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1.0 REFERENCE STANDARD: Occupational Safety and Health Administration (OSHA) - 

Hazard Communication Program 29 CFR 1910.1200.  It should be noted this 

program is in compliance with the new GHS labeling requirements mandated by 

OSHA and the appropriate implementation dates from 2013 – 2016.  

2.0 PURPOSE: 

2.1 The following hazard communication program has been developed to ensure 

that: 

2.1.1 Hazardous substances present in the work place are identified and 

labeled according to the Globally Harmonized System of Chemical 

Classification and Labeling. 

2.1.2 Employees have ready access to information on the hazards of these 

substances. 

2.1.3 Employees are given information on how to prevent injury or illness due 

to chemical exposure. 

3.0 SCOPE:  

3.1 This program applies to all Perry Township School Corporation employees, all 

contractors performing work on the premises, and all other persons visiting or 

working in or on the premises. 

3.2 The program will be available to all employees for review and a copy will be 

maintained in the main office located in each school building. 

3.3 A copy of the OSHA Hazard Communication Standard, 29 CFR 1910.1200 is 

attached for employee review. 

4.0 RESPONSIBILITIES:  

4.1 The program administrator will inform all employees of the content of this 

program.  It is the program administrator’s responsibility to ensure all aspects 

of this program are kept up-to-date.  Ken George is the designated Program 

Administrator. 

5.0 DEFINITIONS: 

5.1 Chemical means any substance, or mixture of substances.  
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5.2 Chemical name means the scientific designation of a chemical in 

accordance with the nomenclature system developed by the International 

Union of Pure and Applied Chemistry (IUPAC) or the Chemical Abstracts 

Service (CAS) rules of nomenclature, or a name that will clearly identify the 

chemical for the purpose of conducting a hazard classification.  

5.3 Classification means to identify the relevant data regarding the hazards of a 

chemical; review those data to ascertain the hazards associated with the 

chemical; and decide whether the chemical will be classified as hazardous 

according to the definition of hazardous chemical in this section. In addition, 

classification for health and physical hazards includes the determination of 

the degree of hazard, where appropriate, by comparing the data with the 

criteria for health and physical hazards.  

5.4 Common name means any designation or identification such as code name, 

code number, trade name, brand name or generic name used to identify a 

chemical other than by its chemical name.  

5.5 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.  

5.6 Distributor means a business, other than a chemical manufacturer or importer, 

which supplies hazardous chemicals to other distributors or to employers.  

5.7 Employee means a worker who may be exposed to hazardous chemicals 

under normal operating conditions or in foreseeable emergencies. Workers 

such as office workers or bank tellers who encounter hazardous chemicals 

only in non-routine, isolated instances are not covered.  

5.8 Employer means a person engaged in a business where chemicals are either 

used, distributed, or are produced for use or distribution, including a 

contractor or subcontractor.  

5.9 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.)  

5.10 Foreseeable emergency means any potential occurrence such as, but not 

limited to, equipment failure, rupture of containers, or failure of control 
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equipment which could result in an uncontrolled release of a hazardous 

chemical into the workplace.  

5.11 Hazard category means the division of criteria within each hazard class, e.g., 

oral acute toxicity and flammable liquids include four hazard categories. 

These categories compare hazard severity within a hazard class and should 

not be taken as a comparison of hazard categories more generally.  

5.12 Hazard class means the nature of the physical or health hazards, e.g., 

flammable solid, carcinogen, oral acute toxicity.  

5.13 Hazard not otherwise classified (HNOC) means an adverse physical or health 

effect identified through evaluation of scientific evidence during the 

classification process that does not meet the specified criteria for the physical 

and health hazard classes addressed in this section. This does not extend 

coverage to adverse physical and health effects for which there is a hazard 

class addressed in this section, but the effect either falls below the cut-off 

value/concentration limit of the hazard class or is under a GHS hazard 

category that has not been adopted by OSHA (e.g., acute toxicity Category 

5).  

5.14 Hazard statement means a statement assigned to a hazard class and 

category that describes the nature of the hazard(s) of a chemical, including, 

where appropriate, the degree of hazard.  

5.15 Hazardous chemical means any chemical which is classified as a physical 

hazard or a health hazard, a simple asphyxiant, combustible dust, pyrophoric 

gas, or hazard not otherwise classified.  

5.16 Health hazard means a chemical which is classified as posing one of the 

following hazardous effects: acute toxicity (any route of exposure); skin 

corrosion or irritation; serious eye damage or eye irritation; respiratory or skin 

sensitization; germ cell mutagenicity; carcinogenicity; reproductive toxicity; 

specific target organ toxicity (single or repeated exposure); or aspiration 

hazard. The criteria for determining whether a chemical is classified as a 

health hazard are detailed in Appendix A to §1910.1200—Health Hazard 

Criteria.  

5.17 Immediate use means that the hazardous chemical will be under the control 

of and used only by the person who transfers it from a labeled container and 

only within the work shift in which it is transferred.  

5.18 Label means an appropriate group of written, printed or graphic information 

elements concerning a hazardous chemical that is affixed to, printed on, or 
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attached to the immediate container of a hazardous chemical, or to the 

outside packaging.  

5.19 Label elements means the specified pictogram, hazard statement, signal 

word and precautionary statement for each hazard class and category.  

5.20 Mixture means a combination or a solution composed of two or more 

substances in which they do not react.  

5.21 Physical hazard means a chemical that is classified as posing one of the 

following hazardous effects: explosive; flammable (gases, aerosols, liquids, or 

solids); oxidizer (liquid, solid or gas); self-reactive; pyrophoric (liquid or solid); 

self-heating; organic peroxide; corrosive to metal; gas under pressure; or in 

contact with water emits flammable gas. See Appendix B to §1910.1200—

Physical Hazard Criteria.  

5.22 Pictogram means a composition that may include a symbol plus other 

graphic elements, such as a border, background pattern, or color, that is 

intended to convey specific information about the hazards of a chemical. 

Eight pictograms are designated under this standard for application to a 

hazard category.  

5.23 Precautionary statement means a phrase that describes recommended 

measures that should be taken to minimize or prevent adverse effects 

resulting from exposure to a hazardous chemical, or improper storage or 

handling.  

5.24 Produce means to manufacture, process, formulate, blend, extract, generate, 

emit, or repackage.  

5.25 Product identifier means the name or number used for a hazardous chemical 

on a label or in the SDS. It provides a unique means by which the user can 

identify the chemical. The product identifier used shall permit cross-references 

to be made among the list of hazardous chemicals required in the written 

hazard communication program, the label and the SDS.  

5.26 Pyrophoric gas means a chemical in a gaseous state that will ignite 

spontaneously in air at a temperature of 130 degrees F (54.4 degrees C) or 

below.  

5.27 Responsible party means someone who can provide additional information 

on the hazardous chemical and appropriate emergency procedures, if 

necessary.  
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5.28 Safety data sheet (SDS) means written or printed material concerning a 

hazardous chemical that is prepared in accordance with paragraph (g) of 

this section.  

5.29 Signal word means a word used to indicate the relative level of severity of 

hazard and alert the reader to a potential hazard on the label. The signal 

words used in this section are "danger" and "warning." "Danger" is used for the 

more severe hazards, while "warning" is used for the less severe.  

5.30 Simple asphyxiant means a substance or mixture that displaces oxygen in the 

ambient atmosphere, and can thus cause oxygen deprivation in those who 

are exposed, leading to unconsciousness and death.  

5.31 Specific chemical identity means the chemical name, Chemical Abstracts 

Service (CAS) Registry Number, or any other information that reveals the 

precise chemical designation of the substance.  

5.32 Substance means chemical elements and their compounds in the natural 

state or obtained by any production process, including any additive 

necessary to preserve the stability of the product and any impurities deriving 

from the process used, but excluding any solvent which may be separated 

without affecting the stability of the substance or changing its composition.  

5.33 Trade secret means any confidential formula, pattern, process, device, 

information or compilation of information that is used in an employer's 

business, and that gives the employer an opportunity to obtain an advantage 

over competitors who do not know or use it. Appendix E to §1910.1200—

Definition of Trade Secret, sets out the criteria to be used in evaluating trade 

secrets.  

5.34 Use means to package, handle, react, emit, extract, generate as a 

byproduct, or transfer.  

5.35 Work area means a room or defined space in a workplace where hazardous 

chemicals are produced or used, and where employees are present.  

5.36 Workplace means an establishment, job site, or project, at one geographical 

location containing one or more work areas. PROCEDURE: 

6.0 Hazard Determination 

6.1 Manufacturers, importers, and distributors will be relied upon to perform the 

appropriate hazard determination for the substances they produce or sell to 

Perry Township School Corporation. 
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6.2 Perry Township School Corporation will maintain all Safety Data Sheets received by 

manufacturers, importers, and distributors for all substances used by employees. 

7.0 Hazardous Substance Inventory  

7.1 A current inventory of hazardous chemicals used by Perry Township School 

Corporation will be maintained in each facility.  The master chemical 

inventory list will be maintained in 3-ring binder. 

7.2 Our administrator, Ken George or his designee is responsible for maintaining 

the master list of hazardous substances.   

7.3 The chemical inventory will include the product identifier that is referenced on 

the appropriate Safety Data Sheet. 

7.4 Hazardous substances will be obtained from our master SDS located in the 

front office. 

8.0 Labels and Other Hazard Warnings 

8.1 Personnel in custodial, transportation, kitchen and schools who bring products 

into the facility, are responsible for evaluating labels on incoming containers.  

This labeling procedure will be current with existing hazard communication 

procedures under 29 CFR 1910.1200 and the new implementation dates of 

GHS through June 1 of 2016. 

8.1.1 Product identifier 

8.1.2 Signal word 

8.1.3 Hazard statement 

8.1.4 Pictogram(s) 

8.1.5 Precautionary statement(s) 

8.1.6 Name, address, and telephone number of the chemical manufacturer, 

importer, or other responsible party. 

8.2 Appendix F contains the Allocation of Label Elements which are published in 

29 CFR 1910.1200 Appendix C.  This reference will be used to ensure the 

required elements have been identified and displayed on each label. 

8.3 If the label on the container is not appropriate, transportation, kitchen or 

custodial managers will be notified immediately so appropriate container 

labels can be obtained from the manufacturer. This can be accomplished 
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through telephone calls or through written notification.  See Appendix B for a 

sample letter requesting chemical information from a manufacturer. 

8.4 If a proper label is not received within 30 days, a second request will be sent 

to the manufacturer. 

8.5 Products will not be released for use until proper labeling is attached to the 

container. 

8.6 In some instances, particularly custodial, chemical materials may be shipped 

between school facilities. 

8.7 Shipping personnel will not be involved in relabeling material as formal 

transporting of materials is not accomplished. 

8.8 Each department manager is responsible for providing updated label 

information when new information is received.  This information will be 

provided to the supervisors who will ensure labels are updated as required. 

8.9 Each department manager is responsible for seeing that all containers used in 

their area of control are labeled properly and remain legible.  Defacing labels 

or using them improperly is prohibited. 

8.10 Hazardous substances used at Perry Township School Corporation typically fall 

into one of the following categories: 

• Cleaning Solvents 

• Paint 

• Paint Remover 

• Paint Stripper 

• Lubricants 

• Gasoline 

• Aerosols 

• Graffiti Remover 

• CO2 Tanks 

• LP Tanks 

• Soaps 
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8.11 The following chemicals/products are typically transferred from original, 

labeled containers, to portable containers : 

• Cleaning Supplies 

8.12 All portable containers shall be labeled with either: 

8.12.1 The information on the original container of the product or what is 

outlined in 8.12.2; or 

8.12.2 Product identified and words, pictures, symbols, or combination 

thereof, which provide at least general information regarding the 

hazards of the chemicals, and which, in conjunction with the other 

information immediately available to employees under the hazard 

communication program, will provide employees with the specific 

information regarding the physical and health hazards of the 

hazardous chemical. 

8.12.2.1 Perry Township School Corporation has historically used the 

labeling that is supplied by the manufacturer.  Workplace-

specific labeling systems will have to be updated to ensure 

the information is consistent with the new GHS classifications.  

GHS labeling will require retraining of affected employees on 

the revised Hazard Ratings by December of 2013 and any 

training after this date. 

8.13 Appendix F contains the Allocation of Label Elements which are published in 

29 CFR 1910.1200 Appendix C.  This reference will be used to ensure the 

required elements have been identified and displayed on each label being 

prepared. 

8.14 Only labels that have been approved by our administrator will be authorized 

for use at Perry Township School Corporation.   

9.0 Safety Data Sheets (SDS) 

9.1 Our department managers are responsible for obtaining and maintaining 

Safety Data Sheets for the facility.  If a chemical does not have an SDS on file, 

it will be the responsibility of the Department Supervisor to contact the 

manufacturer and obtain an SDS.  If an SDS has not been obtained within 

seven (7) working days, additional follow-up communication with the 

manufacturer is required.  A copy of all correspondence will be maintained. 
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9.2 Our department managers are responsible for assuring that a16-section, 

standard format SDS is available on all incoming products.  This can be 

accomplished by reviewing a copy of the chemical inventory list maintained 

in the front office.  If a product, chemical, or container entering the facility 

(receiving dock) is not listed on the inventory and there is not an SDS 

available, the product, chemical, or container will not be released for use. 

9.3 Our department managers will review all new SDSs for new or significant 

health and safety information.  Any new information will be passed to 

affected employees through supervisors.  If adjustments to the personal 

protective equipment are required, the department manager will initiate 

appropriate action in accordance with the Personal Protective Equipment 

policy. 

9.4 Employees making purchase requests to vendors will request an SDS for new 

products.  All purchases must be made through appropriate Perry Township 

purchasing procedures. 

9.5 Each school facility is responsible for maintaining a master SDS file.  This file will 

be updated as required.  Safety Data Sheets are stored in files in the front 

office. 

9.6 Department managers receiving an SDS from a vendor must determine if the 

SDS is on file.   

9.7 A database of all MSDS and SDS will be maintained for (30) years. 

10.0 Employee Training 

10.1 Before starting work with hazardous substances, each employee shall attend 

a Hazard Communication Training program where they will receive 

information on the following: 

10.1.1. An overview of the requirements contained in the OSHA Hazard 

Communication Standard.  

10.1.2. Any operations in their work area where hazardous chemicals are 

present; and, 

10.1.3. The location and availability of the written hazard communication 

program, including the required list(s) of hazardous chemicals, and 

safety data sheets required by this section. 

10.2 Employee training shall include at least: 



 

Metropolitan School District of Perry Township 
  

10 

10.2.1. Methods and observations that may be used to detect the presence 

or release of a hazardous chemical in the work area (such as 

monitoring conducted by Perry Schools, continuous monitoring 

devices, visual appearance or odor of hazardous chemicals when 

being released, etc.); 

10.2.2. The physical, health, simple asphyxiation, combustible dust, and 

pyrophoric gas hazards, as well as hazards not otherwise classified, of 

the chemicals in the work area; 

10.2.3. The measures employees can take to protect themselves from these 

hazards, including specific procedures our School Corporation has 

implemented to protect employees from exposure to hazardous 

chemicals, such as appropriate work practices, emergency 

procedures, and personal protective equipment to be used; and, 

10.2.4. The details of the hazard communication program developed by our 

School Corporation, including an explanation of the labels received 

on shipped containers and the workplace labeling system used by 

Perry Township; the safety data sheet, including the order of 

information and how employees can obtain and use the appropriate 

hazard information. 

10.3 Department managers are responsible for coordinating hazard 

communication training sessions.  The training sessions will include the general 

information stated above and will include an oral presentation on hazard 

communication. 

10.4 All employees attending a Hazard Communication Training Class will be 

required to sign or E-verify an attendance roster form to verify they attended 

the training class and received the handout material(s). 

10.5 Specific chemical training will be followed up where necessary and will be 

conducted by the immediate supervisor.  Specific hazard communication 

training will include: 

10.5.1 Specific chemicals used in that work area 

10.5.2 Specific physical or health hazards associated with each chemical. 

10.5.3 Specific control methods identified through the SDSs, i.e. personal 

protective equipment, ventilation requirements, etc. 

10.5.4 Specific methods employees should follow to use the chemical safely. 
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10.6 As new chemicals are introduced into a work area, Perry Township School 

Corporation shall conduct specific hazard communication training with all 

affected employees before employees are allowed to work with the new 

chemical. 

10.7 New employees, temporary employees, or employees transferred to a new 

area/department will receive specific hazard communication training upon 

assignment and before being allowed to work with or near chemicals. 

10.8 Additional training may be required if a supervisor or manager has reason to 

believe an employee has not retained the requisite amount of training 

necessary to safely perform assigned tasks. 

11.0 Non-Routine and/Or Hazardous Tasks  

11.1 Any non-routine tasks performed at Perry Township School Corporation will be 

added to our training program. 

11.2 Training for non-routine and/or hazardous tasks will include the following: 

11.2.1 Specific chemicals and material hazards. 

11.2.2 Protective/Safety measures the employee must take to avoid or 

prevent exposure to hazards. 

11.2.3 Protective measures Perry Township School Corporation has taken to 

lessen the hazards.  This can include ventilation, respirators, other 

special protective equipment, presence of another employee when 

required, lockout/tagout requirements, and emergency procedures. 

12.0 Outside Contractors and Other Non-Employees 

12.1 Department managers are responsible to provide outside contractors with the 

following information before any work commences: 

12.1.1 Hazardous chemicals to which they may be exposed while on the job 

site. 

12.1.2 Precautions the contractor and their employees may take to lessen 

the possibility of exposure by usage of appropriate protective 

measures. 

12.2 No work will be completed by outside contractors until this information has 

been provided.  The contractor will provide signed documentation indicating 

information has been provided to affected employees. 
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12.3 Before work begins, outside contractors will be required to provide a list of 

materials that will be brought on site to accomplish assigned tasks.  This 

includes materials such as welding rods, gases, paint, etc.  All materials will be 

used in accordance with applicable federal, state, and local regulations and 

national consensus standards. 

12.4 Perry Township Schools reserve the right not to allow certain hazardous 

chemicals to be used on the premises. 

12.5 Department managers or administrators will contact each contractor before 

work begins to obtain information about any hazardous chemicals brought 

on site by an outside contractor.  This information will be shared with all 

affected employees of Perry Township Schools before the contractor begins 

work. 

12.6 Appendix A contains a sample letter that will be sent to outside contractors 

requesting information on hazardous materials that may be brought on site.   

13.0 Record Keeping Requirements 

13.1 All obsolete SDS’s, indicating that that the material may pose a hazard to 

human health, will be maintained in an archive file for a period of thirty (30) 

years. 

13.1.1 Optionally, a chemical inventory or any other record which reveals 

where and when used and the identity (e.g., chemical, common, or 

trade name) of a toxic substance or harmful physical agent will be 

maintained for a period of thirty (30) years. 

13.2 As new materials are introduced into the work area, or as updated SDS’s are 

received, the old/outdated SDS’s will be removed from the active file and 

placed into a historical file. 
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14.0 Revision History Record 

Revision 

Number 

Section 

 

Revised By 

 

Description 

A NA NA Original document. 
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Date 

 

 

Name of Company Representative 

Construction Company 

Street Address 

City, State Zip Code 

 

Dear ________________: 

The Occupational Safety and Health Administration (OSHA) Hazard Communication Standard, CFR 

1910.1200 requires that we inform any contractor with employees working in our workplace of the 

hazardous chemicals their employees may be exposed to while performing this work.  In addition, any 

suggestions or recommendations relative to appropriate personal protective equipment are also to be 

included. 

I am responsible for contacting each contractor before work is started at our facility.  I will provide 

information regarding our Hazard Communication Policy and any hazardous chemicals to which your 

employees may be exposed to while on the job site. 

I will also discuss with you any information on hazardous chemicals that you might bring into the workplace.  

It is our policy that no hazardous materials may be introduced into our workplace until proper information 

has been obtained. 

Please assist us in meeting OSHA requirements by providing information on any hazardous materials you 

may use while in Perry Township School Corporation facilities.  Please provide written documentation 

outlining training given to your employees on hazard communication training. 

If you have any questions, please contact me. 

 

Sincerely, 

 

 

Department Manager 
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Safety Data Sheets 
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Date 

Company Contact Individual 

Vendor/Manufacturer 

Street Address 

City, State Zip 

 

Dear ________________: 

In accordance with the Occupational Safety and Health Administration (OSHA) standard for Hazard 

Communication, 29 CFR 1910.1200, you are required to perform hazard determinations, properly label 

containers, and provide the Safety Data Sheets (SDS) for all hazardous chemicals which you produce or 

import. 

Please send immediately a properly completed Safety Data Sheet for the following chemical(s) or product 

purchased from your firm: 

 

(List each chemical/product - provide detailed information) 

 

Thank you for your assistance.  If you have any questions, please feel free to contact me.   

 

Sincerely, 

 

Department Manager 
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Chemical Inventory List 

Manufacturer Product Name Location 
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Appendix D: Training Sign-In Sheet 
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Training Sign-In Sheet 

Date: Instructor: Topic:  Hazard Communication 

 

Print Your Name Sign Your Name 
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Appendix E: 

Labels for In-Plant Containers 

 



 

E-2 

 

 

 

 

 

 

 

 

 

 



 

E-3 

 

 

 NOTE:  Use of either of these labels will require that the Hazard Rating systems are 

updated to be consistent with the Revised HCS, and the GHS (i.e., 1 = Severe Hazard, 

and 5 = Minimal Hazard). 
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Appendix F: 

Allocation of Label Elements
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C.4 Requirements for Signal Words, Hazard Statements, 

Pictograms and Precautionary Statements: 
 

 

Health Hazards   Page 

C.4.1  Acute Toxicity – Oral F-3 

C.4.2  Acute Toxicity – Dermal F-4 

C.4.3  Acute Toxicity – Inhalation F-6 

C.4.4  Skin Corrosion / Irritation F-7 

C.4.5 Eye Damage / Irritation F-8 

 

C.4.6 Sensitization – Respiratory F-9 

C.4.7 Sensitization – Skin F-10 

C.4.8 Germ Cell Mutagenicity F-10 

C.4.9 Carcinogenicity F-11 

C.4.10 Toxic to Reproduction F-11 

 

C.4.11 Specific Target Organ Toxicity (Single Exposure) F-12 

C.4.12 Specific Target Organ Toxicity (Repeated Exposure) F-14 

C.4.13 Aspiration Hazard F-14 

C.4.14 Explosives F-15 

C.4.15 Flammable Gases F-17 

 

C.4.16 Flammable Aerosols F-18 

C.4.17 Oxidizing Gases F-18 

C.4.18 Gases Under Pressure F-19 

C.4.19 Flammable Liquids F-19 

C.4.20 Flammable Solids F-20 

 

C.4.21 Self-Reactive Substances and Mixtures F-21 

C.4.22 Pyrophoric Liquids F-23 

C.4.23 Pyrophoric Solids F-23 

C.4.24 Self-Heating Substances and Mixtures F-24 

C.4.25 Substances and Mixtures which, in Contact with Water,   

 Emit Flammable Gases F-25 

 

C.4.26 Oxidizing Liquids F-26 

C.4.27 Oxidizing Solids F-27 

C.4.28 Organic Peroxides F-28 

C.4.29 Corrosive to Metals F-29 

C.4.30 Label Elements for OSHA Defined Hazards F-30 
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F-5 
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F-27 

 

 

 

 

 

 



 

F-28 

 

 

 



 

F-29 

 

 

 

 



 

F-30 

 

 

 

 



 

F-31 

 

 

 

 



 

F-32 

 

 

 

  

 

 

 

 



 

F-33 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Metropolitan School District of Perry Township 
  

G-1 

 

 

 

 

 

 

 

 

Appendix G: 

OSHA Hazard Communication Standard 

 29 CFR 1910.1200 
 

 

 

 

 

 

 

 

 

 

 


