WRITTEN HAZARD COMMUNICATION PROGRAM CHECKLIST
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	Y
	N
	COMMENTS

	1.
Written hazard communication plan exists
	
	
	

	2.
Plan signed by facility manager


Date of the plan ____________________________
	
	
	

	3.
Plan outlines responsibilities for each department
	
	
	

	4.
Plan includes written emergency procedures
	
	
	

	5.
Plan includes copy of Hazard Communication Standard
	
	
	

	6.
Plan includes copy of hazardous chemicals inventory
	
	
	

	7.
Plan amended to include changes in process, equipment, or materials
	
	
	

	8.
Plan readily available to any employee who requests it for review
	
	
	

	9.
Contractor personnel informed of hazard communication program and safe work practices they must observe
	
	
	

	10.
Employees really understand the dangers of chemicals they work with and protective measures to safeguard themselves
	
	
	

	11.
Facility has appointed a hazard communication coordinator
	
	
	

	12.
Any state standards more stringent than federal OSHA’s are incorporated into the program
	
	
	

	A.
CHEMICAL INVENTORY

	1.
Individual named to complete chemical inventory and updates


Name ___________________________________
	
	
	

	2.
Date of last inventory of chemicals in the facility


________________________________________
	
	
	

	3.
Date of next inventory if most recent was a year ago or more ___________________________________
	
	
	

	4.
Inventory includes location of each hazardous container in the facility
	
	
	

	5.
Inventory lists all chemicals, including those in maintenance, laboratory etc.
	
	
	

	B.
MATERIAL SAFETY DATA SHEETS

	1.
Person responsible for coordinating MSDS’s, including obtaining new or revised MSDS’s
	
	
	

	2.
MSDS on hand for all chemicals listed on chemical inventory and used in facility (spot-check a department to see if an MSDS is available for each chemical used)
	
	
	

	3.
Employees know location of MSDS’s
	
	
	

	4.
Employees know how to read an MSDS
	
	
	

	5.
MSDS’s are complete and clear
	
	
	

	6.
MSDS’s kept in one or more key places, readily available to supervisors, first-aiders, and employees on all shifts
	
	
	

	7.
Documentation available to pursue missing MSDS’s
	
	
	

	C.
HAZARDOUS CHEMICALS

	1.
Flammable liquids in closed containers
	
	
	

	2.
Adequate storage cabinets with proper venting provided
	
	
	

	3.
Proper absorbent materials on hand for spills
	
	
	

	4.
Drums or tanks properly bonded or grounded
	
	
	

	5.
Containers inspected for corrosion
	
	
	

	6.
Employees prohibited from eating and drinking in areas where toxic materials are stored
	
	
	

	7.
Supplier labels on all hazardous materials arriving in facility (spot-check receiving and raw materials or drum storage area)
	
	
	

	8.
In-plant transfer containers hazard communication labels
	
	
	

	9.
All storage containers labeled
	
	
	

	D.
EMPLOYEE TRAINING

	1.
All employees who work with hazardous chemicals have been trained in requirements of the Standard including:
	
	
	

	

Provisions of the Standard
	
	
	

	

How to understand and use labels
	
	
	

	

How to understand and use MSDS’s
	
	
	

	

Safe handling, use, storage, and disposal of hazardous substances employees work with

	
	
	

	

Safety procedures to follow
	
	
	

	

Personal protective equipment to use
	
	
	

	

Medical and emergency procedures
	
	
	

	

Hazards of non-routine tasks (ask several employees in each department if they know the emergency procedure to take if overexposed to a chemical they work with
	
	
	

	2.
Retraining given annually


Date of last retraining ________________________
	
	
	

	3.
Rosters of employees who completed training or retraining available
	
	
	

	4.
Employees follow safe work practices when working with hazardous materials:


	
	
	

	

Check label and MSDS before working with the substance
	
	
	

	

Follow safety instructions on label and MSDS
	
	
	

	

Use required personal protective equipment
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