Oregon OSHA's

quick guide w
hazard communication
for general industry

What you should know and not a word more!




Gobbledygook or
gobbledegook (sometimes
shortened to gobbledegoo)
is an English term used

to describe nonsensical
language, sound that
resembles language

but has no meaning, or
unintelligible encrypted
text. It is also used to refer
to official, professional, or
pretentious language. In
this sense, gobbledygook is
a hurdle of communication
at best, a means of
imposing power at worst.
Source:

— Wikipedia, The Free
Encyclopedia.
http://en.wikipedia.org/
wiki/Gobbledygook

About this guide

Hazard communication for general industry is an Oregon OSHA
Standards and Technical Resources publication. Oregon OSHA quick
guides are for employers and employees who want to know about a
specific topic and get back to business — quickly.

Read this guide if you want to know how to comply with our
hazard communication rules for general industry. Our general
industry requirements affect most businesses except those that do
agriculture, construction, or forest activities work.

What the icons mean. Throughout the guide you’ll see icons
that direct your attention to questions, important information, and
where to look for more information.

Here’s what they look like:

— Question

— Important Information

Layout, design, and editing
e Patricia Young: Oregon OSHA, layout and design
e Mark Peterson: DCBS Communications, editing and proofing

We want you to understand what you read

Every Oregon OSHA quick guide comes with a plain-language
guarantee! Let us know if you're not satisfied. Contact
Ellis Brasch: 503-947-7399, ellis.k.brasch@state.or.us.

Piracy notice

Reprinting, excerpting, or plagiarizing this
publication is fine with us! Please inform us of
' your intention as a courtesy.
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Oregon OSHA's

general industry hazard
communication rules
affect most businesses
except those that do
agriculture, construction,
or forest activities work.

What is hazard
communication?

The essence of hazard communication is a warning. We use
thousands of chemical products throughout our lives but most of us
couldn’t tell safe ones from hazardous ones without a warning —
the familiar skull and crossbones, for example. The warning tells us
the chemicals in a product can harm us if we don’t use it properly.

Why do we have workplace
hazard communication rules?

The rules make sure that workers who use hazardous chemicals
know how the chemicals can harm them and how to use them
safely.

Who's affected by the rules?

The rules affect most employers whose employees may be
exposed to hazardous chemicals. There are three different hazard
communication rules. The one that affects you depends on your
industry:

Oregon OSHA's hazard communication rules

Your industry Your rule

Agriculture Subdivision 4/Z: 437-004-9800
Construction Subdivision 3/D: 1926.59
General Industry Subdivision 2/Z: 1910.1200




Understanding the
hazard communication process

Hazard communication is a process that involves chemical
manufacturers, importers, distributors, and you.

Steps in the hazard communication process

1

Chemical manufacturers or importers determine if the
chemicals they produce are hazardous.

The manufacturers or importers prepare material safety
data sheets (MSDS) that describe the chemical’s hazards.

Every hazardous chemical that manufacturers or importers
sell must have an MSDS and a label that identifies the
chemical and warns of its hazards.

Your workplace purchases chemical products from a
manufacturer, distributor, or importer.

You prepare a written hazard communication plan that
identifies the hazardous chemicals at your workplace and
describes how you will use MSDS, warning labels, and
training to inform your employees.

What's the difference between a hazard
communication “plan” and a hazard
communication “program?” There is

no difference. You can prepare a “plan” or a
“program” — they mean the same thing.



What do I have to do to comply?

Prepare a written hazard communication plan

A hazard communication plan identifies the hazardous chemicals at
your workplace and describes how you will inform and train your
employees about the hazards.

You must prepare a hazard communication plan if your
employees use or may be exposed to hazardous chemicals.
There is an example of a written hazard communication plan
at the end of this guide.

How to prepare your plan:

Identify the chemicals that your employees could be

exposed to by developing a list.

e If a chemical is hazardous and an employee could be exposed
to it, put it on the list. Include hazardous chemicals in all forms
— liquids, solids, gases, vapors, fumes, and mists.

e Update your list when you receive new chemicals.

e Make sure there is a material safety data sheet for each chemical
on the list.

Identify containers that have hazardous chemicals.

Describe how you will make sure that each container has a label that
identifies the chemical and warns of its hazards.

Determine where you will keep material safety data sheets.
Keep material safety data sheets where they are readily available

to all employees. Identify the location if you store them in a paper
file. Describe how employees will access them if you store them
electronically.

Describe how you will train your employees about the
chemicals’ hazards.

Include how employees can protect themselves from hazards, what
they need to know about material safety data sheets and warning
labels, and where they can review material safety data sheets.

Describe how you will inform employees who do
non-routine tasks about the hazardous chemicals they
may be exposed to.

Include the tasks and what employees must do to minimize
exposure.



Describe how you will inform employees about hazardous
chemicals in pipes.

Focus on hazardous chemicals in pipes that run through employees’
work areas.

Describe how you will inform contractors’ employees
about the hazardous chemicals they may be exposed to.
Include where employees can find material safety data sheets and
how they can recognize warning labels on hazardous chemicals.

Make sure that material safety data sheets
are current and readily available for
employees to use

* You must have a current material safety data sheet for each
hazardous chemical product that your employees use or may
be exposed to.

*  Your employees must be able to review material safety data
sheets in their work area at any time.

e It's OK to keep material safety data sheets in a notebook or
on a computer — employees must be able to get the
information immediately in an emergency.

e Make sure that your list of hazardous chemicals is current,
there’s a material safety data sheet for each chemical on the
list, and incoming hazardous-chemical containers have material
safety data sheets.

You don’t need to keep material safety data sheets
for hazardous chemicals that you're no longer
using. But, you must keep records of the chemicals,
where they were used, and the years they were
used for at least 30 years.

For information about keeping records, see
“Access to employee exposure and medical
records,” Subdivision 2/Z, 1910.1020(d)(ii)(B).

A material safety data
sheet has detailed
information about a
hazardous chemical’s
health effects, physical
and chemical characteristics,
and safe practices for
using it.

Chemical manufacturers
and importers must
prepare a material safety
data sheet for each
hazardous chemical
product they ship to you.
Distributors must make
sure that you have a
material safety data
sheet for each hazardous
chemical product they sell
to you.

One person should be
responsible for managing
all the material safety data
sheets at your workplace.



Example: a material safety data sheet

MATERIAL SAFETY DATA SHEET
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Label hazardous chemical containers

Every hazardous chemical container at your workplace must have
a legible label, in English, that names the chemical and warns of its
hazards. There’s an exception for portable containers.

Don't remove or deface the labels on containers that you receive
from manufacturers, importers, or distributors.

The warning label must identify the chemical

A common chemical name or a code name is acceptable. The label
must also include a warning such as DANGER or the familiar skull
and crossbones.

The name on the label must match the name on
the material safety data sheet and the name on
your hazardous chemical list.

Portable containers don’t need labels if their contents are
used immediately

Portable containers are intended for “immediate use.” This bit of
legalese means that if you’re an employee you must not allow
anyone else to use the container and you must use the contents
during your work shift.

“Immediate use” as defined in Subdivision 2/H, 1910.1200:
“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.”

Examples of portable containers:
* bags
e barrels
e bottles
e boxes
e cans
e cylinders
e drums
e reaction vessels

Manufacturers, importers,
and distributors must
ensure that each
hazardous chemical
product has a label that
includes the chemical'’s
name, a hazard warning,
and a contact for more
information about the
product.

One person should be
responsible for ensuring
that all containers are
properly labeled.



Hazardous substances
include:

e Physical hazards such
as combustible liquids or
compressed gas

¢ Health hazards such
as toxic, carcinogenic,

or corrosive chemicals

Label pipes that contain hazardous substances

If your workplace has pipes that contain hazardous substances or
that are insulated with asbestos-containing material, you must
either put warning labels on the pipes or use other methods, such
as process sheets or written procedures, to warn employees.

e The method you use must clearly identify the location of the
pipes and the substances in the pipes.

e Process sheets or written procedures must be readily available
to employees in their work areas.

e Apply labels at the beginning and at the end of continuous pipe
runs (at least every 75 feet on pipes insulated with asbestos-
containing material).

e The warning label on pipes insulated with asbestos-containing
material must identify the location of the pipes and include
these words: Danger. Contains asbhestos fiber. Avoid
creating dust. Cancer and lung disease hazard.

e If a pipe is above or below the normal line of vision, apply the
label above or below the horizontal centerline of the pipe so
that employees can see it.

Look for information about pipe labeling in Oregon rules for
pipe labeling, Subdivision 2/Z, 437-002-0378.
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Train employees when you hire them and
whenever they're exposed to a new chemical
hazard or process

Cover the following topics:

e Where to find and how to read your hazard communication
plan, the list of hazardous chemicals, and material safety
data sheets

e Jobs and processes in which hazardous chemicals are used

e The chemicals’ physical and health hazards

e The meaning of warning labels on chemical containers and
on pipes that contain hazardous substances

e How to recognize emergencies involving hazardous chemicals

e The proceedures, equipment, and work practices that control
exposure

Who can train employees? Choose a person who understands
the topics and knows how to do the training. Forms such as those on
the following pages help you document that employees have received
hazard communication training.

1



Example: Training acknowledgement form

Use a form such as this one to document that an employee has
been trained about hazardous chemicals used in the workplace
as required by Oregon OSHA hazard communication rules.

I have been informed about the hazardous chemicals that | may be exposed
to during my work and | have received training on the following topics:

* An overview of the requirements in Oregon OSHA’s hazard communication
rules.

e Hazardous chemicals present in the workplace.

e The written hazard communication plan.

e How to read labels and review material safety data sheets.
* Physical and health effects of the hazardous chemicals.

*  Methods to determine the presence or release of hazardous chemicals in the
work area.

e How to reduce or prevent exposure to these hazardous chemicals through
use of exposure controls/work practices and personal protective equipment.

e Steps we have taken to reduce or prevent exposure to these chemicals.

e Emergency procedures to follow if exposed to these chemicals.

Note to employee: This form becomes part of your personnel file;
read and understand it before signing.

Employee: Date:

Trainer: Date:

12



Example: Employee training record

Use a form such as this one to record the workplace safety and
health training each employee receives.

Employee name

Job description

Training date

Subiject of training

Description of training

Trainer’s name

13



Example: A written hazard
communication plan

The management of [this workplace] is committed to preventing accidents

and ensuring the safety and health of our employees. We will comply with all
applicable federal and state health and safety rules and provide a safe, healthful
environment for all our employees. This written hazard communication plan is
available at the following location for review by all employees: [location name].

Identifying hazardous chemicals

This list identifies all hazardous chemicals used at this workplace. [Include the
list of hazardous chemicals]. Detailed information about the physical and health
effects of each chemical is included in a material safety data sheet; the identity
of each chemical on the list matches the identity of the chemical on its material
safety data sheet. Material safety data sheets are readily available to employees
in their work area. [Identify where and how employees can use materials safety
data sheets].

Identifying containers that have hazardous chemicals

All hazardous chemical containers used at this workplace will clearly identify
the chemical on the label, and include an appropriate hazard warning and

the manufacturer’s name and address. No container will be released for use
until this information is verified. [Name of person or job title] will ensure that all
containers are labeled with a copy of the original manufacturer’s label or a label
that has the appropriate identification and hazard warning.

Keeping material safety data sheets

Material safety data sheets are readily available to all employees. Employees

can review material safety data sheets for all hazardous chemicals used at this
workplace. [Identify the file location if they are stored in a paper file. Describe how
to access them if they are stored electronically].

The material safety data sheets are updated and managed by [name of person
or job title responsible for managing the material safety data sheets]. If a
material safety data sheet is not available for a hazardous chemical, immediately
notify [name of person or job title responsible for managing the material safety data
sheets].
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Example: A written hazard communication plan, continued

Training employees about chemical hazards
Before they start their jobs or are exposed to new hazardous chemicals,
employees must attend a hazard communication class that covers the
following topics:
* An overview of the requirements in Oregon OSHA’s hazard
communication rules.
* Hazardous chemicals present in their workplace.
e The written hazard communication plan, and where it may be reviewed.
* How to read labels and review material safety data sheets.
* Physical and health effects of the hazardous chemicals.
* Methods used to determine the presence or release of hazardous
chemicals in the work area.
e How to reduce or prevent exposure to these hazardous chemicals
through use of control/work practices and personal protective equipment.
* Steps we have taken to reduce or prevent exposure to these chemicals.
* Emergency procedures to follow if an employee is exposed to these
chemicals.
After attending the training, employees will sign a form verifying that they
understand the above topics and how the topics are related to the hazard
communication plan.

Informing employees who do special tasks

Before employees perform special (non-routine) tasks that may expose them to
hazardous chemicals, their supervisors will inform them about the chemicals’
hazards. Their supervisors also will inform them about how to control exposure
and what to do in an emergency.

Examples of special tasks that may expose employees to hazardous chemicals
include the following: [include examples of special (non-routine) tasks].

15



Example: A written hazard communication plan, continued

Informing employees about hazardous chemicals in pipes
Before working in areas where hazardous chemicals are transferred through
pipes or where pipes are insulated with asbestos-containing material,
employees will contact [name of person or job title] for the following
information:

® The chemicals in the pipes.

* The physical or health effects of the chemicals or the asbestos insulation.

¢ The safe work practices to prevent exposure.

Informing contractors’ employees about hazardous chemicals
It is the responsibility of [name of person or job title] to provide contractors
and their employees with the following information if they may be exposed
to hazardous chemicals in our workplace:

¢ The identity of the chemicals, how to review material safety data sheets,

and an explanation of the container and pipe labeling system.

e Safe work practices to prevent exposure.
This person will also obtain a material safety data sheet for any hazardous
chemical a contractor brings into the workplace.

16



Notes:
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OregonOSHA Services

Oregon OSHA offers a wide variety of safety and health services to
employers and employees:

Appeals

503-947-7426; 800-922-2689; admin.web@state.or.us
e Provides the opportunity for employers to hold informal meetings with Oregon
OSHA on concerns about workplace safety and health.

e Discusses Oregon OSHA’s requirements and clarifies workplace safety or health
violations.

e Discusses abatement dates and negotiates settlement agreements to resolve
disputed citations.

Conferences

503-378-3272; 888-292-5247, Option 1; oregon.conferences@state.or.us

*  Co-hosts conferences throughout Oregon that enable employees and
employers to learn and share ideas with local and nationally recognized safety
and health professionals.

Consultative Services

503-378-3272; 800-922-2689; consult.web@state.or.us
e Offers no-cost, on-site safety and health assistance to help Oregon employers
recognize and correct workplace safety and health problems.

e Provides consultations in the areas of safety, industrial hygiene, ergonomics,
occupational safety and health programs, assistance to new businesses,
the Safety and Health Achievement Recognition Program (SHARP), and the
Voluntary Protection Program (VPP).

Enforcement

503-378-3272; 800-922-2689; enforce.web@state.or.us

e Offers pre-job conferences for mobile employers in industries such as logging
and construction.

e Inspects places of employment for occupational safety and health hazards and
investigates workplace complaints and accidents.

e Provides abatement assistance to employers who have received citations and
provides compliance and technical assistance by phone.

Public Education

503-947-7443; 888-292-5247, Option 2; ed.webh@state.or.us

e Provides workshops and materials covering management of basic safety and
health programs, safety committees, accident investigation, technical topics,
and job safety analysis.

18



Standards and Technical Resources

503-378-3272; 800-922-2689; tech.web@state.or.us
Develops, interprets, and gives technical advice on Oregon OSHA's safety

and health rules.

Publishes safe-practices guides, pamphlets, and other materials for

employers and employees

Manages the Oregon OSHA Resource Center, which offers safety videos,
books, periodicals, and research assistance for employers and employees.

Need more information? Call your nearest Oregon OSHA office.

Salem Central Office
350 Winter St. NE, Rm. 430
Salem, OR 97301-3882

Phone: 503-378-3272
Toll-free: 800-922-2689
Fax: 503-947-7461

en Espanol: 800-843-8086
Web site: www.orosha.org

Bend

Red Oaks Square

1230 NE Third St., Ste. A-115
Bend, OR 97701-4374
541-388-6066

Consultation: 541-388-6068

Eugene

1140 Willagillespie, Ste. 42
Eugene, OR 97401-2101
541-686-7562

Consultation: 541-686-7913

Medford

1840 Barnett Road, Ste. D
Medford, OR 97504-8250
541-776-6030

Consultation: 541-776-6016

Oregon

OSHA

Pendleton

200 SE Hailey Ave.
Pendleton, OR 97801-3056
541-276-9175

Consultation: 541-276-2353

Portland

1750 NW Naito Parkway, Ste. 112
Portland, OR 97209-2533
503-229-5910

Consultation: 503-229-6193

Salem

1340 Tandem Ave. NE, Ste. 160
Salem, OR 97301
503-378-3274

Consultation: 503-373-7819
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