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I.
PURPOSE
The purpose of this program is to protect all –Company name-- employees from the harmful effects of exposure to hazardous materials used in the workplace.  This program has been developed to comply with the Occupational Safety and Health Administration, 29 CFR 1910.1200 Hazard Communication Standard.

2.
SCOPE

This program applies to all –Company name-- employees who are exposed or potentially exposed to hazardous materials that are used in the workplace.  All materials are treated and handled as if hazardous.

3.
RESPONSIBILITIES

3.1
--Job Title-- 


3.1.1
Administer the written Hazard Communication Program.



3.1.2
Ensure that Safety Data Sheets (SDS) are obtained from suppliers for each material that is used in the –Company name-- facility.



3.1.3
Review and approve SDS for each product that is brought into the facility.



3.1.4
Ensure that all containers of materials are labeled with a manufacturer's label or the facility's labeling system.

3.1.5
Ensure that employees are trained annually on the basics of the OSHA, 29 CFR 1910.1200 Hazard Communication Standard and the requirements of the facility's written Hazard Communication Program.  All training is documented and maintained for five years.



3.1.6
Assist in annually training employees on the specific hazards associated with the materials they are using or potentially exposed to.  All training is documented and maintained for five years.  No employee is to work with any chemical until specific training has been conducted.



3.1.7
Assist in performing the annual materials inventory.



3.1.8
Ensure that the facility SDS inventory system is kept up to date and is available for all employees to review.


3.2
Hazcom Lead




3.2.1
Ensure that SDS are obtained from suppliers for each material used in the department, work, and storage area.



3.2.2
Ensure that all containers of material are labeled with a manufacturer's label or the facility's labeling system (NFPA, DOT, HMIS, etc.).



3.2.3
Train all employees on the specific hazards associated with the materials they are using or potentially exposed to.  All training is documented and kept indefinitely.



3.2.4
Keep the materials inventory for the facility up to date.



Note:
Supervisors are not authorized to purchase materials or obtain samples of any quantity without first having the SDS approved by the –Job Title--.


3.3
Employees



3.3.1
Use all personal protective equipment as described in the SDS.



3.3.2
Inform the Hazcom Lead and/or –Job Title-- of any signs or symptoms of overexposure.



3.3.3
Inform the Hazcom Lead of any incorrect or missing container labels.



3.3.4
Actively participate in all hazard communication training sessions.

3.4. Buyers
3.4.1. Request a copy of all applicable SDS from the supplier for all materials brought into the –Company name-- facility.  If a supplier does not send a copy of the SDS, the following steps are taken: 

3.4.1.1. Call the supplier and request that the SDS be faxed to the facility within two working days.  
3.4.1.2. If the supplier fails to fax an SDS within two working days, a second request letter is sent.  If the SDS is not received within five working days as stated in the letter, --Company name-- will contact the local OSHA area office by registered mail indicating that a good faith effort has been undertaken to obtain a SDS from the supplier or manufacturer of the chemical.
3.4.1.3. The material will not be used without obtaining a SDS.

4.
REQUIREMENTS


4.1     Annual Materials Inventory



4.1.1
The Hazcom Lead and –Job title-- annually conducts an inventory of the materials used at the –Company name-- facility.  The Materials Inventory List is used to document this inventory.



4.1.2
The annual materials inventory is conducted as follows:

4.1.2.1   All materials in each department, work, and storage area are inventoried using the Materials Inventory List.




4.1.2.2   The current Materials Inventory List is compared to the physical inventory to determine what materials were added or removed from the department, work, and storage area.




4.1.2.3   All materials that have been removed from the department, work, and storage areas and are not going to be used in the future, will have their corresponding SDS removed from the SDS file.  These SDS's are placed in an inactive file and retained for thirty (30) years past employment of last employee exposed to the chemical. 

4.1.2.4   If during the annual materials inventory materials are found that do not have an SDS on file, purchase records will be reviewed and the supplier contacted to obtain a  copy of the SDS.

4.1.     Chemical Use and Storage

4.1.2. Chemicals shall be used in accordance with manufacturer recommendations and follow the provisions of this program.

4.1.3. In-use chemicals are defined as chemicals actively used for their intended purpose during routine operations.  

4.1.4. Chemicals shall only be stored in designated areas.  In-use chemicals shall be properly stored after use.
4.2.     Chemical Procurement

4.3.1
Only approved chemicals shall be purchased.

4.3.2
New chemical purchases must be approved by the –Job Title-- prior to purchase.  The –Job Title-- will review new chemical SDS prior to granting purchase approval and update inventory, use, storage and training procedures as necessary (see Appendix 2).

5.
LABELING

5.1
The Receiving Lead is responsible for assuring that all incoming containers of materials must be properly labeled.  All chemical labels must be legible, contain material name linked to SDS and basic hazard and precaution information. 


5.2
The –Company name-- facility uses the manufacturer's label whenever possible.


5.3
All secondary use containers used to store or transport materials in the work area must be properly labeled.


5.4
Secondary use containers are labeled with the name of the material in the container that is traceable to the SDS.  This label must also include basic hazard information using the HMIS, NFPA or similar hazard rating system.  If special hazard warnings exist for a chemical, such as target organs, these warnings should also be included on the secondary container label.
6.
MATERIAL SAFETY DATA SHEETS (MSDS)

6.1
Supplier's Responsibility



6.1.1
Prepare SDS and label products shipped.



6.1.2
Provide SDS to the –Company name-- facility with the initial shipment, whenever the MSDS is updated, or upon request.

6.2. –Company name-- Responsibility

6.2.1   The –Job Title-- is responsible for maintaining SDS received from the supplier.  SDS are systematically revised to ensure the most current version is on file. 



6.2.2   The master SDS file will be maintained in the EHS Files.



6.2.3
The –Job Title-- will review all SDS for completeness.  If any information is missing the facility will call the supplier and request the information. 



6.2.4
The SDS will be in English and include, at a minimum, the following information:




6.2.4.1  The chemical/trade name used on the label;




6.2.4.2  The specific material name and common names for the hazardous ingredients (with the exception of trade secrets);




6.2.4.3   Material identification and information (material name and  common names of all hazardous components 1% or greater and   carcinogens 0.1% or greater);




6.2.4.4   Physical/Chemical characteristics;




6.2.4.5   Fire and explosion hazards;




6.2.4.6   Reactivity hazards;




6.2.4.7   Health hazards;




6.2.4.8   Control and protective measures (personal protective equipment, ventilation, hygienic work practices); and




6.2.4.9   Precautions for safe handling and use.



6.2.5
Employees have the right to request a copy of any SDS for the materials they work with or are potentially exposed to.  The area supervisor is responsible for getting a copy of the SDS to the employee as soon as possible.
7.
TRAINING

7.1
All employees will be trained on the basics of the OSHA, 29 CFR 1910.1200 Hazard Communication Standard and the requirements of the facility's written Hazard Communication Program.  All training is documented and maintained for five years.


7.2
Employees shall be trained on the specific hazards associated with the materials they are using or potentially exposed to.  All training is documented.  No employee will be allowed to work with or be exposed to any chemical until specific chemical training has been completed.  Training will be based on the JSA for that job and will include the proper storage, handling and clean-up for materials used.


7.3
Employee Training



7.3.1
All new employees at the –Company name-- facility or transfer employees receive training as a part of their orientation.



7.3.2
Employees will be told who to contact if they have any questions concerning materials they use or are potentially exposed to, or to obtain a copy of the Hazard Communication Program or SDS.


7.4
The training program includes the following:



7.4.1
Information on the location of the written Hazard Communication Program, the list of hazardous materials, and the SDS.



7.4.2
The hazards of materials in the work area, including the following:




7.4.2.1 Subject matter that is organized by specific materials and categories of hazards.




7.4.2.2 Information from SDS on specific hazards associated with the materials.




7.4.2.3 How to read, understand, and use the information on SDS and labels.




7.4.2.4 The use of personal protective equipment and the measures employees can take to protect themselves from hazards.


7.5
The results of industrial hygiene monitoring will be covered as part of hazard communication training for exposures to airborne contaminants.  Interpretive reports will be used to explain these results.

7.6
All training sessions are documented on a training log.  The documentation includes the employee's name, signature, name of the instructor, date of the training, and an outline of what was presented by the instructor.  All documentation is kept for five years.

8.
NON-ROUTINE TASKS

This is a task an employee may occasionally perform that is not a typical job assignment.


8.1
Employees will be trained when they are asked to perform a non-routine task.  The training includes a verbal description of all hazards prior to the start of the task.


8.2
Training for non-routine tasks addresses the following:



8.2.1
Specific hazards associated with the material(s).



8.2.2
Personal protective equipment and safe work practices the employee can take to lessen the risk of exposure to the hazardous material(s).

8.2.3
Employees will be informed during initial training (orientation) of the hazards associated with chemicals contained in unlabeled pipes. 

9.
CONTRACTORS - EXCHANGE OF INFORMATION 

9.1
Each contractor will receive a copy of this Hazard Communication Program and any SDS for materials the contractor may use while in the facility.


9.2
When the facility uses a contractor, the contractor has the right to request the Hazard Communication Program and SDS from the facility.  The facility will only provide the SDS for those materials that are used in the contractor's immediate work area.

9.3
Contractors on the site will be informed of any precautionary measures that need to be taken to protect their employees during normal operating conditions and in foreseeable emergencies.  

9.4
Contractors on the site will be informed of the labeling system used and adopted in the workplace.

9.5
All correspondence and contacts with the contractors representative will be documented.
9.6       All materials brought into –Company name-- by contractors must be approved by the EHS Director before the material is on-site.
10.  AUDIT
10.1. On an annual basis the –Company name-- written Hazard Communication Program is audited by the –Job Title-- to verify the effectiveness of the program.  This audit determines if the facility is adhering to this written program as well as the OSHA, 29 CFR 1910.1200.  This documentation is maintained for five years.
APPENDIX 1







facility name








Facility Address








Facility City, State,  Zip








Facility Telephone Number








Supplier's Company Name








Supplier's Address








Supplier's City, State  Zip








Date

Dear Sir or Madam:

The Federal Hazard Communication Standard, 29 CFR 1910.1200, issued by the Occupational Safety and Health Administration, has made it mandatory for all manufacturers, suppliers, importers, and distributors of hazardous materials to evaluate the hazards of their products, and then to prepare and supply Safety Data Sheets (SDS) for each product they supply to their customers.

This is the SECOND REQUEST for your company to send the SDS for the product(s)                                              . The SDS must contain all the information as required by the standard set forth in 29 CFR 1910.1200 (g)(2).  If we do not hear from you within five working days, we will discontinue using your product and notify OSHA of your non-compliance with 29 CFR 1910.1200.

Sincerely,

Facility Name

CITY, STATE

NOTE: On the third request (if any), send a registered copy to the area OSHA office for your facility.

Appendix 2

New Chemical Request Procedure

All Chemicals must be purchased through Procurement, including cleaning and maintenance chemicals.
1) Requestor submits request to purchase chemical to Procurement.

2) Procurement checks system to see if part number has been established or material has been ordered before and is approved.

a. If Approved, Procurement orders chemical

3) If request is for a new chemical, Requestor completes New Chemical Request Form below and obtains:

a. SDS

b. CPDS

c. Required labeling and disposal information (with EHS help)

4) Completed request form and obtained documents are forwarded to EHS for approval.

a. If approved, EHS forwards all documents to Procurement for processing

b. If Denied, EHS notifies Requestor and provides reason for denial
New Chemical Request Form

Requestor:  ______________________       Date _____________
Location chemical will be used at __________________________
Reason chemical is needed ______________________________

Obtain and Attach the following:
__  SDS

__  CPDS

Send Form with Attached documents to EHS.

	  EHS Use

	

	
___ Air Emissions

	

___ HAP

	

___ Control Required

	
___ Water Emissions

	
___ Haz Waste

	
___ TSCA

	
___ Other  _________________________________

	

	
___ Safety Concern

	

___ Toxic

	

___ Flammable

	

___ Corrosive

	

___ Reactive

	

___ Carcinogen

	

___ Other  _____________________________
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