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PROCEDURE CATEGORY:  Safety     
PURPOSE: SDS
· To define the Department Hazard Communication Program which includes

· Department policy

· communications to employees concerning hazards and protective measures

· container labeling and SDSs
· employee training

APPLICABLE LOCATION(S): Entire Department area of responsibility 
PERSONNEL RESPONSIBLE: 

· Supervisor of Department: overall responsibility for program

· Department Senior Staff: evaluate/review chemicals in-use, define protective equipment/systems

· Foreman: prepare/lead communications, arrange training

· Foreman: maintain inventory list and obtain SDSs for Plant Operations chemicals

· Foreman or designate: maintain inventory list and obtain SDSs for Maintenance chemicals

· All Department employees: awareness and compliance

FREQUENCY:  all days, all shifts

ASSOCIATED DOCUMENTS:
· Department site Chemicals, Department Chemicals Inventories

· Plan Department Chemicals Material Safety Data Sheets (SDSs)

· Maintenance Chemicals Material Safety Data Sheets (SDSs)                             

· Department Procedure  hazard Communication
· OSHA Standards 29 CFR: Hazard Communication – 1910.1200

DOCUMENT RETENTION PERIOD:  NA

PROCEDURE

1. Department Policy

a) In order to assure that all employees know information about the dangers of all hazardous chemicals used by Department, the following hazard information communication program has been established.  

b) Under this program, employees will be informed of 

i) the contents of the OSHA Hazard Communication standard, 

ii) the hazardous properties of the chemicals with which they work, 

iii) safe handling procedures, 

iv) and measures employees are to take to protect themselves from the chemicals.

c) This program applies to all operation and maintenance activities at Department facilities or sites where employees may be exposed to hazardous chemicals under normal working conditions or during an emergency situation.

d) This program applies to all Department employees.

e) A copy of the Hazard Communication Program will be given to each employee and will also be available in the ” Department Policies & Procedures” binder located in the Supervisor’s Office and Safety Bulletin board.

f) The Supervisor of Department is the program coordinator, with overall responsibility for the program, including reviewing and updating this plan as necessary.

2. Definitions:

a) “chemical” means any element, chemical compound or mixture of elements and/or compounds

b) “container” means any bag, barrel, bottle, box, can, cylinder, drum, reaction vessel, storage tank, or the like that contains a hazardous chemical; for purposes of this section, pipes or piping systems, and engines, fuel tanks, or other operating systems in a vehicle, are not considered to be containers

c) “employee” means a worker who may be exposed to hazardous chemicals under normal operating conditions or in foreseeable emergencies

d) “employer” means a person engaged in a business where chemicals are either used, distributed, or produced for use or distribution, including a contractor or subcontractor

e) “exposure or exposed” means that an employee is subjected in the course of employment to a chemical that is a physical or health hazard, and includes potential (e.g. accidental or possible) exposure; “subjected” in terms of health hazards includes any route of entry (e.g. inhalation, ingestion, skin contact or absorption)

f) “hazardous chemical” means any chemical which is a physical or a health hazard

g) “health hazard”  means a chemical for which there is statistically significant evidence based on at least one study conducted in accordance with established principles that acute or chronic health effects may occur in exposed employees; the term “health hazard” includes chemicals which are carcinogens, toxic or highly toxic agents, reproductive toxins, irritants, corrosives, sensitizers, hepatotoxins, nephrotoxins, neurotoxins, agents which act on the hematopoietic system, and agents which damage the lungs, skin, eyes, or mucous membranes

h) “immediate use” means that the hazardous chemical will be under the control and used only by the person who transfers it from a labeled container and only within the work shift in which it is transferred

i) “label” means any written, printed, or graphic material displayed on or affixed to containers of hazardous chemicals

j) “physical hazard” means a chemical for which there is scientifically valid evidence that it is a combustible liquid, a compressed gas, explosive, flammable, and organic peroxide, an oxidizer, pyrophoric, unstable (reactive) or water-reactive

k) “use” means to package, handle, react, emit, extract, generate as a byproduct, or transfer

3. Inventory Lists

a) Department shall create and maintain lists of the chemicals in-use and/or stored on-site.  These lists are to include all materials purchased for and/or used by employees at the Magee View Avenue site or in fieldwork.  The lists are to contain, but are not limited to: 

i) all Department Operations chemicals and treatments

ii) all supplies associated with Department activities

b) The Foreman or designee are responsible for creating and updating the Department Chemicals. 

c) Inventory list locations:

i) The inventory lists for the Department Chemicals and the Department maintenance Chemicals will be kept as hardcopies at the front of the respective SDS binders in the Hazard Communication board.  

4. Material Safety Data Sheets

a) Department shall maintain current Material Safety Data Sheets (SDSs) for all items on the Department Operations Chemicals and Department maintenance chemicals Inventory Lists.  

b) Any individual placing an order for “chemical” supplies is responsible for obtaining a current SDS for the item(s) ordered.  This may be accomplished by either requesting a current SDS for the item(s) at the time of ordering OR for accessing and printing on-line SDSs available from many suppliers.  The associated inventory list must also be updated with the new chemical purchase.

c) SDSs for items that are first-time purchases are to be forwarded to the Foreman for review/evaluation and filing into the appropriate SDS binder(s).  If new hazards are identified, the SDS reviewer is responsible for assuring that the new information is communicated to affected employees.

d) Current SDSs for repeat-purchase items are to be reviewed by the individual referred to in 4.b) above for issue date relative to the existing SDS on file at Department.  The most current copy is to be filed into the appropriate binder(s) and, unless previous versions are required for some specific reason (such as existing inventory of a discontinued version of the chemical), previous versions of the SDS should be discarded. 

e) Current SDSs are to be filed into the designated Operation Chemical or Maintenance Chemical SDS binders.

i) In the event that an SDS is found to be missing from any binder, the employee should notify the designated responsible person or the Foreman who will see to its replacement.

5. Hazard Assessments

a) All chemicals in-use at Department sites are to be evaluated by the representative(s) of Department Senior Staff and/or the City Safety Officer (i.e. the “employer”).  Those evaluating the chemicals shall consult the following sources, as needed, for appropriate information concerning hazards:

i) Safety Data Sheets (SDS) provided by the manufacturers

ii) 29 CFR part 1910, subpart Z, Toxic and Hazardous Substances, Occupational Safety and Health Administration (OSHA)

iii) “Threshold Limit Values for Chemical Substances and Physical Agents in the Work Environment”, American Conference of Governmental Industrial Hygienists (ACGIH) – latest edition

b) The inventory lists of chemicals described previously in Item #2 are used along with the SDSs and other resources noted above to assess the hazards associated with the chemicals used in the Department workplace and fieldwork.

c) Department management will assure that appropriate engineering controls and/or personal protective equipment (PPE) are installed and/or made available to all employees exposed to hazardous chemicals in the Department workplace and fieldwork. 

6. Labels and other forms of warning

a) All chemicals purchased for use at the Department site and fieldwork are to be inspected at time of receipt by the person ordering/receiving it for proper labeling; each individual container must include:

i) the identity of hazardous chemical(s) 

ii) appropriate hazard warnings

iii) the name and address of the manufacturer or other responsible party

iv) as previously discussed, an SDS for each chemical is also required

b) Appropriate container label warnings must provide at least general information regarding the hazard and must include:

i) words

ii) pictures

iii) symbols

iv) or combinations of the above

c) Label warnings in conjunction with other information immediately available to employees (i.e. SDSs) shall provide specific information regarding the physical and health hazards of the hazardous chemicals.

d) Chemicals which are transferred from the original labeled container for storage and/or use in another container must be labeled to indicate at least the identity and appropriate hazard(s) warnings.  It is the responsibility of the individual performing the transfer to label the new container.

i) Appropriate labels include signs, placards, or operating procedures.

ii) It is not required to label portable containers into which hazardous chemicals are transferred from labeled containers and which are intended only for the immediate use of the employee who performs the transfer. 

e) Additional signage may be posted in areas where chemicals are used or where employees may expect exposures; these indicate potential general hazards associated with the use of the materials and required PPE to insure employee safety.

f) The Foreman and/or City Safety Officer will review the Department labeling procedures annually and will update labels as required.

7. Training

a) All employees who work with, or are potentially exposed to, hazardous chemicals will receive initial training on the Hazard Communication Standard and the City of Stamford Hazard Communication Program before commencing work.  

b) The training will include:

i) overview and requirements of the OSHA Hazard Communication Standard, 1910.1200

ii) the Department Hazard Communication Program, including locations of the written program, inventory lists of chemicals, and SDSs
iii) identification of hazardous chemicals present in the employee’s work areas

iv) physical and health risks of the hazardous chemicals, including symptoms of overexposure

v) how to determine the presence or release of hazardous chemicals in the workplace

vi) means of reducing or preventing exposures to hazardous chemicals though use of control procedures, work practices, and personal protective equipment (PPE)

vii) steps Department has taken to reduce or prevent employee exposures

viii) how to read labels and SDSs to obtain hazard information

c) Employees will receive information and training whenever a new physical or health hazard is introduced into their work area.

d) Employees will receive information and training on non-routine hazardous tasks prior to their executing the activity.  An example of a non-routine hazardous task is “Confined Space Entry”.

e) It is the responsibility of the Supervisor of Department and the City Safety & Training Officer to arrange for and/or provide all appropriate safety training. 

f) Training records (agenda, sign-in sheets and copy of material covered) are to be kept by the Foreman, filed in the Safety Training Records binder.

8. Hazard communication to contractors working on-site

a) It is the responsibility of the Supervisor of Department (or her/his designee) to provide to contractors working on-site information concerning hazardous chemicals that their employees may be exposed to and suggested safety precautions.  

b) The contractor shall be provided access to and copies of pertinent SDSs and PPE Hazard Assessments.
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