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 HAZARD COMMUNICATION PROGRAM  

2009-2010 
 
Purpose 

The Federal Occupational Safety and Health Regulations require employers to provide information 

regarding hazardous chemicals to its employees, who may be exposed to such chemicals in their 

workplace, laboratories, classrooms, etc.  In addition, New York State has enacted Right-To-Know 

legislation to protect employees from potential hazards associated with chemicals in the workplace.  This 

procedure is intended to provide the Hamilton College community with the guidance necessary to comply 

with these requirements. 

 

Authority  

These procedures are based upon requirements of federal law, generally recognized best EHS 

management practices, and/or criteria established by the National Institute of Occupational Safety and 

Health (NIOSH). 

 

Objectives 

¶ To protect the health and welfare of Hamilton College employees, and the greater Hamilton College 

community; 

¶ To provide employees with the necessary information concerning health and non-routine activities; 

and 

¶ To comply with Title 29, Part 1910.1200 of the Code of Federal Regulations (CFR), otherwise known 

as the Hazard Communication Standard (HCS)ðclick HERE to go directly to the standard. 

 

Exemptions 

1.   As per the HCS, the following are exempt from inclusion in this program: 

¶ Any article which is formed to a specific shape or design during manufacturing and does not release 

or otherwise result in exposure to a toxic substance under normal conditions of use; 

¶ Products intended for human consumption; 

¶ Retail and cafeteria food sale operations and all other retail trade operations, exclusive of processing 

and repair activities; 

¶ Any food, food additive, color additive, drug or cosmetic, or distilled spirits, wines, malt beverages, 

or pesticides. 

 

2.   Chemical Usage in a Laboratory Setting 

¶ While many elements of this written program are useful and/or required for minimizing unwanted 

occupational exposure to hazardous chemicals regardless of the work setting, the use of chemicals in 

a laboratory setting is principally regulated by OSHAôs Lab Safety Standard, and the Hamilton 

College Chemical Hygiene Plan (CHP) which implements this standard.  So, it is the CHP which is 

the principal management program regarding chemical usage in a laboratory setting, and should be 

referenced accordingly. 

 

3.   Chemical Usage by Students 

While students working with chemicals in an academic setting are not technically considered employees 

(unless they are paid in some capacity by the collegeðlike a teaching assistant or work-study student), 

the rules/requirements/procedures outlined herein shall be an integral part of the academic learning and 

research environment at Hamilton to provide for the protection of all college personnel and students. 

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10099
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Responsibilities 

The functional implementation of this Hazard Communication Program at Hamilton College mandates the 

following procedural responsibilities: 

¶ Primary responsibilities for implementing these procedures will rest with the various Hamilton 

College departments, supervisors and instructors who are in the best position to know the daily 

tasks of those under their direction, and the chemicals with which they would actually or 

potentially have to work with; 

¶ Program coordination, initial and department/supervisor training, and auditing functions shall be 

provided by the Office of Environmental Protection, Safety & Sustainability; and 

¶ Funds and other resources necessary for the implementation and administration of this procedure, 

including departmental chemical inventorying, new employee training, container labeling and 

other related activities, shall be the responsibility of each department in cooperation with the 

Office of Environmental Protection, Safety & Sustainability. 

 

Scope 

This written compliance program, in accordance with the aforementioned purpose, authority, objectives, 

exemptions, and responsibilities, will be made available upon request to employees, their designated 

representatives, and to all local, state, and federal officials, and will be accomplished by outlining the 

following: 

¶ A system for maintaining a comprehensive chemical product inventory; 

¶ A system for properly labeling chemical containers and the according chemical storage areas; 

¶ A system for collecting and maintaining Material Safety Data Sheets (MSDSôs) for all chemical 

products on the college property; 

¶ The implementation of an employee training program to educate employees on how they can 

protect themselves from potential chemical hazards during both routine and non-routine 

activities; 

¶ A system for maintaining the required documentation; and 

¶ Providing access to this written program to contract workers employed by Hamilton College, or 

to emergency authorities in need of chemical information. 
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SECTION 1 

CHEMICAL PRODUCT INVENTORY  

 
Each Hamilton College department that uses hazardous chemicals shall compile and maintain a chemical 

product inventory exclusive to its department, which shall be updated every time a new chemical product 

is put into use by the department.  This inventory should include, but is not limited to: 

 

¶ The chemical name, trade name or the common name used on the MSDS and/or container label; 

¶ The chemical manufacturer or distributor; and 

¶ The approximate quantity of the hazardous chemical in use/storage. 

 

On a regular or at least annual basis, all college departments should submit revised chemical product 

inventories to the Office of Environmental Protection, Safety & Sustainability, located in the Phillip 

Spencer House, which shall be the central depository for the comprehensive chemical product inventory, 

inclusive of all Hamilton College departments.  This central inventory will be updated every January, or 

more often as needed.  The inventory shall be retained by the college for 30 years as required by the HCS. 
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SECTION 2 

LABELING  

 
All Hamilton College departments that use hazardous chemicals shall maintain a chemical product 

labeling system in accordance with the HCS.  When hazardous substances are received by the according 

departments, the responsible personnel shall examine the containers to determine and ensure the labels 

provide the following information: 

 

¶ The identity of the hazardous substances they contain;  

¶ Appropriate graphic or written warnings of the physical and health hazards associated with those 

substances; and 

¶ The name of the chemical manufacturer or distributor. 

 

When hazardous substances are transferred into portable containers, the responsible personnel shall 

ensure that the portable containers are adequately labeled with a HAZCOM label.  While a number of 

different strategies are available to achieve the minimum HAZCOM labeling requirements under the 

HCS, Hamilton College will primarily use the NFPA labeling system to graphically convey information 

regarding flammability, reactivity, health hazards and other special hazard information (if applicable). 

 

Exceptions 

 

General Labeling Exceptions 

In instances where an individual transfers a hazardous chemical into a portable container for his or her 

immediate use, the portable container would not need to be HAZCOM labeled.  However, if the portable 

container and its contents are not completely used up, and/or the container is temporarily stored in a 

location where others may gain access to it, the HAZCOM labeling requirements would apply.    

 

Laboratory Exceptions 

In laboratories regulated by OSHAôs Lab Safety Standard, certain containers and/or on-going 

experimental apparatuses may not be easily or practically labeled in accordance with this plan.  Examples 

of such situations include small petrie dishes, flasks, test tubes, beakers, etc.  When these kinds of 

containers are used as temporary chemical storage or experimental devices, they need not be labeled, as 

long as the laboratory facility fully complies with the collegeôs Chemical Hygiene Plan. 

 

Each department shall ensure that the labels on containers of hazardous substances are not removed or 

defaced.  In the event labels become illegible, they will be replaced. 

 

Appendix A provides guidance on how to properly fill out and affix a HAZCOM label, in accordance 

with the NFPA labeling system and this written plan. 
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SECTION 3 

MATERIAL SAFETY DATA SHEETS (MSDSôs) 

 
Material Safety Data Sheets (MSDS's) are documents that supply information about a particular 

hazardous substance, chemical or mixture.  Manufacturers are required to provide MSDS's when the 

hazardous materials are sold to distributors or purchasers.  MSDSôs must be in English, and will typically 

provide the following information in accordance with the HCS: 

 

1. Chemical product and company identification 

2. Composition and information on ingredients 

3. Hazards identification 

4. First aid measures 

5. Firefighting measures 

6. Accidental release measures 

7. Exposure controls - personal protection 

8. Handling and storage 

9. Physical and chemical properties 

10. Stability and reactivity 

11. Toxicological information 

12. Ecological information 

13. Disposal considerations 

14. Transport information 

15. Regulatory information 

 

Each department shall maintain updated MSDS files for all materials listed within their departmental 

chemical product inventory, in a manner such that they are readily accessible for review by any employee, 

faculty member or student.   

 

On a regular basis, but no longer than annually, departments should submit copies of new chemical 

product MSDSôs to the Office of Environmental Protection, Safety & Sustainability, located in the Phillip 

Spencer House, which shall be the central depository for the comprehensive MSDS files, inclusive of all 

Hamilton College departments.  This centralized file will be updated every January, or more often as 

needed.  The college shall retain all MSDSôs for 30 years as required by the HCS. 

 

Appendix B provides an example of a typical chemical product MSDS that meets the basic OSHA 

requirements. 
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SECTION 4 

EMPLOYEE INFORMATION AND TRAINING  

 
The Office of Environmental Protection, Safety & Sustainability shall develop a general employee 

training program to meet the training requirements of the HCS.  It is the responsibility of each department 

to provide its employees training for activities which are unique to that department.  The Director of 

Environmental Protection, Safety & Sustainability is available for assistance in the development of these 

programs. 

 

Students registered in courses where they may be exposed to hazardous chemicals under normal operating 

conditions or foreseeable emergencies should be trained before working with or in a work area containing 

hazardous chemical or materials.  This training is the responsibility of the instructor.  

 

Initial /Semi-Annual Employee Hazardous Properties of Chemicals Orientation 

 

Within one month of employment, or at some time earlier where employees may have to work with 

hazardous chemicals immediately as a part of their employment, each employee will receive initial 

orientation training in accordance with this program.  Each Hamilton College department will be 

responsible for coordinating this initial training internally, or with the assistance of the Office of 

Environmental Protection, Safety & Sustainability.  Additional categorical or chemical-specific training 

for those employees routinely using hazardous chemicals as per the sections that follow will further be the 

responsibility of each Hamilton College department.  This training will be repeated semi-annually for all 

employees using hazardous chemicals. 

   

This initial orientation training shall include, but is not limited to, the following: 

 

¶ The basic requirements of the Hazard Communication Standard, and the location and availability of 

Hamilton Collegeôs written hazard communication program; 

¶ An overview of the physical, chemical, and biological hazards found in the workplace; 

¶ Routes of exposure and general safe work practices; 

¶ Personal protective equipment; 

¶ General guidelines for emergency situations; 

¶ Examples of the hazardous properties associated with select groups of chemicals; and 

¶ Information on interpreting labels and MSDSôs, and the relationship between these two methods of 
hazard communication. 

 

Appendix C provides an example of the format and text of this initial training.   

 

Categorical or Chemical-Specific HAZCOM Traini ng 

 

Categorical or chemical-specific HAZCOM training is required for all employees who routinely utilize 

hazardous chemicals during the course of their work, and for new chemicals introduced into the 

workplace.  The content and detail to which a training supervisor providing chemical-specific training 

commits is perhaps the single most important element of HAZCOM training.  If extremely hazardous 

chemicals are to be used, then the required content and detail of the training should be enhanced as 

appropriate. 

 

This routine HAZCOM training shall include, but is not limited, to the following: 
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¶ Methods and observations that may be used to detect the presence or release of a hazardous 

chemical(s) in the work area (such as monitoring conducted by the employer, continuous monitoring 

devices, visual appearance and odor of the hazardous chemical, etc.); 

¶ The physical and chemical health hazards of the chemical(s); 

¶ The measures employees can take to protect themselves from these hazards, including specific 

procedures the employer has implemented to protect employees from exposure to the hazardous 

chemical(s), such as appropriate work practices, emergency procedures, and personal protective 

equipment; and 

¶ The details of the hazard communication program developed by the employer, including an 

explanation of the labeling system and MSDS program. 

 

When employees are assigned to non-routine tasks that may expose them to a hazardous chemical for 

which they have not been trained, they shall be trained in accordance with the above described HAZCOM 

training.  Some examples of non-routine tasks include: 

 

¶ Confined space entry activities; and 

¶ Repairs of pipes containing hazardous materials. 

 

Appendix D contains a quick-reference HAZCOM Training Form for the chemical substance MSDS 

provided in Appendix B.  This form may be utilized as a tool when conducting categorical or chemical-

specific HAZCOM training, and Appendix E provides a blank copy of this form for those reasons.   

 

HAZCOM Awareness Training For Laboratory Personnel 

 

Since laboratories, as noted above, are principally regulated by OSHAôs Lab Safety Standard and the 

Hamilton College Chemical Hygiene Plan (CHP) that implements the standard, certain elements of the 

HCS do not technically apply in lab settings.  Nonetheless, some elements of the HCS and this written 

program are critical to managing hazardous chemicals at Hamilton College regardless of their location of 

use/storage.  Accordingly, certain sections of this written program, like inventory, MSDSôs, and labeling, 

will be addressed through initial/semi-annual training classes such that laboratory personnel have 

sufficient competency to maintain compliance with both written programs. 
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SECTION 5 

DOCUMENTATION  & ACCESS TO THE HCS PROGAM AND ITS ELEMENTS  
 
Documentation Requirements 

 

MSDSôs & Chemical Product Inventories 

As noted throughout this written program, MSDSôs and departmental chemical product inventories shall 

be maintained by both the departments using chemicals, and the Office of Environmental Protection, 

Safety & Sustainability.  Once chemicals are no longer in use by a department, the Office of 

Environmental Protection, Safety & Sustainability will maintain the MSDS on file in accordance with the 

30 year time frame.   

 

Training Records 

Appendix F contains a training recordkeeping form that will be used by the Office of Environmental 

Protection, Safety & Sustainability when conducting training for those who are receiving either 

initial/semi-annual Employee Hazardous Properties of Chemicals Orientation, or HAZCOM Awareness 

Training for Laboratory Personnel.  These training records will be kept indefinitely by the Office of 

Environmental Protection & Safety.  For those departments required to conduct categorical or chemical-

specific HAZCOM training, this same form in Appendix F can be used to document an employeeôs 

attendance to the training class, but a copy of the actual MSDS, or some other summary of the chemical 

(like the Appendix D/E Quick Reference Training Form) should be used to specify the target of the 

training.  These training records shall be maintained by the departments performing the training class. 

 

Access to the Written Hazard Communication Program and its Elements 

 

All college employees and students have immediate access to this written program via the Office of 

Environmental Protection, Safety & Sustainabilityôs webpage.  A quick link to this webpage is as follows: 

Hamilton EHS Website 

 

Additionally, Hamilton College provides a supplemental MSDS access tool (to supplement hard copy 

MSDSôs from the manufacturer) through a network subscription to Chemwatch.  The 140,000+ MSDSôs 

available on the Chemwatch database are accessible over the internet (http://hamilton.chemwatchna.com/) 

by any person on campus with a Hamilton College network connection.  Back up CDôs with the same 

information is available during network outages, through the Science Stockroom Coordinator, the 

Chemistry or Biology Lab Directors, or the Director of Environmental Protection, Safety & 

Sustainability. 

 

Finally, any employee or student wishing to have a copy of the OSHA Hazard Communication standard 

may receive a copy by request to the Director of Environmental Protection, Safety & Sustainability, or 

they may view this link:  

OSHA Hazard Communication Standard--29 CFR 1910.1200 

http://www.hamilton.edu/college/EPS/index.html
http://hamilton.chemwatchna.com/
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10099
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APPENDIX A  

LABELING GUIDANCE  
 
In accordance with the OSHA HCS and the Hamilton College Hazard Communication Program, affixed 

Haz Com labels should utilize the NFPA diamond format as follows: 

 
                                               
The Red section of the diamond, corresponding to Fire Hazard rating, should be assigned a number from 

0 to 4 based upon the flashpoint of the chemical as follows: 

¶ 4ðFP below 73 degrees F 

¶ 3ðFP below 100 degrees F 

¶ 2ðFP above 100 degrees F but below 200 degrees F 

¶ 1ðFP above 200 degrees F 

¶ 0ðWill not burn 

 

The Yellow section of the diamond, corresponding to Reactivity rating, should be assigned a number of 0 

to 4 based upon the reactivity data of the chemical as follows: 

¶ 4ðChemical may detonate 

¶ 3ðChemical may detonate in the presence of shock and/or heat 

¶ 2ðChemical is prone to violent chemical change 

¶ 1ðChemical is unstable if heated 

¶ 0ðChemical is stable 

 

The Blue section of the diamond, corresponding to the Health Hazard rating, should be assigned a number 

of 0 to 4 based upon information found within the MSDS as follows: 

¶ 4ðDeadly  

¶ 3ðExtremely dangerous 

¶ 2ðHazardous  

¶ 1ðSlightly hazardous 

¶ 0ðNormal material 

 

The White section of the diamond, corresponding to Specific Hazards associated with the chemical, can 

use the symbols as follows: 

¶ OXðChemical is an oxidizer 

¶ ACIDðChemical is an acid 

¶ ALKðChemical is an alkali or caustic 

¶ CORðChemical is a corrosive, pH < 2 or > 12.5 
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¶ W    (W with a line through it)ðChemical is a water reactive compound 

 

Additionally, the label should identify in written form: 

¶ The hazardous substance within the container; and 

¶ The name and address of the chemical manufacturer or distributor (if applicable). 

 

Labels that conform to this guidance are readily available in a host of shapes and forms, and can satisfy 

every type of container used in a diversified workplace.  Please contact the Office of Environmental 

Protection, Safety & Sustainability for information about the different types of labels as such. 

 

Additionally, the college has prescriptive access to the Chemwatch software over the internet and by disc, 

to facilitate hazardous chemical information access.  Information regarding chemical labeling, MSDSôs 

and the NFPA ratings necessary to complete a HAZCOM label can be retrieved by any employee or 

student on the network by logging into the following website: 

 

http://hamilton.chemwatchna.com 

 

 

http://hamilton.chemwatchna.com/
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APPENDIX B 

EXAMPLE MSDS  
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