed popup
hlackers

EPA ID# is
only required if

the faCI|Ity ;::E:;;Ete every form in the

generates Finished? Go to the Caver Sheet

h d 0 sandhaxtra notes, or confirm
azardous your submission

waste.

Business Activit., (1)

Asterisks (*) indicate required fields A

Scroll down to
complete all
the required
information (*).

1. Facility Identification
Eacility 10 #* FADDS2261
CERS ID

Portal Tesk Facility (Jenifer's)
123 Test ST
SaN MATEQ CA 94403

15 the Business Name (DBA) or site address
incorrect? Motify your agency by completing a
Suggestion/Comment Farm,

II. Activities Declaration

MNote: If you check any of the items below, you must submit a Business Owner/Operator Identification
Farm

If yes, you must
complete these
forms...

Does your facility... (Check all that apply)

A. HAZARDOUS MATERIALS
lHave on site (far any purpose) hazardaus materials at or above 55 qallons |g cinecs owner
farlinnids SN0 nannde far salids ar 200 cokic fost far camnreceed Aaces
THE SUBMISSION IS NOT FINISHED! Go to the Cover Sheet to send
extra notes, o confirm your submission to finish the process.

Changes } Cancel Changes

Check the appropiate boxes to indicate the activities you perform on site.

Il. Business Owner Operator form

At a minimum, make sure to enter information in all the required fields (*). You will not be able to
“Save Changes” until these fields are all completed.

ENVIRONMENTAL HEALTH

Btep 10f 3

| Bten 1: Camelets the forms |

Help and FAG

comply
subimes

Click on the “Business
Owner Operator” form to
activate all the forms.

Tips

Click on the Save Changes Button to
save the form. After saving the
form, click on the links below to

package

qulatad Activiti
Business Owner [D

« click an the Save Changes
Button fregquently. vou wil be

Business Owrner 10 {1}

Astarisks (*) indicate raquined fislds
tha forms in your

on | Owner | Mading | Biling || Environmertal Cortact | Emergency Contacts | Preperty Oumer

1 | Car

Idantiflcation

Ta ropart a change in the fa
until your request has b processed by Portal Management,
® FADDS2431

* Portal Test Facility- four

* 133 Test ST

* SAN MATEC

" CA

all the required fields for
the Business Owner ID
form.

Click on Show All to see oy oaet

sond extra notes, or confim. your
subirgsion,

Zip Code” 54401
ty and any unsaved
hanges may be kst
any instal " .
nstalled popup Bhone Bumbir® . eoroasesn
o evory form in the Fax Numbar
Finished? Go to the Cover Sheat to B

Enmary NAICS Code® 3331
Dpsrator Name™ |pichard Parker

BuSine=s ORRrAlOr s covo3anen
Ehone*®

T FINISHED! Go to the Cover Sheet to send extra notes,
ta finich the process

¥ name or site address, click here, DO NOT PROGEED with this submission

Scroll down to complete all the required information (*) and Save Changes.
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Ill. Chemical Description form

Include in your inventory all hazardous materials and hazardous waste handled/stored over the
minimum reporting quantities (55 gallons, 500 pounds or 200 cubic feet). Go to
http://smchealth.org/HazMat%20Business%20Plan for more information.

You can use the chemical “Lookup” tool to populate the chemical’s technical information into the form.
You can refer to the Material Safety Data Sheet (MSDS) for this information too. |

ENVIRONMENTAL HEALTH

Step 1 of 3 [ | |

Chemical Descrip.. (0}

Click on the Save Changes Button
to save the form. After saving the

form, dlick on the links below to Click on the Save Changes button to save your form,
complete ALL the forms in your
submission package 11. Chemical Information A
C“Ck here to N0 Business Activities Physical State® [ none sslectsd — v
. s Business Owner Operator Chemical Name
activate the - Chemical Destription Shenical e
. . - Consolidated Emergency. Camman Mame*
chemical inventory Fesounse{Cantingencs Plan
- Employee Training Plan CAS #
form . - Eaility Maps Hazardous Material | ngne selected - v
Tips Type

+ Click on the Save Cha

Button frequentl
& system after ClExtremely Hazardous Substance

Other Chemical Resources: Mational Library of Medicine Camen

inactivity and any If EHS is checked, all amounts below must be in |bs
nsaved changes may be lost,
+ Disable any installed popup [Rradinactive Curies
blockers ) 111 Chemical Classification
« Complete every form in the |
package Click here far help dassifying your chemical
Finished? Go to the Cover Sheet Mﬂzardc\asf [Jcarcinogen (CARC) [Jorganic Peroxide, Class V (4.2 V)
tﬂnjf;‘ghﬁg;é’rftesl or confirm [CJcambustible Fiber - Baled (1.2b) [Clorganic Peroxide, Unclassified
¥ .
[Jcombustible Fiber - Loose (1.21) [CJother Health Hazard (OHH)
[TTrambietinla imnid Clace 1061 1 [ lnvidizar clase 164 217 L4
THE SUBMISSION IS NOT FINISHED! Go to the Cover Sheet to send vint BSave Chanaec B Cancel Changee
extra notes, or confirm your submission to finish the process, save ChangesCancel Changes

Step 1: Click on “Look Up”, this will | —
B https: //ehesubmit.smehealth.org/MappingChooser 2 Mappingld=1 open a second window for the
Click B to update the form with the selected values., A Chem|ca| ||brary

Contains ¥
First | Previous | Page 1 | Next  Results per page : | 100 ¥

n wa | | Step 2: Perform a “Search” for
select Chemical voas ¥ your chemical.

4 N MAOH TN METHYL ALCOHOL

"7 Lookup Home - Google Chrome

g O0-DIETHYL-O-(P HYL)PHENYL) PHOSPHORUTHIOATE é15-9u-

B 0.1M (0.1N) HYDROCHLORIC ACID

B O-(4-NITROPHENYLJO-PHENYL-METHYL PHOSPHONOTHIOATE gﬁﬁE-ED- T SteQ 3: Once you find the

B O-FORMYLPHENOL 50-02-8 chemical on the list, click on the

g 10,11-DIMETHYSTRYCHNINE 357-57- . .
3 arrow to select the chemical. This

| IDATASNTHRACERE A will populate the chemical's

g 10-CHLORO-5,10-DIHYDROARSACRIDINE 378—94— teChnical information tO form on

g 10-CHLORO-5,10-DIHYDROPHENARSAZINE 578-94- ¥ g the DreViOUS screen.

Select between Pure, Mixture and Waste. If you use the “Look up” all chemicals will show as Pure.

If it is a mixture or a hazardous waste, the components of the chemical are required and you have to
complete this in the table of components.

For the components that indicate a percentage range on the MSDS, pick the higher end of the range
for the hazardous components and use the inert or non hazardous components to complete the
mixture breakdown.

Complete the quantities stored/handled (Max, Average and daily), type of container and storage
temperature and pressure. SAVE CHANGES after you complete all required fields.
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Once the chemical has been saved, it will show on the table at the top of this form.

You can modify or delete | —] ENVIRONMENTAL HEALTH
chemicals by clicking on the “+”
next to the chemical name.

Astenshs [} ndcate required feids
1. Faciity Information
Busiass Name” Portal Test Facity: three @
Fachiey [Ds~ FA0032429 00
Lathude O Lengtude O

To add more chemicals to your
inventory click on “Add Chemical
Description” to your inventory.
Make sure that you always start
with a blank form; otherwise you
will  overwrite the  previous
chemical.

THE SUBMISSION 15 NOT FINESIHEN Go 03 tha Cover Shaet bn send srdra noted, o gonfem wour [ 52ve Changes | Cancel Changes | Add Chemcal Descr_]

HAZARDOUS WASTE: Select “Waste” from the “Hazardous Material Type” drop menu. All hazardous
waste entries will require the list of components. Refer to the Hazardous Waste Profile or use general
knowledge to complete the hazardous components.

NOTE: If your facility has a large chemical inventory to report and it is stored on a database please
contact our office and we can discuss the data transfer of your information in an attempt to save you
entry time.

IV. Emergency Plan Section
You have 2 options to complete this section:

ENVIRONMENTAL HEALTH

I on the Save changes Dutton Coosaldated Eme . (1)

£o save tha form, ARer caving the
form, dick on liriks I|| I||vu|||
te

Astarisks (*) indicate required fialds -
Facility and

Click here to activate this section. \

Faolity 1D FADOSZ261 0

10/15/2012

Date of Plan Prapar

Busingss Namo* Portal Test Faclity (enifer’s) O
Buginess Site Addrass 123 Test 510

. . City SAN MATEC O
First Option: You can upload an | — t 2p cose 9440361
: i 3 Type of Business (0.0, Pambng Construction) ', iming
eleCtronIC Copy Of yC)ur eXIStIng plan :Lif‘;.h'ml lhrst.lsrr(henurba lnmﬂﬂplrm;‘zizn.g.:m
H “" ” ul n frequently. Yoo wi ] 1l 1A
?heerelné:tll'll::(l:(tlgr?s tL:)pI;):\?e )a/QLCJII’ fglllng fﬂ%ﬂf{{{r&i?ﬁ%}‘?” oo e By “'J"En’n‘é‘é’é“..’:féﬁf?;%“cﬂa'm“"“ rreibpsrityiinebd o o]
. + Disable any installed popup
Make sure the plan has all required + Lomclacs ovey formi the
package , elaw, m ‘o satisfy the emergancy response plans, procedures and employes traini

ional fiorm,
ronLiromonts of HSC mnim ESSU*{b] 25504(c) and 22 CCR 3525-’-‘&“1) n thia evient of 4 raportabli rideacs o
release of & hazardous matenal. Thes form has been prepared to: undy emergency response and conbingency pla
I'BHI.III'BMBHE far hazardaus mmnala aflni hazardous wastes: W\g:; for basic contingency planning for an avlr

' AN
facilties of size or llwnn or that warrant sddibenal contmgincy nl

Flnlshnﬂf JO to the Cgv

information.

Second option: Use data fields to —] it ot o S Yo UBIRAEEN 13 et ﬂwm
complete this section. Scroll down
from this point to complete all

sections of the Contingency Plan.

SAVE CHANGES before you move to the next
section.
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V. Employee Training Plan

You must complete the required fields, even if you uploaded a training plan with your emergency

response plan.

ENVIRONMEN

Click here to
activate this
section.

ik on the Save Changes Button
to save the farm, After saving the
farm, dick on the links balow to
complate ALL the farms in your
submassion patkage

- Eapity Maps
Tips
« Click on the Save Changes
Barttan frequently. 1ou will be
logged out of thr systam after
ocendd inactivity and any
ok

tir every form in thiy

packagy

Finithead? Go to the Cover Sheat
to send axtra nates, or confirm
your submission.

TAL HEALTH

Employse Trgren.. (1)

Astensks (*) indicate reguired fields &
&l facilitins that handle hazardous matenals in HMBF quantitios must have & written
ﬂmnlowa training plan. This plan is a requirad madulo of the Hazardows Matenials
Busingss Plan (HMER). Ablanknf-hnhmmnmmd Bolow for you to complats and
submit if you do not slteady have such a glan. If you alroady havi a briof writtan
dirserption of ymn' uammg:rw.am that addresses ol subjocts covered bolow, you any

not o to compiote tho Bk plan, bolow, but you must mcdudp 3 copy of your
NG documont a5 part of your HMER.
null

Parconnal are trainad in the following procadures:
[l intamal alarm/natification *
[FlEvariation/re-entry procedures & assembly point locations *
[Jemergancy incident reparting

Scroll down and
check all
applicable
boxes.

LlEstomal
[Clacation(s) and cantents of Emargency Rasponse/Contingancy Plan
[Fatility avacuation dnlls, that are conducted at laast (e.0., "Quartary”, ate.)

Spacify:

Chemical Handlers are additionally trained in the following:

[z)5ate methods for handling and storage of hazardous materials *

Save Changes
before going to
the next section.

1] Locatronds) and proper use of fire and spill control equipment
il procsdures fomorgency procodunss
[“IProper use of persanal orotective equinment *

THE SUBMISSION 15 NOT FINISHED! Go to the
oKIra notes, or confiem your subiession to finish this progis:

o send

VI. Eacility Map

Follow the directions shown for Facility maps. You are encouraged to use a drawing program.
Hand drawn maps are also acceptable, but make sure the lines are clearly and darkly drawn.
lllegible maps will cause your submittal to be rejected. Your facility map(s) can be uploaded from

your computer to the Portal.

ENVIR

click on the Save

fom, click oa the

Click here to activate
this section.

Tips

Name each one of
your map files before
you upload them.

/

Click “Upload” and

- i

complete ALL the forms n your
submission package

ONMENTAL HEALTH

Help and FAQ

Submission Log | GISSSRIGRN

sava the form. After saving the

Changes Button to | AR Maps (1)
links balow to A
Map Nama ¥
O rest map

ulsn,

- Site origntation (North Arrow) painting toward the top of the page
cale of map

- Parking kats

+ Loadng areas

* Know box location

UPLOADING & MAP

+ Glick on the Save Ghanges
Button frequently, You wil be
he

For gach map to ba included in Hazardous Matenial Businass Plan:

1. Ingut 3 name for the mag.
2 Click on the Upload / Open button.
3. A form will appaar that alows you to upload 3 map from your computer, Follow the instruction on
that form. When the upload is complete, you will retum to this form.
4. Chek on the Save Changes button to save this form and its associated map.
5. For addtional maps, click on Add button. Repeat as needed.

usness Portal Test Faciity- four

Map Namn*

follow the instructions
to upload your Map.

Map Upkaad® _

THE BUBMIGEION I8 NOT FINISHED! Go to the Cower Sheet to send extra nates, or
cenfim yaur submission o fnish the process.

» Save your facikty map in one of the following file formans: pdf, Gff, of, jpo. jpeq, beo, doc, docs, s,

All the maps already saved will show in the table.

After you SAVE CHANGES, you'll h
additional maps for your facility.

Add Facility Maps

ave the option to

. Click that button to add
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Are you done and ready to submit? If “Yes,” ¢

then follow the directions at the bottom of the  the suemission 1s NOT FINISHED! Go to the Cover Sheet o send
screen extra notes, or confirm your submission to finish the process.

STEP 2 of 3: Add a cover sheet

In this section you can advise us of any other information that may help us process your submittal.
R e e o |

ENVIRONMENTAL HEALTH

Click here to go to this step.

swads [ o e s i i o —

Gubimession Cover Shoet HMBER

Cover Shest Tnstructions

or &
Comments biston. Ta finlsh your sahmiftsl, dick on the Submit button at the hattom af this page.

I Attached Commants

Cover Pagn ||
Comments

Only enter comments if | —
required or applicable. Click
on this button to go to the
next step.

STEP 3 of 3: Submit your forms

Please review your submission to be sure the forms you completed match the count shown.
| iore | chunge pussuore oo

ENVIRONMENTAL HEALTH

Step 3 of 3 [t 1 Carmphein om for | I

Subemission Cover Sheet: HMBEP

Click here to go to this step.

Yiu're almost donel Review the contents of vour submission and dick on the Cenfirm Submission button 3t the
bottom of thet page. The submissaan recpsent wil be notfied of your SubMISSION via &M

1. Submission Tdentification

Submission Contents HMEER

Fram: Portal Tost Faciley (Menifer's)(1232 Tase ST FADISZI61)
To: HMBEP Managir
Caver Shast:

1
1

[unimied
wrgency Response/Contingancy Blan 1 [

------ 3 Flan 1
1

|unieneed

If correct, select “confirm —m
submission”.

We will review your submission and send you an acceptance or deficiency notice with
needed corrections.

If you have any questions during this submittal process, please contact our office at (650)
372-6200 or contact us via e-mail at smcupa@smcgov.org.

Your Hazardous Materials Business Plan will remain on file with us and the local fire
department can see it as well. No need to mail them a copy.




