HAZARD COMMUNICATION PROGRAM

Department: ________________________
Division/Location _____________________

Introduction

The [Department] has developed the following Hazard Communication Program to fulfill the commitment of maintaining a healthful work environment for its employees.

This program provides information about chemicals and other hazardous products, control of hazards, manufacturer-supplied Material Safety Data Sheets (MSDSs), container labeling, and employee information and training.

Material Safety Data Sheets (MSDS)

Copies of MSDSs for each hazardous substance to which employees may be exposed are maintained at [location].  [Person/Position] will be responsible for:

· reviewing all incoming MSDSs for new and significant health/safety information;

· ensuring that all new information is brought to the attention of affected employees;

· ensuring that no new hazardous substance is used in the department until an MSDS has been obtained for the product and affected employees have received necessary training;

· reviewing each MSDS for completeness.  If an MSDS is incomplete or insufficient, a new MSDS will be requested from the manufacturer.

MSDSs are available to all employees at their work location for review during each work shift.  If MSDSs are not available or new hazardous substances in use do not have an MSDS, please contact [Person/Position] immediately.

List of Hazardous Substances

As MSDS records are obtained, a list of all hazardous substances used in the department will be prepared, made available in a readily accessible location for all employees, and maintained on a current basis.  The location(s) of each substance will be identified on this list.

Container Labeling

The responsibility for container labeling oversight has been assigned to [Person/Position].

It is the policy of the department that no container of hazardous substances be released for use until the following label information is verified:

1.
Containers are clearly labeled as 
to contents.

2.
Appropriate hazard warnings are 
noted.

3.
The name and address of the 
manufacturer are listed.

All secondary containers must be properly labeled.  Proper labeling will include an extra copy of the original manufacturer’s label or with generic labels designed for the purpose of labeling secondary containers.

Employee Information and Training

Newly hired employees must receive initial Hazard Communication Program training in the following subjects:

1.
Requirements contained in the 
Hazard Communication Pro-
gram.

2.
Identification of all operations in the work area where hazardous substances are present and/or used.

3.
Location and availability of the written Hazard Communication Program.

4.
Physical and health effects of hazardous substances in the work area.

5.
Methods and observation techniques used to determine the presence or release of hazardous substances in the work area.

6.
Methods to minimize or prevent exposure to hazardous sub- stances through safe work practices and the proper use of personal protective equipment (PPE).

7.
Precautions taken by the department to minimize or prevent exposure to hazardous substances.

8.
Emergency and first aid procedures relative to hazardous substance exposure.

9.
How to read labels and review MSDS to obtain hazard information.

10.
Hazardous spill response, clean up, and disposal.

Whenever a new hazardous substance is introduced to a work area, the person responsible for the Hazard Communication Program will review items 1-10 above, will update the Hazardous Material Inventory, will ensure that a MSDS is inserted into the MSDS binder, and will ensure that employees are properly trained before using the new substance.

Employees are prohibited from using any hazardous substance unless trained as follows:

· Nature of Hazard

· Personal Protective Equipment

· Exposure Potential and First Aid

· Safe Work Practices to follow

· Spill response, Clean up and Disposal

Hazardous Non-Routine Tasks

Periodically, employees may be required to perform non-routine tasks using hazardous substances.  Prior to starting work on such projects, affected employees will be given information by their supervisor, or other appropriate designee, about hazards to which they may be exposed during the performance of their job or job task.  This information will include:

1.
Specific hazards;

2.
Protective/safety measures which must be used;

3.
Measures the department has taken to lessen the hazards, including ventilation, respirators, presence of another employee for assistance, or emergency procedures.

A list of non-routine tasks with the potential of hazardous exposure shall be prepared and posted at the appropriate work location for the information of employees.

