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I.  Policy.  The following written hazard communication program has been established for ___________________ (name of company or department) to meet the requirements of the Virginia Occupational Safety & Health (VOSH) Standard 29 CFR1910.1200.  Training and education will be provided for all employees regarding the hazard communication program and potentially harmful chemicals/materials within the employee’s workplace.  This written program, along with a list of the hazardous chemicals and material safety data sheets (MSDS), will be available at ______________ (location) for review by all employees.

II.  Purpose.

A.  The purpose of the hazard communication regulation is to “ensure that the hazards of all chemicals produced or imported are evaluated and that information concerning their hazards is transmitted to employers and employees.”

B.  The purpose of this program is to provide the worker their guaranteed “right to know,” as stated under the Occupational Safety and Health Administration (OSHA) Hazard Communication Standard, about possible hazards associated with chemical substances or other potentially hazardous materials found in their work environment and to enhance the safety and well being of the employees.

III.  Assignment of Responsibility.  __________________(job title or name of responsible party) will assume duties for the administration of the hazard communication program within ______________________ (name of company or department) and ensure the full participation and compliance of all personnel with the program as it may apply to their work area/responsibility.  

IV.  Program.


 A.  Inventory/Audit.  A list of all known hazardous chemicals/materials used in ___________________ (name of company or department) will be maintained within the department.  This list will be amended as new hazardous chemicals/substances are introduced into or removed from the department.  In addition, an initial inventory will be completed for any new work area and annual audits will be performed to ensure the lists are inclusive and up to date.  A copy of the inventory list will be kept with the MSDS.  For each entry on the list, pertinent information including the following should be recorded:
             1.  Chemical name
             2.  Common/trade name
             3.  Manufacturer


 B.  Hazard Determination.  All hazardous chemicals in this facility are purchased materials; therefore, ________________ (name of company or department) shall rely on the hazard determination made by the chemical manufacturer as indicated on the MSDS.


 C.  Material Safety Data Sheets (MSDS).  MSDS will be collected and maintained by ______________ (job title or name of responsible party) for each hazardous chemical or substance in use or in storage, and will be readily accessible to employees during all work shifts at _____________ (location).  A current MSDS will be maintained in the work place for each qualifying chemical/hazardous material ordered.  If a hazardous chemical/material is received without an accompanying MSDS, ___________________ (job title or name of responsible party) will be notified immediately and will contact the manufacturer or distributor to obtain a MSDS for the product.  The inventory list will be updated and regular audits will be completed as necessary as new chemicals are introduced into the office, or on an annual basis, to ascertain there is a MSDS for each hazardous chemical or material.


 D.  Labels/Labeling.  Hazardous chemicals used in the work area must be properly labeled with the manufacturer’s label.  _______________ (job title or name of responsible party) will ensure that chemicals are labeled properly upon delivery and any chemicals without proper labeling will not be accepted.  _______________ (job title or name of responsible party) will ensure that secondary containers are labeled with the identity of the chemical and appropriate hazard warnings if chemicals are transferred from the manufacturer’s original container.  In addition to labeling, the container must be approved for safe storage and/or dispensing of the hazardous chemical/substance which it contains.  Hazardous chemical/substance labels will not be removed or defaced and will be replaced if the label is excessively worn or torn.  ________________ (job title or name of responsible party) will ensure that appropriate labels are in place, including those on secondary containers and that replacement labels are available.  Labels should include at least the following information:
             1.  The chemical name.
             2.  Hazard information or any specific warning information.
             3.  Name of the manufacturer or distributor and address.


 E.  Training.  Prior to beginning work, new employees of ________________ (name of company or department) will be given health and safety training.  Employees will be provided general safety training, as well as task specific training, in regards to individual job duties and associated hazards within the department by _______________ (job title or name of responsible party).  Re-training for all employees is required when processes change which involve additional chemical hazards and as necessary to enhance employee awareness.  All training will be documented to include the name of presenter, the date of the training, subjects presented, and printed name and signature of attendees.  The training must cover (at a minimum) the following:
             1.  An overview of the requirements of the Hazard Communication Standard.
             2.  Hazardous chemicals/substances present throughout various work procedures and their associated physical and health hazards.
             3.  Methods used to detect the presence or release of a hazardous chemical/substance.
             4.  Work practices which could reduce or eliminate exposure.
             5.  Personal protective equipment (PPE) to be worn to prevent or reduce exposures (i.e., gloves, goggles, lab coats, face shields/masks, safety glasses, respirators, etc.).
             6.  Safety and emergency procedures to follow if exposure occurs (i.e., first aid, etc.).
             7.  The location and availability of this policy, the chemical inventory, and MSDS.


 F.  Emergency procedures.  In the event that an employee is involved with a chemical spill and/or exposed to a hazardous chemical/material, the following emergency procedures will be implemented by the employee.
             1.  Report any major spill/exposure to supervisor.
             2.  Evacuate non-essential personnel from the immediate area, if necessary.
             3.  Refer to MSDS.
             4.  Limit exposure.
             5.  Seek medical attention, if necessary.


 G.  Non-Routine Tasks.  If an employee is required to perform non-routine work in a hazardous location or using hazardous chemicals/materials, the employee shall be advised and/or must contact the __________________ (job title of responsible party) in the area where the work is to be performed for special precautions before beginning any non-routine work.  Each affected employee should be given information on (at a minimum) the following:
             1.  Hazardous chemicals/materials needed to perform the task and their specific hazards.
             2.  Safety measures to be used/taken.
             3.  Measures being taken to prevent/lessen the hazard, e.g. engineering controls, administrative work practices, personal protective equipment.
             4.  Review of pertinent MSDS.
             5.  Review of emergency control procedures.


 H.  Unlabeled Pipes.  Work activities are often performed in areas where chemicals are transferred through pipes.  These pipes are not required to be labeled; however, the employee needs to be aware of potential hazards.  Prior to starting work in areas having unlabeled pipes, the employee shall be given information by the _______________ (job title of responsible party) regarding the following: 
             1.  The identity of the chemical in the pipes.
             2.  Associated potential hazards.
             3.  Safety precautions.

 I.  Other personnel exposure (contractors).  The ___________________ (job title of responsible party) will contact and inform outside contractor(s) and/or any other personnel of workplace hazards prior to work beginning.  In addition, the ______________ (job title of responsible party) must contact outside contractors prior to beginning work to gather and disseminate information in regards to hazardous chemicals/materials that will be brought into the workplace.  The following information shall be communicated:
       1.  Hazardous chemicals/materials they may potentially be exposed to while on site.
       2.  Measures being taken to minimize exposure to hazardous chemicals/materials.
       3.  Location of MSDS.
       4.  Hazardous chemical/material labels and labeling requirements.
       5.  Emergency/exposure procedures.


 J.  Program Review.  This written hazard communication program for ____________________ (name of company or department) will be updated as necessary and/or reviewed annually by _______________ (job title or name of responsible party).  Input from all staff is encouraged as a process of continual improvement.  The annual review should be documented with signatures of all participants.
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