
Hazard Communication Program

1. PURPOSE

This policy establishes a formal procedure to ensure that accurate information concerning the hazards of chemicals used in (Company Name) operations are communicated to all personnel in a clear, concise manner.

(Company Name) will ensure that the hazards of all chemicals used in its operations are evaluated and that this information is transmitted to all employees.  This transmittal of information will be accomplished by means of container labels, Safety Data Sheets (SDS), employee training and communication of information, and the adoption of this written a Hazard Communication Program. 

This written Hazard Communication Program contains policy and procedures for hazard classification, container labeling, SDS management, employee training and communication of information, as well as the list of hazardous chemicals used in our operation.  This program will be maintained by the Safety Manager.

This program applies to all (Company Name) work operations where employees may be exposed to hazardous substances under normal working conditions or during an emergency situation.

The Safety Manager is the program coordinator who has overall responsibility for the development and maintenance of this written program. The Safety Manager will review and update the program, as necessary. All employees, or their designated representatives, can obtain further information on this written program, the hazard communication standard, applicable SDSs, and chemical information lists from the Safety Manager.
Under this program, our employees will be informed of the contents of the Hazard Communication Standard, the hazardous properties of chemicals with which they work, safe handling procedures, and measures to take to protect themselves from these chemicals. Our employees will also be informed of the hazards associated with non-routine tasks and the hazards associated with chemicals in unlabeled pipes.

If after reading this program, you find that improvements can be made, please contact the Safety Manager. We encourage all suggestions because we are committed to the success of our written hazard communication program. We strive for clear understanding, safe behavior, and involvement in the program from every level of the company.

2. HAZARD EVALUATION PROCESS
The Safety Data Sheet (SDS) inventory is a list of hazardous chemicals known to be present in our workplace. Anyone who comes into contact with the hazardous chemicals on the list needs to know what those chemicals are and how to protect themselves. That is why it is so important that hazardous chemicals are identified, whether they are found in a container or generated in work operations (for example, welding fumes, dusts, and exhaust fumes). The hazardous chemicals on the list can cover a variety of physical forms including liquids, solids, gases, vapors, fumes, and mists. Sometimes hazardous chemicals can be identified using purchase orders. Identification of other chemicals requires an actual inventory of the facility. An annual review will be undertaken to insure accuracy and current information. The Safety Manager keeps the chemical inventory list, along with related work practices used in our facility.
The company does not manufacture any chemicals and, therefore, does not make any hazard determinations. 

3. SAFETY DATA SHEETS
The SDSs we use are fact sheets for chemicals which pose a physical or health hazard in the workplace. SDSs provide our employees with specific information on the chemicals they use and must be obtained prior to the use of any product requiring a SDS.
The Safety Manager is responsible for obtaining/maintaining the SDSs.  The Safety Manager will contact the chemical manufacturer or vendor if additional research is necessary. All new procurements for the company must be cleared by the Safety Manager. The Safety Data Sheets are kept in the main office and available for review. The procedure followed if the SDS is not received at time of first shipment is to contact the product supplier or seek information from the product's website.  
4. LABELS AND OTHER FORMS OF WARNING
The Safety Manager will have the responsibility of acquiring hazard warning labels and making them available for each work area. Labels will be consistent throughout the entire company. They will contain, at a minimum, the following information:

· Product identifier
· Signal words
· Hazard statements

· Pictograms

· Precaution statement(s)

· New address and telephone number of the chemical manufacturer, importer, or other responsible party. 

Each supervisor or other designated person will have the responsibility of assuring that all labels are affixed on containers properly. As new products arrive at the facility, the supervisor or other designated person will inspect the containers for labels. If the container is in need of a label, the supervisor will affix one. No product will be used until it is properly labeled.

All portable containers will be dedicated to a single chemical and labeled with the appropriate information.  The training program will inform all affected employees about wearing proper personal protective equipment (PPE) and other hazards associated with the specific chemicals.
If a label falls off, it will be the responsibility of the supervisor to replace it. The container will be removed from service until a new label is affixed.  

Our labels are legible and prominently displayed, though their sizes and colors can vary.  The labeling system shall be clearly understood, in English.  
Supervision is responsible for ensuring that all hazardous chemicals containers are properly labeled and updated, as necessary and insure that labels are not defaced or removed. 
The Safety Manager also ensures that newly purchased materials are checked for labels prior to use.

The Safety Manager will refer to the corresponding SDS to assist employees in verifying label information.

If employees transfer chemicals from a labeled container to a portable container that is intended only for their IMMEDIATE use, no labels are required on the portable container.

Frequent inspections are performed to review and update label information when necessary and to ensure that labels that fall off or become unreadable are immediately replaced.

5. TRAINING
Everyone who works with or is potentially "exposed" to hazardous chemicals will receive initial training and any necessary retraining on the Hazard Communication Standard and the safe use of those hazardous chemicals by the Safety Manager. 
"Exposure" means that "an employee is subjected to a hazardous chemical in the course of employment through any route of entry (inhalation, ingestion, skin contact or absorption, ocular, etc.) and includes potential (e.g., accidental or possible) exposure." Whenever a new hazard is introduced or an old hazard changes, additional training is provided.

Information and training is a critical part of the hazard communication program. We train our employees to read and understand the information on labels and SDSs, determine how the information can be obtained and used in their own work areas, and understand the risks of exposure to the chemicals in their work areas as well as the ways the employees must protect themselves.

Our goal is to ensure employee comprehension and understanding including being aware that they are exposed to hazardous chemicals, knowing how to read and use labels and SDSs, and appropriately following the protective measures we have established. We encourage our employees to ask the Safety Manager any questions. As part of the assessment of the training program, the Safety Manager asks for input from employees regarding the training they have received, and their suggestions for improving it. In this way, we hope to reduce any incidence of chemical source illnesses and injuries.

All employees receive training for hazard communication. 

Training Content
The format of the training program used is through classroom presentations supported by audio/visual training aid.
The initial/refresher Hazard Communication training plan emphasizes these elements: 

· Summary of the standard and this written program, including what hazardous chemicals are present, the labeling system used, and access to SDS information and what it means. 

· Chemical and physical properties of hazardous materials (e.g., flash point, reactivity) and methods that can be used to detect the presence or release of chemicals (including chemicals in unlabeled pipes). 

· Physical hazards of chemicals (e.g., potential for fire, explosion, etc.). 

· Health hazards, including signs and symptoms of exposure, associated with exposure to chemicals and any medical condition known to be aggravated by exposure to the chemical. 

· Procedures to protect against hazards (e.g., engineering controls; work practices or methods to assure proper use and handling of chemicals; personal protective equipment required, and its proper use, and maintenance; and procedures for reporting chemical emergencies). 

The procedure to train new employees at the time of their initial assignment is through classroom training utilizing DVD/video, PowerPoint, and demonstration techniques. We train employees when a new chemical hazard is introduced by scheduling weekday training sessions prior to using the new product.  Chemical specific information will always be available through labels and safety data sheets.
Refresher training occurs on an annual basis or when it is discovered that there may have been an irregularity in a work area. 

6. SPECIAL INFORMATION
All employees must be aware that there is always a potential to be exposed to a known, or unknown, chemical in all phases of the work (Company Name) performs. 

Due to the various work areas, employees are to be aware that each work area may contain exposure potentials.  Such exposures require familiarization with eye and face protective devices, footwear requirements, different level of dermal protection, as well as, respiratory protection requirements.

7. NON-ROUTINE TASKS 

On occasion, (Company Name) may be required to perform non-routine tasks that may involve the use of hazardous substances. If such a need arises, a special training course will be conducted to inform employees of the potentially hazardous chemicals they may be exposed to during the non-routine operation and measures they can take to avoid those exposures. 

8. UNLABELED PIPES
We inform employees of the hazards of chemicals contained in unlabeled pipes in their work areas by pre-task briefings and toolbox talks.
9. INFORMING CONTRACTORS
 Any contractor with employees working in the (Company Name) workplace will be informed of the hazardous chemicals to which the contractor’s employees may be exposed while performing their work. The contractor will take appropriate protective measures, as determined by the SDS provided. (Company Name) management also will confer with the contractor’s management as appropriate to discuss any hazards particular either to the work the contractor will be performing or the work area in which the work will be performed. Management or the program administrator will describe the labeling system used at (Company Name).
In addition, (Company Name) will require any contractor who intends to bring any hazardous chemicals to the workplace to provide an SDS for each such chemical. The contractor will further be required to explain (orally or in writing) any precautionary measures necessary to protect employees during normal operation conditions or in foreseeable emergencies. The contractor also will explain his company’s system for labeling hazardous chemicals. (Company Name) will train, or require the contractor to train, any (Company Name) employee who may be exposed to hazardous chemicals used by the contractor as provided in the employee training section.

10. ADDITIONAL INFORMATION
All employees, or their designated representatives, can obtain further information on this written program, the hazard communication standard, applicable SDSs, and chemical information lists from the Safety Manager.  
NOTE: OSHA is requiring all employers to conduct training with all affected employees on the new Global Harmonization standards by December 1, 2013.  For further information please refer to OSHA’s website at http://www.osha.gov/dsg/hazcom/

	Effective Completion Date
	Requirement(s)
	Who

	December 1, 2013
	Train employees on the new label elements and SDS format.
	Employers

	June 1, 2015*

December 1, 2015
	Comply with all modified provisions of this final rule, except:

Distributors may ship products labeled by manufacturers under the old system until December 1, 2015.
	Chemical manufacturers, importers, distributors and employers

	June 1, 2016
	Update alternative workplace labeling and hazard communication program as necessary, and provide additional employee training for newly identified physical or health hazards.
	Employers

	Transition Period
	Comply with either 29 CFR 1910.1200 (this final standard), or the current standard, or both.
	All chemical manufacturers, importers, distributors and employers
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