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Organization Name 
Hazard Communication Program
[bookmark: 001A]Purpose
[bookmark: _GoBack]At Organization Name, we value the safety of our employees. The purpose of this program is to inform interested persons, including employees, that our organization is complying with the OSHA Hazard Communication Standard 1910.1200 by compiling a hazardous chemicals list, using safety data sheets (SDSs), ensuring that containers are labeled, and training our employees.
This program applies to all work operations at Organization Name where employees may be exposed to hazardous chemicals under normal working conditions or during an emergency situation. Under this program, you, the employee, will be informed of the contents of the “Hazard Communication Standard,” the hazards of chemicals with which you work, safe handling procedures, and measures to take to protect yourself from these chemicals.
[bookmark: MANAGERA][bookmark: 002A][bookmark: 002B][bookmark: 003A]Responsibilities
Name, the Organization Name Job Title, has overall responsibility for the program, including reviewing and updating the program as necessary. The following table indicates where this written program may be obtained and the management responsible for its storage.
Table 1. Program Location
	[bookmark: _Hlk486685641]Facility
	Program Location
	Person in Charge 
of Keeping Program

	Facility
	Location
	Safety Professional Name

	Facility
	Location
	Safety Professional Name

	Facility
	Location
	Safety Professional Name


[bookmark: MANAGERC]If, after reading this program, you find that improvements can be made, please contact the Job Title or Job Title.  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 organization.
List of Hazardous Chemicals
Our "Chemical Inventory" is a list of product identifiers of hazardous chemicals known to be present at our workplace. Anyone who comes in 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 easily identified, whether they are found in a container or generated in work operations. The hazardous chemicals on the chemical inventory can cover a variety of physical forms, including: liquids, solids, gases, vapors, fumes, and mists. Sometimes hazardous chemicals can be initially identified using purchase orders. Identification of other chemicals may require an actual survey of the workplace.
[bookmark: 004A][bookmark: 005A]The following employees are responsible for the indicated tasks involved in updating the chemical inventory.
Table 2. Chemical List Employee Responsibilities
	Employee Name
	Employee Task
	Employee  Contact Number

	Safety Professional Name
	Task
	Phone Number

	Safety Professional Name
	Task
	Phone Number

	Safety Professional Name
	Task
	Phone Number


[bookmark: 006A][bookmark: 007A]The inventory is attached to this written “Hazard Communication Program” as Appendix A. However, the Organization Name also keeps a copy of the chemical inventory list located in our online corporate “SDS Management Program.” The chemical inventory serves as a list of every hazardous chemical for which an SDS must be maintained.
Safety Data Sheets (SDSs)
SDSs are basically fact sheets for chemicals that pose a physical or health hazard in the workplace. These sheets provide our employees with specific information on the chemicals in their work areas. If the SDS is not received in the first shipment, the designated employee must contact the chemical’s manufacturer.
[bookmark: 010A]The following table lists the employees responsible for specific tasks in updating the SDS.





Table 3. SDS Employee Responsibilities
	Employee Name
	Employee Task
	Employee  Contact Number

	Safety Professional Name
	Task
	Phone Number

	Safety Professional Name
	Task
	Phone Number

	Safety Professional Name
	Task
	Phone Number


[bookmark: 011A][bookmark: 012A][bookmark: 013A]SDSs are kept readily accessible to all employees during each work shift at the following location(s). 
Table 4. SDS Book Location
	Facility
	SDS Book Location
	Person in Charge of 
Keeping SDS Book

	Facility
	Location
	Safety Professional Name

	Facility
	Location
	Safety Professional Name

	Facility
	Location
	Safety Professional Name


[bookmark: 014A][bookmark: 018A][bookmark: 019A]Labels and Other Forms of Warning
In most cases, hazardous chemical containers at the workplace must be clearly labeled, tagged, or marked in accordance with the following guidelines:
· Labels should contain the product identifier, signal word, hazard statement(s), pictogram(s), and precautionary statement(s).
· Labels should contain the product identifier, words, pictures, symbols, or combination thereof, which provide at least general information regarding the hazards of the chemicals, and which, in conjunction with the other information immediately available to employees under the “Hazard Communication Program,” will provide employees with the "specific" information regarding the physical and health hazards of the hazardous chemical. 
· While not required for in-house labeling, the name and address of the manufacturer, importer, or other responsible party may also be found on the label, tag, or marking, because shipped containers of hazardous chemicals must bear this information. 
· Hazards not otherwise classified, if any, do not have to be addressed on a container but must be addressed on the SDS.
· Because the product identifier is found on the label, the SDS, and our “Chemical Inventory,” the product identifier links these three sources of information, permitting cross-referencing. The product identifier used by the supplier may be a common or trade name, a chemical name, or a number. Employees should be aware that label information can be verified by referring to the corresponding SDS.
· [bookmark: 020A][bookmark: 020B][bookmark: 021A][bookmark: 022A][bookmark: 023A]A poster is displayed in plain sight to inform employees about the “Hazard Communication Standard.”
· If employees transfer chemicals from a labeled container to a portable, secondary container intended only for their immediate use, no labels, tags, or markings are required on the portable container. Otherwise, portable containers must be labeled, tagged, or marked in accordance with our in-house labeling system.
Labeling Responsibilities
Individual Job Title and Job Title are responsible to ensure that all hazardous chemicals in containers at the workplace have proper labels or other forms of warning that are legible, in English (although other languages may also be included), and clearly displayed on the container. These people will also update labels and ensure that newly purchased chemicals are checked for labels when containers are received.
[bookmark: 024A]To produce in-house container labels, we use our online corporate “SDS Management Program,” which produces a secondary container label consistent with GHS requirements. 
Hazards of Unlabeled Pipes
[bookmark: 043A][bookmark: 044A]Work activities are sometimes performed by employees in areas where hazardous chemicals are transferred through unlabeled pipes. We inform employees of the hazards of chemicals contained in unlabeled pipes in their work areas in the following ways.


Table 5. Methods to Warn Employees of Unlabeled Pipes
	Facility
	Unlabeled Pipe Hazard
	Warning Method

	Facility
	Location
	Method

	Facility
	Location
	Method

	Facility
	Location
	Method


[bookmark: 025A]Training
[bookmark: 028A]Everyone who works with or is potentially exposed to hazardous chemicals on the job will receive initial training on the “Hazard Communication Standard,” and the safe use of those hazardous chemicals, before starting work. Because job structure may require employees to occasionally work at another location, all employees are trained in general Hazard Communication. 
Training Occasions
The Job Title, Safety Professional Name, ensures all employees are trained on the following occasions:
· Annually 
· At hire 
· When a new hazard is introduced
Note:  During training, the manager also 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-related illness or injury.
[bookmark: 029A]Training Content
Effective information and training is a critical part of the “Hazard Communication Program.” Our goal is to ensure employees know that they are exposed to hazardous chemicals, have the skills to use labels and SDSs, and understand how to appropriately follow the protective measures we have established.
[bookmark: 031A][bookmark: 032A][bookmark: 033A]The format of our general training program is Vivid Learning Systems’ online “Hazard Communication Law” training program.
The training program emphasizes these elements: 
· Summary of the “Hazard Communication Standard.” 
· Hazardous chemicals present in operations in employee work areas
· Chemical and physical properties of hazardous chemicals (e.g., flash point, reactivity, etc.).
· How to detect the presence or release of hazardous chemicals (including chemicals in unlabeled pipes). 
· Physical hazards of chemicals (e.g., potential for fire, explosion, etc.) 
· Health hazards, including signs and symptoms of overexposure, associated with exposure to chemicals, and any medical condition known to be aggravated by exposure to them. 
· Any simple asphyxiation, combustible dust, pyrophoric hazards, and hazards not otherwise classified found in work areas. 
· Any steps (including engineering controls) the company has taken to reduce or prevent exposure to hazardous chemicals. 
· Procedures to protect employees against hazards and exposure.
· Procedures for reporting and responding to chemical emergencies.
· How to read and use both the workplace labeling system and labels received on shipped containers.
· The order of information found on SDSs, how to read the information, and what the information means.
· How to access SDSs, this written “Hazard Communication Program,” and the “Chemical Inventory.” 
[bookmark: 034A][bookmark: 035A]The following table describes specific workplace hazards in which employees of this facility must be trained.
Table 6. Location Specific Hazards for Employees to be Trained on
	[bookmark: _Hlk485993293]Facility
	Hazard Location
	Hazard Description

	Facility
	Location
	Hazard

	Facility
	Location
	Hazard

	Facility
	Location
	Hazard


[bookmark: MANAGERG][bookmark: 046A][bookmark: 045A][bookmark: MANAGERH]The Job Title, Safety Professional Name is responsible to introduce the new chemical to the affected location manager, Safety Professional Name, ensuring all hazardous elements of use are explained. 
Program Evaluation
[bookmark: 002D][bookmark: Test13][bookmark: Test14]Although it is not possible to eliminate all hazards associated with chemicals, we try to remove as many problems as possible to provide a safe environment for our employees. By having the Job Title, Safety Professional Name, thoroughly evaluate and revise our “Hazard Communication Program” when necessary, we can eliminate problems effectively.
At Organization Name, program evaluations, performed annually by the Job Title, involve the following: 
· Conducting evaluations of the workplace as necessary to ensure that the provisions of the current written program are being effectively implemented and that they continue to be effective;
· Regularly consulting management and employees working with or around chemicals to identify issues. Any problems that are identified during this assessment must be corrected. 


Appendixes
We have attached the following document(s) to this written program:
Appendix A- Organization Name Chemical Inventory

Next Annual Review Date 
	Title
	Name
	Date

	
Ex: Originator:

	Safety Professional Name
	Date

	Ex: MFG Rep:
	Safety Professional Name
	Date

	Ex: QC Rep:
	Safety Professional Name
	Date

	Ex: Logistics Rep:
	Safety Professional Name
	Date

	Ex: Maint./Eng. Rep:
	Safety Professional Name
	Date

	Ex: QA Rep:
	Safety Professional Name
	Date

	Ex: Health and Safety Specialist:
	Safety Professional Name
	Date
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