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Hazard Communication Program 

1 Purpose 

1.1 The Hazard Communication Program associated with this policy has 
been established to ensure a safe and healthful working 
environment and to act as a performance standard for all Lander 
University employees. 

2 Scope 

2.1 This policy addresses the safe handling and use of hazardous 
chemicals on the Lander University campus. 

2.2 This policy applies to Lander University faculty, staff, and students. 

3 Responsibilities 

3.1 Safety and Regulatory Compliance Officer 

The Safety and Regulatory Compliance Officer has the overall 
responsibility for maintaining and implementing the Hazard 
Communication Program, including ensuring that: 

3.1.1 All employees are trained on Safety Data Sheets (SDSs - 
comprehensive documents containing detailed information 
about a specific substance or mixture used in workplaces) 
and labels. 

3.1.2 Training records are maintained for each relevant employee. 

3.2 Managers 

Managers are responsible for ensuring that: 

3.2.1 SDSs are maintained in a location accessible to all 
employees on all shifts. 
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3.2.2 Employees are trained regarding hazardous materials in their workplace, that 
the training is documented, and that the documentation has been submitted 
to the Safety and Regulatory Compliance Officer. 

 

3.2.3 Employees use safe handling techniques with all chemicals to minimize 
exposure. 

3.2.4 Employees are provided with and use appropriate personal protective 
equipment.  

3.2.5 All chemicals introduced in employee areas have a valid SDS that has been 
submitted to the Safety and Regulatory Compliance Officer. 

3.3 Employees 

Employees must: 

3.3.1 Use and handle chemicals according to instructions and training. 

3.3.2 Refer to the label or SDS if they are unsure of the hazards associated with the 
chemical. 

3.3.3 Report all problems to their supervisor. 

3.3.4 Ensure that all containers are properly labeled before using the chemical. 

3.3.5 Label portable or secondary containers in accordance with this policy. 

4 Hazard Communication Written Program 

4.1 Lander University will maintain this written Hazard Communication Program. 

4.1.1 The written program shall be available upon request. 

5 Chemical Inventory and Safety Data Sheets 

5.1 Lander University will maintain a list of hazardous chemicals on campus (“Chemical 
Inventory List”), indexed by campus building. 

5.1.1 The master list will be updated each time a new chemical is introduced to the 
campus. 
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5.2 An electronic master file of all SDSs on the campus shall be maintained by the Safety 
and Regulatory Compliance Officer. 

5.2.1 New SDSs shall be added to the master file for each new chemical that is 
introduced to the campus. 

 

5.2.2 A new inventory of all chemicals shall be conducted on an annual basis to 
ensure that the Chemical Inventory List is current and accurate. 

5.3 All employees shall have access to the Chemical Inventory List and SDSs for the 
building(s) in which they work. 

5.3.1 Chemical Inventory List and SDSs can be either electronic or in an SDS 
binder. 

5.4 The manager in each building shall be responsible for ensuring that SDSs for all 
chemicals that are received are submitted to the Safety and Regulatory Compliance 
Officer and are added to their respective binders (if binders are used). 

5.4.1 If an SDS is not received with the first shipment of a chemical, the manager is 
responsible for reaching out to the manufacturer to obtain one (See Appendix 
A). 

5.4.2 If the chemical is purchased at a local store, the manager is responsible for 
searching online for the SDS and obtaining it for submittal to the Safety and 
Regulatory Compliance Officer. 

5.4.3 If the manager is unable to locate the SDS, the manager shall ask the Safety 
and Compliance Officer for assistance. 

5.5 All employees shall have access to SDSs. 

6 Labeling Requirements 
Labeling provides identification and an initial indication of the potential hazards of a chemical.  
Labels also provide content identification of drums, bags, bulk containers, and/or pipes 
containing chemicals. 

6.1 Hazardous chemical containers must be clearly labeled, tagged, or marked in 
accordance with the Hazard Communication Standard, with: 

6.1.1 The name, address, and telephone number of the manufacturer or other 
responsible party. 
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6.1.2 The product identifier (section 1 of the SDS). 

6.1.3 Signal words: 

6.1.3.1 Danger: to be used for more severe hazards. 

6.1.3.2 Warning: to be used for less severe hazards. 

 

6.1.4 A hazard statement: 

6.1.4.1 Describes the nature of the hazard(s) of a chemical. 

6.1.4.2 Must list all hazard statements contained on the label. 

6.1.5 Precautionary statements: 

6.1.5.1 Describe the recommended measures that should be taken to 
minimize or prevent adverse effects in the event of an exposure to 
the hazardous chemical.  

6.1.6 Pictogram: A visual warning that identifies the hazards of a specific chemical 
(see Appendix C). 

6.2 Lander University relies on suppliers to appropriately label their product containers. 

6.2.1 Reference to a comprehensive SDS or similar reference material, with the 
same identification as the product label, is required. 

6.2.2 Labels must be clearly visible on containers. 

6.2.3 If secondary containers are used or if the label becomes illegible or is 
missing, it is the responsibility of Lander University to ensure that the 
containers are properly labeled. 

7 Hazardous Tasks 

7.1 During the course of employment, employees may routinely come in contact with  
hazardous chemicals or be required to perform potentially hazardous non-routine 
tasks. 
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7.2 Prior to working with hazardous chemicals, each affected employee will be given 
information by their supervisor about the hazardous chemicals to which they may be 
exposed during such activity. 

7.2.1 This information will include the: 

7.2.1.1 Specific hazards of the chemical. 

7.2.1.2 Protective and safety measures the employee can take. 

7.2.1.3 Proper handling and storage of the chemical.  

8 Contractors 

8.1 Periodically contractors are hired to perform tasks on the campus. 

8.2 The manager who ordered the service or task shall provide information regarding 
hazardous chemicals to which a contractor may be exposed, including the: 

8.2.1 Specific hazards of the chemical. 

8.2.2 Protective and safety measures that the contractor can take. 

8.2.3 Location of SDSs 

8.3 The manager who ordered the service or task shall ensure each contractor is 
contacted before the work is started to gather and disseminate any information 
concerning chemical hazards that the contractor is bringing to the campus. 

9 Training 

9.1 On the first day of employment, employees shall receive an overview of the 
requirements contained in the Hazard Communication Standard: 

9.1.1 The chemicals that are present on campus. 

9.1.1.1 Physical, health, combustible dusts, as well as other hazards. 

9.1.1.2 Methods and observation techniques used to determine the 
presence or release of chemicals.  

9.1.2 The location and availability of the written Hazard Communication Program. 
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9.1.3 Receipt by all employees of training on labels, including: 

9.1.3.1 Those elements that are required to be on a label. 

9.1.3.2 Recognizing pictograms and understanding their meaning. 

9.1.3.3 The requirement that all containers must have a proper label. 

9.1.4 Safety Data Sheet (SDS) 

9.1.4.1 What SDSs are. 

9.1.4.2 The different sections of SDSs. 

9.1.4.3 The location of SDSs. 

9.2 Employees who may be exposed to hazardous chemicals will be trained as outlined in 
section 7 of this policy. 

9.3 Refresher training shall be conducted annually on the following topics and 
appropriately documented: 

9.3.1 Labels: As described in section 9.1.3. of this policy. 

9.3.2 Safety Data Sheet (SDS): As described in section 9.1.4. of this policy 

10 Policy Revision History 
• First draft of policy submitted by the Vice President for Finance and Administration on 

4/2/2024. 
• Prepared for board review by policy coordinator on 4/4/2024. 
• Reviewed by Board of Trustees Policy Committee on 4/7/2024. 
• Reviewed and revised by the Vice President for Finance and Administration on 4/11/2024. 
• Approved by Lander University Board of Trustees on 4/30/2024. 
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Appendix A: SDS Request Letter (example) 
 

Date:  

Dear Chemical Supplier: 

As required by OSHA, and for the protection of our employees, it is Lander University’s policy to 
maintain safety data sheets (SDSs) for all hazardous chemicals that we use or store in accordance 
with OSHA 29 CFR 1910.1200(g)(7) which states: Distributers shall ensure that SDSs, and 
updated information, are provided to employers with their initial shipment and with the first 
shipment after a SDS is updated.  

We are requesting you provide SDSs on the following substances that you supplied to Lander 
University: 

_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________    

 

We also request that you forward any new or updated SDSs for any hazardous chemicals that you 
have supplied to Lander University and for any new products you supply in the future.  

 

Sincerely, 
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Appendix B: Hazard Communication Self-Audit 
 

Checklist of Requirements   Date of Self-Audit: _____________________ 
 
 
☐ A list of all the hazardous chemicals in the workplace is complete and up to date. 
 
☐ A safety data sheet (SDS) is available for each hazardous chemical in use. 
 
☐ A system is in place to ensure that all incoming hazardous chemicals are properly labeled. 
 
☐ A system is in place to ensure that all temporary containers of hazardous chemicals are 

properly labeled. 
 
☐ A system is in place to ensure that a SDS is obtained for all incoming hazardous chemicals. 
 
☐ Employees are aware of the requirements of this policy. 
 
☐ Employees understand how to detect the presence or release of hazardous chemicals. 
 
☐ SDSs are quickly available to all employees on all shifts. 
 
☐ Employee training includes: 

• First aid and emergency actions for overexposure 
• Proper safe work practices for the chemicals used 
• Personal protective equipment for the chemicals used 
• Portable and temporary container labeling 
• Explanation of labels and warnings 
• How to obtain and understand an SDS 

 

☐ Records retention program to retain the SDSs for a minimum of 30 years. 
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Appendix C: Pictograms 
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APPENDIX D: SDS EXAMPLE
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Section 2: Hazards Identification 

(Hazards and label indormation) 

Section 3: Composition/Ingredients 

(What the chemical is made up of) 
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Section 4: First Aid Measures 

(First aid that should be administered 
h  d t  th  h i l) 
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Section 5: Fire Fighting Measures 

(Recommendations for fighting fire 
i l i g th  h i l) 

Section 6: Accidental Release Measures 

(Proper methods to clean up a spill, 
i l di g i t d PPE) 

 

Section 7: Handling and Storage 

(Safe procedures to handle and 
t  th  h i l) 
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Section 8:  Exposure and Personal 
Protection 

(H  h  i  f  h  t  t t 
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Section 9:  Physical and Chemical Properties 

(Description of chemical appearance, flash 
i t  d th  ti ) 
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Section 10:  Stability and Reactivity 

(How stable or reactive the product is, storage 
diti  t  id  i tibl  t i l ) 

Section 11:  Toxicological Information 

(Describes the effects of the chemical 
 li i g g i i ) 
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Section 12:  Ecological Information 

(The effects the chemical would 
have on the environment) 
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Section 13:  Disposal Consideration 

(Describes the safe handling of wastes 
and proper disposal methods) 

Section 14:  Transport Information 

(Instructions to comply with DOT 
t t i t ) 
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Section 15:  Regulatory Information 

(Applicability of regulations to the chemical) 

Section 16:  Other Information 

(Any other information not included 
in previous sections) 
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