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1. PURPOSE

1.1
To define standards which meet federal, state, and local requirements to provide a mechanism by which the hazards associated with chemicals may be communicated, and to minimize employee exposure to chemicals.
2. SCOPE

2.1
This procedure applies to company employees whose job assignments involve working with or exposure to hazardous chemicals and substances.
3.
RESPONSIBILITY

3.1
Managers shall ensure compliance with this procedure.
3.2
Supervisors shall ensure that:
3.2.1
Updated Hazards Communication Program notifications are accessible to employees.

3.2.2
The material safety data sheet (MSDS) binders are available at the workplace and updated.

3.2.3
Hazardous chemicals and products are stored, handled, and used in compliance with company procedures.

3.2.4
Primary and secondary containers meet labeling requirements.


3.3
Employees shall ensure that they:

3.3.1
Become informed of the hazardous chemicals in the workplace.

3.3.2
Learn how to read a product warning label.

3.3.3
Learn how to read an MSDS.

3.3.4
Understand their responsibilities per the Hazards Communication Procedure.

3.3.5
Comply with the personal protective equipment requirements for using each hazardous chemical or product.

3.4
The Safety Department shall:

3.4.1
Review and maintain the Hazards Communication Procedure.

3.4.2
Develop, update and distribute the standardized list of approved hazardous chemicals and products used in the workplace.
3.4.3
Provide training on the Hazards Communication Program to all affected employees.

3.5
Materials Management shall:

3.5.1
Ensure that approved hazardous chemicals and products are purchased.
4.
OBJECTIVE

4.1
The objective of this procedure is to increase employee awareness of the risks associated with using hazardous chemicals and products while minimizing worker exposure.
5.
PROCEDURE

5.1
Employees shall ensure, by use of the MSDS’s, that they are aware of the hazards of a chemical before using that chemical.
5.2
Material Safety data Sheets (MSDS’s)
5.2.1
MSDS’s shall be maintained in an area accessible to the workplace and shall be kept current per the approved list of hazardous chemicals.

5.2.2
MSDS’s shall be referenced for information on hazardous chemicals regarding physical properties, physical and chemical hazards, personal protective equipment which may be required, as well as first-aid treatment.

5.2.3
Before any new product, which may be hazardous, may be purchased, Materials Management shall obtain an MSDS from the manufacturer or its representative and submit the MSDS plus a completed application to add the new product to the approved chemical listing (Attachment 1) and to the Safety Department for approval. 

5.2.4
Approval by the Safety Department shall be required before a new product may be added to the list of approved hazardous chemicals and subsequently purchased.

5.2.5
MSDS’s shall be readily accessible to employees.

5.2.6
If a chemical-specific MSDS is not available, employees shall contact their supervisor, and request that an MSDS for this product is obtained.

5.3
Labeling and other forms of warning
5.3.1
Chemical containers which have not been labeled with the following information: identity of hazardous chemical; and appropriate hazard warnings shall not be accepted for use.

5.3.2
Unlabeled containers shall be reported to a supervisor, who shall safely attempt to identify the chemical and label the container or appropriately dispose of the product.

5.3.3
Chemicals shall not be handled until properly identified.

5.3.4
Product MSDS, Hazard Materials Identification System (HMIS), and Right-to-Know (RTK) pictorials on the product’s container shall be used to identify potential hazards prior to using a chemical.
5.4
Secondary container labeling
5.4.1
Primary (original) and secondary (containers other than the original container) hazardous-chemical containers shall be appropriately labeled as to the chemical’s hazards.

5.4.2
Containers shall be labeled using the company-supplied Hazard Communication labeling kit, following the HMIS guidelines.

5.4.3
The following information, from the MSDS, shall be completed on a label for a secondary container:

· Chemical Name

· Target Organs

· HMIS Health, Flammability, Reactivity data, and special hazards if applicable

· Personal Protective Equipment

5.4.4
Containers with hazardous chemicals intended for immediate use shall not be labeled.

5.5
List of approved hazardous chemicals
5.5.1
When the use of hazardous chemicals is required, only those specified on the list of approved hazardous chemicals shall be used.

5.5.2
Operations employees shall use this list of approved hazardous chemicals to conduct an inventory at Management Services Northwest, Inc.facilities.
5.5.3
Hazardous chemicals, found at company facilities or on company equipment, which are not on the list of approved hazardous chemicals shall be scheduled for disposal per SHE-010.

5.5.4
Adding, replacing, or deleting a product not on the standardized inventory list:

5.5.4.1
Applications to add, replace, or delete products on the list of approved hazardous chemicals, shall be made in writing to the Safety Department, on the form included as Attachment 1. The application must be as complete as possible.

5.5.4.2
Applications shall be approved by the supervisor.

5.5.4.3
The Safety Department shall submit the application for review by Materials Management. The Safety Department shall have the application reviewed by other qualified personnel, when appropriate. 

5.5.4.4
The Safety Department may authorize the “one-time-use” of a hazardous chemical, without adding this product to the list of approved hazardous chemicals. Request for authorization of a hazardous chemical on a one-time-use basis must be made per Section 5.6.

5.6
For one-time-use products, the supervisor shall ensure that each employee who will be exposed to the product is provided the following information:

· Physical properties

· Physical and chemical hazards

· Personal protective equipment which may be required

· First-aid treatment

· Proper procedures for using the product

· Control measures to be taken to reduce the hazard such as ventilation, or assigning other 
employees as safety watches.

5.7
When contractors enter the premises, the responsible supervisor shall make available:

· A list of approved hazardous chemicals and products to which they may be exposed while 
on the job site.

· Appropriate measures they may take to reduce the exposure.

· Location of MSDS’s.

5.7.1
Contractors shall not bring hazardous chemicals onto company facilities without providing the appropriate MSDS’s to the responsible supervisor.
6.
FORMS


6.1
Application to Add, Replace, or Delete Products on the List of Approved Hazardous Chemicals

7.
RELATED DOCUMENTATION

7.1
List of approved hazardous chemicals
7.2
Safety, Health, and Environmental Procedures Manual









