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Hazard Communication Program for OTC Fleet Services 


Purpose 

The purpose of this document is to establish a written Hazard Communication Program for OTC Fleet Services. 

This Hazard Communication Program is based on the requirements of the Occupational Safety and Health Administration (OSHA) Hazard Communication Standard (HCS) for General Industry found in 29 Code of Federal Regulations (CFR) 1910.1200. The intent of this model is to provide an easy-to-use format to tailor to the specific requirements for our establishment. 
The purpose of the HCS is to ensure that the hazards of all chemicals produced or imported are classified, and that information concerning the classified hazards is transmitted to employers and employees by means of comprehensive hazard communication programs, which are to include container labeling and other forms of warning, safety data sheets (SDSs), and employee training.

Model Hazard Communication Program 

OTC Fleet Services Policy 

This Hazard Communication Program has been established to ensure that information about the dangers of all hazardous chemicals used by OTC Fleet Services is communicated to all affected employees. Under this Program, procedures have been established for:
· Labeling and other forms of warning;
· Preparation and distribution of SDSs to employees and downstream employers;
· Development and implementation of employee training programs regarding hazards of chemicals and protective measures;
· Development of methods OTC Fleet Services will use to inform employees of the hazards of non-routine tasks;
· Development of methods OTC Fleet Services will use to provide contractors who may be exposed to hazardous chemicals (if applicable) including: 
· On-site access to SDSs;
· Precautionary measures that need to be taken to protect their employees, and;
· Informing them of the labeling system used at OTC Fleet Services. 
· Development of a list of hazardous chemicals known to be present using a product identifier that is referenced on the SDSs; and
· Development of methods OTC Fleet Services will use to inform employees of chemicals contained in unlabeled pipes. 

This Program applies to all work operations in our company where you may be exposed to hazardous chemicals under normal working conditions or during an emergency situation. All work units of this company will participate in the Hazard Communication Program. Copies of the Hazard Communication Program are available in the Office and Shop for review by any interested employee. Fred Thomas is the Program coordinator, with overall responsibility for the Program, including reviewing and updating this Program as necessary. 

Shipped and Received Container Labeling 

Purchasing Manager will ensure that all containers shipped and/or received will be clearly labeled in accordance with Appendix C of 29 CFR 1910.1200 with the following information:
1. Product Identifier - name or number used for a hazardous chemical on a label or SDS and a unique means to identify the chemical.
1. Pictograms - symbol plus other graphic elements to convey specific hazard information. There are nine pictograms under GHS. Hazard Communication Standard requires eight of the nine - environmental hazards are not governed by OSHA. 
1. Signal Word is used to indicate the relative level of severity of hazard. DANGER is used for the more severe hazards and WARNING is used for less severe hazards. 
1. Hazard Statement - describes the nature and degree of the hazard(s).
1. Precautionary Statement - phrase that describes recommended measures that should be taken to minimize or prevent adverse effects resulting from exposure or improper storage or handling.
1. Supplier Information - name, address, and telephone number of the chemical manufacturer, importer, or other responsible party. 

Each label should be prominently displayed, in English (other languages may also be included, if appropriate), and the required information must be located together on the label, tag, or mark.

Workplace Container Labeling

Each Technician in each department will ensure that workplace labels used are either:
· The same information listed for shipped containers, OR 
· A label that provides the product identifier and any combination of words, pictures, symbols which provide at least general information regarding the physical and health hazards of the chemicals. 

OTC Fleet Services is using an in-house labeling system that relies on manufacturing supported documentation.

For help with labeling, see purchasing manager.

On the following individual stationary process containers, we are using labeling to identify the containers: 
· Spent oil for heating
· Mixed motor fuels

The Shop Forman will review the company workplace labeling procedures bi-weekly and will update labels as required. 

Safety Data Sheets (SDSs) 

Office Coordinator is responsible for establishing and monitoring the company SDS program. She will ensure:
· Procedures are developed to obtain the necessary SDSs with initial shipments and when updated thereafter and will review incoming SDSs for new or significant health and safety information.
· When revised SDSs are received, the following procedures will be followed to replace outdated SDSs: 
· (Book locations will be updated asap). 
· SDSs are readily accessible to employees when they are in their work areas during their work shifts. 
· Copies and lists of SDSs for all hazardous chemicals to which employees are exposed or are potentially exposed will be kept in SDS Binder and on the shared drive in the folder labeled SDS.
· All SDSs meet the revised HCS 16-section format.
· Any new information is communicated to affected employees. 

The procedure below will be followed when an SDS is not received at the time of initial shipment:

The purchasing manger will contact the company and request one. Once received the office coordinator will scan a copy for online and add a copy to the SDS book.


Employee Training and Information 

Fred Thomas is responsible for the Hazard Communication Program and will ensure that all Program elements are carried out. 

Everyone who works with or is potentially exposed to hazardous chemicals will receive initial training on the HCS and this Program before starting work. Each new employee will attend a health and safety orientation that includes the following information and training: 
· An overview of the OSHA HCS. 
· The hazardous chemicals present in his/her work area. 
· The physical and health risks of the hazardous chemicals. 
· Symptoms of overexposure. 
· How to determine the presence or release of hazardous chemicals in the work area. 
· How to reduce or prevent exposure to hazardous chemicals through the use of engineering control procedures, work practices, and personal protective equipment (PPE). 
· Steps the company has taken to reduce or prevent exposure to hazardous chemicals. 
· Procedures to follow if employees are overexposed to hazardous chemicals. 
· How to read shipped and/or received product labels, workplace container labels, and HCS mandated 16-section SDSs to obtain hazard information. 
· Location of the SDS file and written Hazard Communication Program. 

Prior to introducing a new chemical hazard into any section of this company, each employee in that section will be given information and training as outlined above for the new chemical hazard. The training format will be as follows: 
· Verbal and printed information

Hazardous Non-Routine Tasks 

Periodically, employees are required to perform non-routine tasks that are hazardous. Examples of non-routine tasks are: confined space entry, tank cleaning, and painting reactor vessels. 

Prior to starting work on such projects, each affected employee will be given information by Shop Foreman about the hazardous chemicals he or she may encounter during such activity. This information will include specific chemical hazards, protective and safety measures the employee should use, and steps the company is taking to reduce the hazards, including ventilation, respirators, the presence of another employee (buddy systems), and emergency procedures. 

Informing Other Employers/Contractors 

It is the responsibility of Purchasing Manager to provide other employers and contractors with information about hazardous chemicals that their employees may be exposed to on a job site and suggested precautions for employees. It is the responsibility of Purchasing Manager to obtain information about hazardous chemicals used by other employers to which employees of this company may be exposed. 

Other employers and contractors will be provided with SDSs for hazardous chemicals generated by this company's operations in the following manner: 
· Copies of OTC SDS provided

In addition to providing a copy of a SDS to other employers, other employers will also be informed of necessary precautionary measures to protect employees exposed to operations performed by OTC Fleet Services. 

Other employers will be informed of the container labeling used by OTC Fleet Services.  In turn, other employees will be provided with information regarding the workplace container labeling system. 

List of Hazardous Chemicals 

A list of all known hazardous chemicals used by our employees is attached to this Program. This list includes the name of the chemical, the manufacturer, the work area in which the chemical is used, dates of use, and quantity used. Further information on each chemical may be obtained from the SDSs, located in The Corp Office and Shop. 

The list is to be developed during the initial inventory. It is to be arranged so that the SDSs on file and the container labels are easily cross-referenced. Additional useful information, such as the manufacturer's telephone number, an emergency number, scientific name, Chemical Abstract Service (CAS) number, the associated task, etc., can be included.

When new chemicals are received, this list is updated (Including date the chemicals were introduced) within 30 days. To ensure any new chemical is added in a timely manner, the following procedures shall be followed: 
· Purchasing Manager will alert Office Coordinator, SDS will be added to the SDS Book.

The hazardous chemical inventory is compiled and maintained by Purchasing Manager, 717-208-3601 x602). 



Chemicals in Unlabeled Pipes 
[bookmark: _GoBack]
Work activities are sometimes performed by employees in areas where chemicals are transferred through unlabeled pipes. Prior to starting work in these areas, the employee shall contact Purchasing Manager for information regarding: 
· The chemical in the pipes. 
· Potential hazards. 
· Required safety precautions. 

Program Availability 

A copy of this Program will be made available, upon request, to employees and their representatives.



	
Written Programs Disclaimer    This written program (the "Material") is made available to the user or other receiver of the Material for general informational purposes only. The Material has been developed with consideration of various factors relevant to the subject area, including federal laws and regulations in effect at the time the Information was created and/or certain good management practices relevant to the subject area.� Because every industry and/or workplace presents unique circumstances, the Material does not constitute and is not intended to provide specific advice, assurances, or guarantees concerning any user's compliance with particular regulatory requirements (e.g., OSHA) or other applicable safety and/or health requirements or good management practices. The Material does not constitute training and does not replace the need to properly train all employees nor is the Material a substitute for an assessment of any safety or health hazards present at your facility by a health or safety professional or expert. Users are advised to consult with a legal or other professional advisor concerning specific regulatory compliance requirements applicable to their workplaces and appropriate use of the Material. Users and receivers of the Material are subject in all respects to the terms and conditions set forth in the applicable subscription agreement with Grainger Safety Services, Inc., including those provisions relating to limitation of liability. Users and receivers of the Material assume all responsibility and risk arising from any and all use of and/or reliance upon the Material, including any modifications made thereto. Grainger Safety Services, Inc. makes no warranty, express or implied, that the Material is current, accurate, appropriate or complete for any particular facility or requirements applicable to a particular facility. 
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