(NAME OF COMPANY)

HAZARD COMMUNICATIONS PROGRAM
OBJECTIVE

The objective of this program is to set forth policies and procedures, concerning Hazard Communications, which will enhance the safety and well being of (NAME OF COMPANY).  Furthermore, when followed, this program is designed for compliance with OSHA's Hazard Communication Standard (29 CFR 1910.1200) and the Texas Hazard Communication Act (SECTION 1, Chapt. 502, Health and Safety Code).

ASSIGNMENT OF RESPONSIBILITY

(TITLE OF RESPONSIBLE PERSON) will assume duties as Hazard Communication Officer.  This position carries the responsibility of insuring this program is adhered to and that proper reporting is done.

PROGRAM

The ensuing numbered items are to be followed to ensure compliance with the OSHA Hazard Communication Standard and the Texas Hazard Communication Act.

I.
HAZARDOUS CHEMICAL LIST

A list of hazardous materials and chemicals that are used in the course of the company's normal business activities must be maintained and continually updated.  This list is to include all substances, which require a Material Safety Data Sheet (MSDS).  The list will contain the names of the chemicals and their location within the building.

One copy of this list is to be kept in the front of each MSDS book and one copy is to be kept on file with the Hazard Communications Officer.  For each chemical used, an MSDS sheet must be available on that jobsite.

II.
MATERIAL SAFETY DATA SHEETS.  (MSDS)

All Material Safety Data Sheets (MSDS) must be kept in an organized fashion and must be placed in an identified and accessible location for all employees to view at will.

A duplicate set of MSDS information must be maintained by the Hazard Communications Officer.

MSDS books and the Hazardous Chemical List must be maintained up to date.  As obsolete MSDS's are replaced by updated copies, the obsolete copies must be kept in a separate file from the current MSDS's. Do not throw them away.   MSDSs must be retained for thirty (30) years.

If a hazardous chemical or substance is received without a proper MSDS, the receiving person must immediately notify the Hazard Communications Officer and then contact the manufacturer or distributor of the product and request a MSDS to be faxed immediately and one mailed as a follow-up.  (MSDS's may be obtained from either the manufacturer or the distributor).  If, for some reason, the manufacturer or distributor is unable to produce a MSDS upon request, the Hazard Communications Officer should be notified immediately.

Hazardous Materials or substances received without a MSDS are to be returned to the sender.

III.
LABELING
Each container of a hazardous chemical that is used in or around the work area must be properly labeled with the identity of the hazardous material, the appropriate hazard warnings and the name and address of the manufacturer.  Appropriate labels must be on all containers regardless of size.  Containers must be approved and recommended for storage and/or dispensing of the particular hazardous chemicals.

Worn and torn labels must be replaced.  It is the responsibility of the employees to report inappropriate labels to their supervisor.  It is the responsibility of the Hazard Communications Officer to ensure that appropriate labels are in place and that replacement labels are available.

After the employee has been trained on the MSDS, temporary containers for chemicals that will be used within the work shift do not require labels as long as the material is used by the same employee who transferred the chemical to the temporary container.  It is always a safe practice to label all containers.

IV.
TRAINING
Employee training for this Hazard Communication Program consists of the following:

1.
All affected employees working for, or associated with, (NAME OF COMPANY) are required to review the training material with the Hazard Communications Officer and sign the acknowledgment form which will be placed in the employee's file. New employees will receive this training during the new employee orientation process before the new employee actually assumes status as an active employee or is exposed to any hazardous materials in the workplace.  

2.
Affected employees must be shown the locations of MSDSs, how to read MSDSs, locations of fire extinguishers, first aid kit location, and locations of usage and storage of hazardous materials.

3.
All hazard communications training should be documented and a copy placed in the employee's file.  The Hazard Communications Officer must keep a separate file on who has received what training and when.

4.
If the management of (NAME OF COMPANY) engages the services of contract labor personnel and there exists possible exposure to hazardous materials, the contract labor personnel must be made aware of the list of Hazardous Materials and the location of the MSDS information book.

5.
Affected employees are those who regularly work around and with hazardous substances or may casually come into contact with them during the regular course of their work.

6.
As part of ongoing training, each employee must receive refresher training at least once per calendar year and whenever new chemicals are introduced into the workplace.  The employee must sign the training acknowledgment form. 

V.
STORAGE
1.
All storage areas for hazardous substances are to be secured, properly ventilated and identified by signs.  

2.
A flammable storage cabinet will only contain chemicals that are flammable or combustible.

3.
The MSDS will be reviewed for compatibility of chemicals.

VI.
DISCIPLINE
Any direct or intentional violation or non-compliance with this program may result in disciplinary actions regarding the person or persons involved, up to and including termination.

(NAME OF COMPANY)
HAZARD COMMUNICATION PROGRAM
ACKNOWLEDGMENT OF RECEIPT 

OF 

HAZARD COMMUNICATION TRAINING
My signature below acknowledges that I have received training concerning Hazard Communications.  I understand that this training complies with the employee training requirements of OSHA's Hazard Communication Standard and the Texas Hazard Communication Act.

The training included the following:

1.
Understanding the purpose and scope of the Right-to-Know laws.

2.
Definition of the classification "hazardous chemical."

3.
Explanation of situations and elements which must be present for a material to be considered a physical or health hazard.

4.
Explanation and interpretation of labels and what is required on all containers.

5.
Understanding and interpretation of Material Safety Data Sheets (MSDS) and where they are located in the workplace.

6.
Location and proper use of any personal protective equipment to reduce exposure.

7.
My responsibilities as an employee of (NAME OF COMPANY).

EMPLOYEE NAME:_______________________________________

                       


(Please print)
EMPLOYEE
SIGNATURE:_________________________________DATE___________

COMPANY REPRESENTATIVE______________________________DATE___________
