EntityName


Welcome to the Hazard Communication template. To customize the template, you should first evaluate the hazardous materials used within your facilities to determine which of them must be included within your inventory (probably all of them).  The result should be listed on an inventory and made available to all employees. Be sure you have a current MSDS for each material. If you have any questions, contact YCPARMIA (530-666-4456).

Important Information

· Use the find and replace function to enter your Entity Name in place of the text “EntityName” in the document.

· Add page breaks after you have filled in the required information and removed these instructions.
· The next step is to put the program into action. Be sure to keep your inventory up to date, keep current MSDSs on hand for all chemicals, make sure that chemical containers are properly labeled, and train all of your staff on the Hazard Communication standard.

· If you need assistance, please contact YCPARMIA. 

Revising Your Hazard Communication Program

Review the program at least annually and revise it if there have been changes. Notify affected staff of any changes. It may be convenient to do this at the time of your annual Hazard Communication refresher training.

HAZARD COMMUNICATION PROGRAM

(Employee Right To Know)
PURPOSE

The Hazard Communication Program establishes methods for providing information regarding hazardous materials in the workplace as required by California Code of Regulations, Title 8, Section 5194 (8 CCR 5194).   

SCOPE

This Program establishes requirements for the use of hazardous material labels and other hazard warning methods, Material Safety Data Sheets (MSDSs), hazardous materials evaluations, annual inventories, and employee information and training on hazardous materials.  The program will ensure that:


(
Employees have proper training and awareness of hazardous materials in the workplace.


(
Material Safety Data Sheets (MSDS) are on file for employee access.


(
Proper posting and container labeling are accomplished.

RESPONSIBILITIES

This Program applies to employees, including contract employees under the direct supervision of EntityName employees, who may come into contact with or be exposed to hazardous materials at the workplace while performing their normal duties or during emergency conditions.  It also applies to those who are involved in the purchase, transportation, or storage of hazardous materials.

Management Shall:

A.
Provide training, keep records of training, and provide copies of those records to appropriate supervisors.  

B.
Ensure a list is maintained of all hazardous materials in the workplace.

C.
Ensure that MSDSs are readily available and the locations of MSDS information are identified to employees.

D.
Evaluate the hazard potential of new hazardous materials being introduced into the workplace and recommend safer alternatives, if available.
 E.
Provide guidance for labeling of hazardous material containers.

F.
Ensure workplace inspections include evaluations of hazardous material safe handling and storage practices. 
Supervisors Shall:

A.
Identify the hazardous materials normally associated with jobs under their supervision and make sure their employees receive the appropriate Hazard Communication training (both general and specialized) before they begin any work assignment involving hazardous materials.  

B.
Notify management regarding the use of new hazardous materials.

C.
Notify management regarding new uses for existing hazardous materials.

D.
Ensure personnel employ the protective measures prescribed by MSDSs and local operating instructions when working with hazardous materials.

E.
Ensure personnel use, transport, and store hazardous materials in a safe manner. 

F.
Ensure hazardous material containers are labeled properly (including portable containers).

G.
Ensure current MSDSs are available for the hazardous materials used.

Employees Shall:

A.
Familiarize themselves with hazard warnings, hazard labels, and MSDSs so they can use this information where needed.

B.
Employ the protective measures prescribed by MSDSs and local operating instructions when working with hazardous materials.

CONTRACTOR REQUIREMENTS 

Contractors are required to have their own Hazard Communication Program.  However, the EntityName must provide the contractors with information specific to EntityName operations.  The contractors must, in turn, convey this information to their employees.  

HAZARD COMMUNICATION PROGRAM

PROCEDURES

TRAINING

A.
Initial Training
For employees whose duties require them to work around hazardous materials, initial training shall be provided by Management before they begin their work assignment.  This training will cover the following topics:




1.
Overview of Hazard Communication regulations, including employees' rights under the regulations.




2.
Operations in the work area where hazardous materials are present.




3.
How to read warning labels and identify the presence or release of hazardous materials.




4.
Emergency procedures for spills/accidents, including fire hazards, first aid, clean-up, and disposal.




5.
Location and availability of this Hazard Communication Program, including hazardous materials lists and MSDSs.




6.
How to read an MSDS and use it to identify (at a minimum):


(a)
Physical and Health Hazards


(b)
First Aid Procedures


(c)
Protective Measures


(d)
Storage and Handling Procedures


(e)
Spill Response Procedures

Training videos and other training materials are available from the YCPARMIA lending library at (530) 666-4456/

B.
Training for Non-Routine Tasks
Periodically, employees are required to perform non-routine tasks which may involve hazardous materials.  Before starting work on such projects, affected employees shall be given information by their supervisor about the hazards to which they may be exposed.

C.
Specialized Training
Specialized training shall also be provided on an as-needed basis as new hazards are introduced into the workplace and for hazards that are newly discovered (e.g., from revised MSDS information).


D.
Recurring Training
On-going training will be provided to employees.  The frequency of this training is designed to maintain a heightened level of hazardous material awareness.  Hazardous Material awareness training should be conducted at least annually.

HAZARDOUS MATERIAL INFORMATION

A.
All purchases of hazardous materials must include the MSDS with delivery.

B.
A list of workplace hazardous materials can be found in MSDS binders/files.

C.
Workplace MSDSs are located in the following areas (list locations):


__________________________________________


__________________________________________


__________________________________________

__________________________________________

WARNINGS & LABELING


A.
All containers of hazardous materials are to be labeled with the following information:




(1)
Complete identity of the material.




(2)
Appropriate hazard warning and safety precautions.




(3)
Name and address of the manufacturer or other responsible party.

B.
If a secondary container is used, it must be labeled with either a copy of the original label or with appropriate generic labels.

C.
All warnings and labels must be legible, in English, and prominently displayed on containers, or readily available in the work area throughout each work shift. 
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