Sample Hazard Communication Program

For XYZ COMPANY
This is an example only.  Employers are encouraged to develop their own program, specifically tailored to their operation and needs.
To enhance our employees' health and safety, our company has developed, implemented, and maintains a hazard communication program as required by the Hazard Communication Regulation (T8 CCR 5194).  The hazard communication manager, (name), has full authority and responsibility for implementing and maintaining this program.  We provide information about the hazardous substances in our workplace, the associated hazards, and the control of these hazards through a comprehensive hazard communication program that includes the elements listed below.

1. List of hazardous substances
(Person/position) will prepare and keep current an inventory list of all known hazardous substances present in our workplace.  Specific information on each noted hazardous substance could be obtained by reviewing the MSDSs (see Attachment C, "Hazardous Substance Inventory List Sample").

2. Proposition 65 list of chemicals
(Person/position) is responsible for obtaining updates of Proposition 65 listed chemicals and providing new information to affected employees.  In the case of newly added chemicals to the Proposition 65 list, warning requirements take effect 12 months from the date of listing.

3. Material Safety Data Sheets (MSDSS)
(Person/position) is responsible for obtaining the MSDSS, reviewing them for completeness, and maintaining the data sheet system for our company.  In the review of incoming data sheets, if new and significant health/safety information becomes available, this new information is passed on immediately to the affected employees by additional training sessions, posting of memos, and other means of communication.

Legible MSDS copies for all hazardous substances to which employees of this company may be exposed are kept in (list all locations).  MSDSs are readily available for review to all employees in their work area and during each work shift.  If MSDSs are missing or new hazardous substance(s) in use do not have MSDSS, or if an MSDS is obviously incomplete, please contact (person/position) immediately, and a new MSDS will be requested from the manufacturer.  If we are unable to obtain the MSDS from the vendor within 25 calendar days of the request, we will either call our local Cal/ OSHA compliance office or write to:

Division of Occupational Safety and Health

Deputy Chief of Health and Engineering Services

P. 0. Box 420603

San Francisco, CA 94142-0603

If anyone has a specific question or needs additional information on an MSDS, please call the Cal/OSHA Consultation Service at 1-800-963-9424 or the Occupational Health Branch of HESTS at 510-540-3014 (English) or 510-849-5149 (Spanish).

If we use alternatives other than paper MSDSs-computer or microfiche machines with printers or telefax machines-we will make sure that employees have ready access to and know how to operate these devices for retrieval and printing of legible hard copies.  Our backup system in the event of failure of the primary MSDS retrieval system will require employees to request paper MSDSs by telephone.  An MSDS hard copy will be provided to the requester as soon as possible after the telephone request is made.

4. Labels and other forms of warning
Before hazardous substance containers are released to the work area, it is the policy of our company that (person/position) will verify that all primary and secondary containers are labeled as follows:

Label information 

                   

Primary Container                           

Secondary Container
Identity of the hazardous substance(s)
Applicable hazard warnings
Name and address of the manufacturer
To address exposures to Proposition 65 chemicals, (person/position) will provide clear and reasonable warnings to individuals prior to exposure by means of posting signs conspicuously, labeling consumer products, and training employees.

If applicable, (person/position) will arrange for labels, signs, and other warnings to be printed in other languages.

5 Employee information and training
Employees are to attend a health and safety-training session set up by (person/position) prior to starting work.  This training session will provide information on the following: The requirements of the hazard communication regulation, including the employees' rights under the regulation the location and availability of the written hazard communication program

Any operation in their work area, including non-routine tasks, where hazardous substances or Proposition 65 carcinogens/reproductive toxins are present and exposures are likely to occur Methods and observation techniques used to determine the presence or release of hazardous substances in the work area Protective practices the company has taken to minimize or prevent exposure to these substances How to read labels and reviews MSDSs to obtain hazard information Physical and health effects of the hazardous substances

Symptoms of overexposure

Measures employees need to put into practice to reduce or prevent exposure to these hazardous substances by engineering controls, work practices, and use of personal protective equipment Emergency and first-aid procedures to follow if employees are exposed to hazardous substances The location and interpretation, if needed, of warning signs or placards to communicate that a chemical known to cause cancer or reproductive toxicity is used in the workplace

Employees will receive additional training when a new hazard is introduced into the workplace or whenever employees might be exposed to hazards at another employer's work site.

6. Hazardous non-routine tasks
Periodically, our employees are required to perform hazardous non-routine tasks.  Prior to starting work on such projects, affected employees will be given information by their supervisor on hazards to which they may be exposed during such an activity.

This information will cover:

Specific hazards

Measures the company has taken to reduce the risk of these hazards, such as providing ventilation, ensuring the presence of another employee, providing a respiratory protection program, and establishing emergency procedures Required protective/safety measures

Examples of non-routine tasks performed by employees of this company:

Sample Non-routine 

                  Task     


             Hazardous Substance






Cleaning sewage tank 
                              Sodium hydroxide

7. Labeled/unlabeled pipes (if applicable)
Aboveground pipes transporting hazardous substances (gases, vapors, liquids, semi-liquids, or plastics) shall be identified in accordance with T8 CCR, Section 3321, and "Identification of Piping."

Other aboveground pipes that do not contain hazardous substances but may have associated hazards if disturbed or cut (e.g., steam lines, oxygen lines) shall be addressed as follows:

Before employees enter the area and initiate work, (person/position) will inform them of: The location of the pipe or piping system or other known safety hazard

The substance in the pipe:

Potential hazards

Safety precautions

8. Informing contractors
To ensure that outside contractors work safely in our plant and to protect our employees from chemicals used by outside contractors, (person position// department) is responsible for giving and receiving the following information from contractors:

Hazardous substances, including Proposition 65 chemicals, to which they may be exposed while on the job site as well as substances they will be bringing into the workplace (To this end, we will provide contractors with information on our labeling system and access to MSDSS.) Precautions and protective measures the employees may take to minimize the possibility of exposure.

If anyone has questions about this plan, please contact (person/position). Our plan will be maintained by (person/position) to ensure that the policies are carried out and the plan is effective.






-------------------------------------------------------------

(Signature of Owner or Management Representative)
Hazardous Substance Inventory List

	Hazardous Substance
	Operation/Work Area
	MSDS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Sample Lockout Procedure

LOCKOUT

Lockout procedure for _________________________________________________________

(Name of your company) 

Purpose

This procedure establishes the minimum requirements for lockout of energy sources that could cause injury to personnel. All employees shall comply with the procedure.

Responsibility

The responsibility for seeing that this procedure is-followed is binding upon all employees. All employees shall be instructed in the safety significance of the lockout procedure by (designated individual). (Designated individuals) shall instruct each new or transferred affected employee in the purpose and use of the lockout procedure.

Preparation for Lockout

Employees authorized to perform lockout shall be certain as to which switch, valve, or other energy isolating devices applies to the equipment being locked out. More than one energy source (electrical, mechanical, or others) may be involved. The employees shall clear any questionable identification of sources with their supervisors. Before lockout commences, job authorization should be obtained.

Sequence of Lockout Procedure

1) Notify all affected employees that a lockout is required and the reason therefor.

2) If the equipment is operating shut it down by the normal stopping procedure (such as: depress stop button, open toggle switch).
3) Operate the switch, valve, or other energy isolating devices so that the energy sources(s) (electrical, mechanical, hydraulic, and other) is disconnected or isolated from the equipment. Stored energy, such as that in capacitors, springs, elevated machine members, rotating flywheels, hydraulic systems, and air, gas, steam or water pressure, must also be dissipated or restrained by methods such as grounding, repositioning, blocking, bleeding down.

4) Lockout energy 'isolating devices with an assigned individual lock.

5) After ensuring that no personnel are exposed and as a check on having disconnected the energy sources, operate the push button or other normal operating controls to make certain the equipment will not operate. CAUTION: Return operating controls to neutral position after the test.

6) The equipment is now locked out.

Restoring Equipment to Service

1) When the job is complete and equipment is ready for testing or normal service, check the equipment area to see that no one is exposed.

2) When equipment is clear, remove all locks. The energy isolating devices may be operated to restore energy to equipment.

Procedure Involving More Than One Person

In the preceding steps, if more than one individual is required to lock out equipment, each shall place his/her own personal lock on the energy isolating device(s). 0ne designated individual of a work crew or a supervisor, with the knowledge of the crew, may lock out equipment for the whole crew. In such cases, it may be the responsibility of the individual to carry out all steps of the lockout procedure and 

Inform the crew when it is safe to work on the equipment. Additionally, the designated individual shall not remove a crew lock until it has been verified that all individuals are clear.

Rules for Using Lockout Procedure

All equipment shall be locked out to protect against accidental or inadvertent operation when such operation could cause injury to personnel. Do not attempt to operate any switch, valve, or other energy-isolating device bearing a lock.

Sample Injury and Illness Prevention Plan

Workplace inury and ILLNE5S prevention plan FOR high hazard EMPLOYERS

	company name

	street address


Responsibility

The Injury and Illness Prevention (IIP) Plan administrator,

Plan administrator___________________

Have the authority and the responsibility for implementing and maintaining this IIP 

Program for________________________________________ (establishment name)
All managers and supervisors are responsible for implementing and maintaining the IIP Plan in their work areas and for answering worker questions about the IIP Plan. A copy of this IIP Plan is available from each manager and supervisor.

Compliance

Management is responsible for ensuring that all safety and health policies and procedures are clearly communicated and understood by all workers. Managers and supervisors are expected to enforce the rules fairly and uniformly.

All workers are responsible for using safe work practices, for following all directives, policies, and procedures, and for assisting in maintaining a safe work environment. Our system of ensuring that all workers comply with these practices includes the following practices:

(1) Informing workers of the provisions of our IIP Plan 

Example: We inform all employees of our IIPP when they are hired.

(2) Evaluating the safety performance of all workers; 

Example: During the month of May all employee’s safety performance is evaluated based on following company rules (any other criteria you wish to add)

(3) Recognizing workers who perform safe and healthful work practices.

 Example: All employees whose performance meets our guidelines will be given a certificate of achievement (feel free to use any recognition system you wish)

(4) Providing training to workers whose safety performance is deficient. 

Example: We will provide training to all workers whose safety performance is deficient.

(5) Disciplining workers for failure to comply with safe and healthful work practices.

Example: Verbal warnings, written warnings, suspension, and then termination.

(6) The following practices:

You may add any other items you wish here. There is nothing else mandatory.

Communication

We recognize that open, two-way communication between management and staff on health and safety issues is essential to an injury-free, productive workplace. The following system of communication is designed to facilitate a continuous flow of safety and health information between management and staff in a form that is readily understandable and consists of:

· New worker orientation, including a discussion of safety and health policies and

Procedures

Example: New worker orientation is conducted by (state who is to do it and when) 

· Review of our IIP Plan

 Example: The IIPP is reviewed with it the employees by (state who is to do it and

When)

· Workplace safety and health training programs 

Example: List all of your training programs (IIPP, Hazard Communication, Fire Prevention, Emergency Action, Forklift Training, etc.) 

· Regularly scheduled safety meetings 

Example: We have quarterly Safety meetings. 

· Effective communication of safety and health concerns between workers and

Supervisors, including translation where appropriate

Example: We have an open door communication policy in which all workers are encouraged to immediately notify management of safety concerns. Translation is provided when needed.                 

· Posted or distributed safety information 

Example: State where your posters are. 

· Our establishment has less than 10 employees and communicates with and instructs employees orally about general safe work practices and with respect to hazards unique to each employee's job assignment (Do not include this unless you have less than 10 employees)
· A system for workers to anonymously inform management about workplace

Hazards 

Example: A suggestion box is located in the lunchroom for workers to anonymously

Hazard assessment

Periodic inspections to identify and evaluate workplace hazards will be performed by a competent observer in the following areas of our workplace:

Competent Observer Area

List Names

Periodic inspections are performed according to the following schedule:

(1) _Daily at jobsites and Quarterly at all other locations.

(2) When we initially established our IIP Plan;

(3) When new substances, processes, procedures, or equipment that present potential new hazards are introduced into our workplace:

(4) When new, previously unidentified hazards are recognized; 

(5) When occupational injuries and illnesses occur;

(6) When we hire and/or reassign permanent or intermittent workers to processes, operations, or tasks for which a hazard evaluation has not been previously conducted: and

(7) Whenever workplace conditions warrant an inspection. Periodic inspections consist of identification and evaluation of workplace hazards.

ACCIDENT/EXPOSURE INVESTIGATIONS

Procedures for investigating workplace accidents and hazardous substance exposures include:

1.
Visiting the accident scene as soon as possible.

2.
Interviewing injured workers and witnesses.

3.
Examining the workplace for factors associated with the accident/exposure.

4.
Determining the cause of the accident/exposure.

5.
Taking corrective action to prevent the accident/exposure from recurring; and

6.
Recording the findings and corrective actions taken.

Hazard Correction

Unsafe or unhealthy work conditions, practices or procedures shall be corrected in a timely manner based on the severity of the hazards.  Hazards shall be corrected according to the following procedures.

· When observed or discovered;

· When an imminent hazard exist which cannot be immediately abated without endangering workers and/or property, we will remove all exposed workers from the area except those necessary to correct the hazardous condition. Workers necessary to correct the hazardous condition shall be provided with the necessary protection; and

· All such actions taken and dates they are completed shall be documented on the appropriate forms.

Training and Instruction
All workers, including managers and supervisors, shall have training and instruction on general and job-specific safety and health practices. Training and instruction shall be provided as follows:

1. When the IIP Program is first established;

2. To all new workers, except those in construction who are provided training through a Cal/OSHA approved construction industry occupational safety and health training program;

3. To all workers given new job assignments for which training has not been previously provided;

4. Whenever new substances, processes, procedures, or equipment are introduced to the workplace and represent a new hazard,

5. Whenever the employer is made aware of a new or previously unrecognized

hazards.

6. To supervisors to familiarize them with the safety and health hazards to which workers under their immediate direction and control may be exposed; and

7. To all workers with respect to hazards specific to each worker's job assignment. 

Workplace safety and health practices for all industries include, but are not limited to, the following:

1. Explanation of the employer's IIP Plan, emergency action plan, and fire prevention plan, and measures for reporting any unsafe conditions, work practices, injuries, and when additional instruction is needed.

2. Uses of appropriate clothing, including gloves footwear, and personal protective Equipment.

3. Information about chemical hazards to which workers could be exposed and other hazard communication program information.

4. Availability of toilet, hand washing, and drinking water facilities.

5. Provisions for medical services and first aid, including emergency procedures.

6. In addition, we provide specific instructions to all workers regarding hazards unique to their job assignment, to the extent that such information was not already covered in other training.

IN THIS AREA STATE YOUR COMPANY RULES.

The following are sample rules. (AKA CODE OF SAFE PRACTICES)

1. All persons shall follow these safe practice rules, render every possible aid to safe operations, and report all unsafe conditions or practices to the foreman or superintendent.

2.Foremen shall insist on employees observing and, obeying every applicable Company, state or federal regulation and order necessary to the safe conduct of the work, and take action as necessary to obtain compliance.

3.All employees shall be given frequent accident prevention instruction. Instruction shall be given at least every 10 working days.

4.Anyone known to be under the influence of drugs or intoxicating substances, which impair the employee's ability to safely perform assigned duties, shall not be allowed on the job while in that condition.

5. Horseplay, muffling, or other acts that tend to adversely influence the safety or well being of the employees shall be prohibited.

6. Work shall be well planned and supervised to prevent injuries in materials handling and working together with equipment.

7. No employees shall knowingly be permitted or required to work while their ability or alertness is so impaired by fatigue, illness, or other causes that they might unnecessarily expose themselves or others to injury.

8. Employees shall not enter manholes, underground vaults, chambers, tanks, silos, or other similar places receiving little ventilation, unless these places are determined safe to enter.

9. Employees shall be instructed to ensure that all guards and other protective devices are in the proper places and adjusted, and shall report deficiencies promptly to the foreman or superintendent.  

10. Crowding or pushing when boarding or leaving any vehicle or other conveyance shall be prohibited.

1l. Workers shall not handle or tamper with any electrical equipment, machinery, or air or water lines in a manner not within the scope of their duties, unless they receive instructions from their foreman.

12. All injuries shall be reported promptly to the foreman or superintendent so arrangements can be made for medical or first aid treatment.

13 When lifting heavy objects, the large muscles of the leg instead of the smaller muscles of the back shall be used.

14. Inappropriate footwear or shoes with in or badly worn soles must not be worn.

15. Materials, tools, or other objects shall not be thrown from buildings or structures until proper precautions are taken to protect others from the falling objects.

16. Employees shall cleanse themselves thoroughly after handling hazardous substances, and follow special instructions from authorized sources.

17. Hod carriers should avoid using extension ladders when carrying loads.  Though such ladders may provide adequate strength, the rung position and rope arrangement making difficult and hazardous for this trade

18. Work shall be arranged so those employees are able to face a ladder and use both hands while climbing.

19. Gasoline shall not be used for cleaning purposes.

20. No burning, welding, or other source of ignition shall be applied to any enclosed tank or vessel, even if there are some openings, until it has first been determined that no possibility of explosion exists, and authority for the v is obtained from the foreman or superintendent.

21. Any damage to scaffolds falsework, or other supporting structures shall be immediately reported to the foreman and repaired before use.

Use of Tools & Equipment

22. All tools and equipment shall be maintained in good condition.

23. Damaged tools or equipment shall be removed from service and tagged DEFECTIVE.

24. Pipe or Stillson wrenches shall not be used as a substitute for other wrenches.

25. Only appropriate tools shall be used for specific job.

26. Wrenches shall not be altered by the addition of handle-extensions or 'cheaters.'

27. Files shall be equipped with handles and not used to punch or pry.

28. Screwdxivers shall not be used as chisels.

29. Wheelbarrows shall not be used with handles in an upright position.

30. Portable electric tools shall not be lifted or lowered by means of the power cord.  Ropes shall be used.

31. Electric cords shall not be exposed to damage by vehicles.

32 In locations where using a portable power tool is difficult. The tool shall be supported by means of a rope or similar support of adequate strength.

Machinery & Vehicles

33. Only authorized Persons shall operate machinery or equipment.

34. Loose or frayed clothing, long hair, dangling ties, or finger rings shall not be worn around moving machinery or other places where they may become entangled.

35. Where appropriate lockout Procedures shall be used.

36. Employees shall not work under vehicles supported by jacks or chain hoists without Protective blocking to prevent injury if jacks or hoists should fail.

37. Air hoses shall not be disconnected at compressors until the hose line has been bleed.

38. All excavations shall be visually inspected before backfilling, to ensure that it is safe to backfill.

39. Excavating equipment shall not be operated near tops of cuts, banks, or cliffs if employees are working below.

40. Tractors, bulldozers, scrapers and carryalls shall not operate where there is a possibility of overturning in dangerous areas like edges of deep fills, cut banks and steep slopes.

42. When loading where there is a probability of dangerous slides or movement of material, the wheels or treads of loading equipment, other than that riding on rails, should be turned in the direction which will facilitate escape in case of danger, except in a situation where this position of the wheels or treads would cause a greater operational hazard.

Record keeping

We have checked one of the following categories as our recordkeeping policy. 

Category 1. Our establishment is on a designated high hazard industry list. We have taken the following steps to implement and maintain our IIP Plan:

1. Records of hazard assessment inspections, including the person(s) conducting the inspection, the unsafe conditions and work practices that have been identified, and the action taken to correct the identified unsafe conditions and work practices, are recorded on a hazard assessment and correction form, and

2. Documentation of safety and health training for each worker, including the worker's name or other identifier, training dates, type(s) of training, and training providers, are recorded on a worker training and instruction form. We also include the records relating to worker training provided by a construction industry occupational safety and health program approved by Cal/OSHA.

Inspection records and training documentation will be maintained according to the following checked schedule:

For one year, except for training records of workers who have worked for less than one year which are provided to the worker upon termination of employment.

IDENTIFIED HAZARDS AND CORRECTION RECORD

	Unsafe Condition or Work Practice
	Location
	Priority 
	Person Assigned
	Corrective Action Taken (date))

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 Date of Inspection:                                Person Conducting Inspection: _______________                                   

INCIDENT INVESTIGATION REPORT

	Date & Time of Accident
	
	Location
	

	Employees Involved

	

	Detailed Accident Description

	

	Ultimate Cause of Accident  (i.e. “who, what, when, where, how” and the “5 whys”…The Root Cause)

	

	Options for elimination or control of the root cause(s)

	

	Corrective Actions Taken

	


WORKER TRAINING AND INSTRUCTION RECORD

	Date*
	
	Location
	

	Trainer(s)*
	

	Subject of Training*
	

	Method of Training 

(check all that apply)


	□ Verbal          □ Video

□ Audio           □ Other ________________________




	Name (Printed)*

	Signature
	Employee ID Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


