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SECTION 1 - POLICY STATEMENT

Ithaca College employees who encounter hazardous chemicals on a routine basis in his or her job
will be included in the institution’s Hazard Communication Program. The purpose of the
program is to inform employees of the hazards that may be associated with chemicals in the
workplace and the proper protective measures that must be taken to reduce exposure to
associated hazards.

This program fulfills the Hazard Communication Standard promulgated by the federal
Occupational Safety and Health Administration (OSHA) at 29 Code of Federal Regulations
(CFR) Part 1910.1200, as well as Article 28 — Toxic Substances, of the New York State labor
laws. Ithaca College is committed to the implementation of its mandatory Hazard
Communication Program and will take necessary measures to ensure that the program is
effective.

The Office of Public Safety & Emergency Management — Department of Environmental Health
& Safety (EH&S) is responsible for developing and maintaining the Hazard Communication
Program. All applicable departments and personnel share responsiblity for implementing the
program. Inquiries related to this policy should be directed to the EH&S Manager.



SECTION 2 - EMPLOYEE RIGHTS

All Ithaca College employees have a right to know about the hazardous chemicals that they use
in the workplace, or hazardous materials with reasonable personal exposure potential.
Employees may request, and will receive, information concerning any hazards that may be
associated with chemical substances in the workplace. To obtain this information, the employee
can complete a “Request for Hazard Communication Information” form (Appendix A) and
submit the request to EH&S.

Material Safety Data Sheets (MSDSs) shall be made readily available during each work shift to
any employee or designated representatives as required by federal regulations.

Ithaca College will make a copy of this written program available upon request to employees,
their designated representative, and OSHA as required by law.

2.1 Employees Covered

The Ithaca College Hazard Communication Program applies to employees who may likely be
exposed to hazardous chemicals under normal operating conditions, or in the event of a
foreseeable emergency. A review of all departments and employee positions has been completed
to determine which have reasonable potential for occupational exposure to hazardous materials
during the performance of work. Listed below are the departments that have employees covered
in the Hazard Communication Program.

Applicable Departments:

= Art Department = Physics Department

= Biology Department = Physical Plant - Custodial

= Boathouse = Physical Plant — Garage

= Chemistry Department = Physical Plant - Grounds

= Health Center = Physical Plant — Shops/Maintenance

= Library — Access Services & = Physical Therapy Department
Instructional Graphics =  Print Shop

*  Mail Room" = Psychology Department

=  Occupational Therapy = Theatre Arts Department

= Park Communications — Photo =  Warehouse'”

Processing/Development

In general, the Hazard Communication Program does not apply to administrative office
employees.

(1) Employees who only handle sealed containers (e.g., warehouse and mail-room) are exempt from the OSHA
Hazard Communication Standard, except for ensuring that incoming containers of hazardous chemicals are
clearly labeled, MSDS access is provided, and procedures are known for spills/leaks. All warehouse and
mail room employees will receive the necessary training in applicable aspects of the OSHA Standard.



SECTION 3 — DEFINITIONS®"

Chemical - any element, chemical compound or mixture of elements and/or compounds.
Container — any bag, barrel, bottle, box, can, cylinder, drum, reaction vessel, storage tank, or the
like that contains a hazardous chemical. (Pipes or piping systems, engines, fuel tanks, or other

vehicle operating systems, are not considered to be “containers.”)

Designated Representative - any individual or organization to whom an employee gives written
authorization to exercise such employee's rights under applicable OSHA regulations.

Employee - a worker who may be exposed to hazardous chemicals under normal operating
conditions or emergencies, including, but not limited to production workers, line supervisors,
and repair or maintenance personnel. Workers such as office workers who encounter hazardous
chemicals only in non-routine, isolated instances are not covered.

Exposure or exposed — 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,
injection, and skin contact/absorption).

Hazardous Chemical - a chemical that poses a physical or health hazard.

Hazard Warning - any words or pictures, symbols, or combination thereof appearing on a label
or other appropriate form of warning which convey the hazards of the chemical(s) in the
containers.

Health Hazard - there is statistically significant evidence based on at least one study conducted
in accordance with established scientific principles that acute or chronic health effects may occur
in exposed employees. The term "health hazard" includes chemicals which are carcinogens,
irritants, corrosives, sensitizers, hepatotoxins, nephrotoxins, neurotoxins, agents which act on the
hematopoietic system, and agents which damage the lungs, skin, eyes, or mucous membranes.

Immediate Use — 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.

Material Safety Data Sheet (MSDS) - any written material concerning a hazardous chemical
that includes all information required by OSHA (Appendix B).

Physical Hazard - a chemical for which there is scientifically valid evidence that it is a
combustible liquid, a compressed gas, explosive, flammable, an organic peroxide, an oxidizer,
pyrophoric, unstable (reactive) or water-reactive.

Use — to package, handle, react, emit, extract, generate as a byproduct, or transfer.

(1)—  Definitions are excerpted from OSHA 29 CFR Part 1910.1200(c) — Hazard Communication. Additional
terms can be found in the OSHA Hazard Communication Standard. A copy of the OSHA standard is
maintained at EH&S and is available on-line at www.osha.gov.



SECTION 4 - HAZARD INFORMATION
4.1 Written Program

Ithaca College has developed this Hazard Communication Program to establish the required
written procedures for labeling, MSDS maintenance, employee communications, and training
relative to chemical hazards in the workplace. At least one copy of this program shall be
maintained on-campus at all times. The master copy of Ithaca College’s Hazard Communication
Program is filed in the EH&S office. Additional copies of the Hazardous Communication
Program shall be maintained at the applicable departments who typically use hazardous
chemicals on a routine basis (Section 2.1).

Ithaca College will make a paper copy of this written program available upon request to
employees, their designated representative, and OSHA as required by law. Copies of this
program shall be maintained on file by the departments specified on the distribution list located
in Section 2.1 of this document. The Hazard Communication Program can also be viewed on-
line at http://www.ithaca.edu/sacl/safety/docs/.

4.2 Chemical Inventories

A master inventory of all hazardous chemicals located at Ithaca College is maintained in the
EH&S office. EH&S will initate an audit of chemicals used in each applicable department at
least annually. After the audit, any inconsistencies will be corrected. Additionally, each
department must maintain a current written inventory of chemicals in its work area(s). The
chemical names listed on the inventory must reference the chemical identity specified on the
associated MSDS. The inventory must be organized in a logical order (e.g., alphabetically) for
easy use.

4.2.1 Inventory Updates

The supervisor for each department is responsible for ensuring that the chemical inventory is
kept updated, and that EH&S is notified whenever a chemical is added or deleted. All
purchasers of materials must determine if the chemical is being ordered for the first time. If the
chemical is being purchased for the first time, the person ordering the material must inform the
supervisor and EH&S so the department and master chemical inventories can be updated.
Chemical inventory update notifications should be promptly addressed to the Environmental
Health & Safety Specialist.

4.3 Material Safety Data Sheets (MSDSs)

MSDSs provide specific health and safety information, chemical data, physical properties,
personal protection measures, handling precautions, etc., about hazardous chemicals used in the
workplace. MSDSs are prepared by manufacturers and importers of chemicals to make the users
aware of the potential hazards associated with the product. Ithaca College is required to provide
unobstructed, immediate access to MSDSs for each hazardous chemical that employees may use
or potentially be exposed to during their work.

Ithaca College uses a fax-on-demand MSDS program, provided by the 3E Company, Carlsbad,
CA, to ensure that all employees have full access to an MSDS 24 hours-per-day. Informational
posters and telephone stickers that indicate the 800# and instruct employees on how to use the


http://www.ithaca.edu/sacl/safety/docs/

fax-on-demand MSDS system are located where applicable throughout campus (3E Poster in
Appendix C).

To obtain an MSDS, dial 1-(800) 451-8346.

v’ Be sure to have the following information available when you call: 1) product name and
number, 2) manufacturer name, and 3) UPC code (if available).

v The most current copy of the MSDS will be sent to the fax number specified by the
caller. In most cases the MSDS will be faxed immediately, but within no more than 20
minutes after calling. If the caller does not specify a fax number, their department fax is
inoperative, they do not know their fax number, etc., the MSDS will be automatically
sent to the Campus Safety Dispatch Center located in the Campus Safety/Physical Plant
building, which is open 24 hours-per-day.

Because MSDSs are continuously updated, employees should not keep files of MSDSs.
Employees should call for the most current copy of an MSDS each time it is needed to ensure
that they receive the appropriate health and safety data.

MSDSs for chemicals no longer used will be archived on file by EH&S for a minimum of 40
years as required. Current and former employees should contact EH&S to obtain an archived
MSDS.

4.3.1 Chemical Mixture Material Fact Sheets

If a chemical mixture is developed at Ithaca College for which there is no MSDS, the department
and/or professor involved will determine the hazards and develop an appropriate chemical fact
sheet. The fact sheet will contain the type and amount of information as described in Appendix
B. Hazard information can be used from existing literature if it is available for the mixture's
components. According to the OSHA Hazard Communication Standard, the following criteria
will be used in making hazard determinations:

1. Carcinogenicity

2. Human Data

3. Animal Data

4. Adequacy and reporting of data
If new information regarding the hazards of a chemical mixture are identified, the container
label(s) and fact sheet(s) must be immediately updated to include the additional safety
information.
4.4 Labels
Chemical manufacturers, importers, and distributors are required to ensure that visible forms of
warning are provided by labeling, placards, tags, and warning signs. The Ithaca College labeling

system is consistent with labels currently in use by most manufacturers and, in general, relies
upon the manufacturers’ labels for applicable hazard information. The manufacturers’ markings



and the Department of Transportation labels shall remain on all containers while on-campus.
Labels must not be removed or defaced in any fashion. All hazardous chemical container labels
must be legible, in English, and prominently displayed on each container. If containers of
hazardous chemicals are received with no or illegible labels, the department should immediately
return the material in exchange for properly labeled chemicals.

4.4.1 Label Information
As required by federal OSHA regulations, a// containers (e.g. spray bottles, 1-gallon jugs, 5-

gallon pails, drums, etc.) of hazardous chemicals must be clearly labeled with the following
information:

Chemical or Product Name
o Chemical formulas and acronyms are not acceptable forms of labeling when used
alone.

Manufacturer Name, Address, and Telephone Number

Applicable Hazard Information” (e.g. “Flammable,” “Corrosive,” etc.)
= Appropriate Health Hazard Warnings™ (e.g. “Inhalation Hazard,” “Eye Irritant,” etc.)

* Warnings may include words, pictures, symbols, or combination thereof that
provide specific information regarding the physical and health hazards of the
chemical.

4.4.2 Labeling Responsibility

All applicable employees receive training in proper container labeling, and as such must ensure
that all chemical containers are appropriately labeled. The employee's supervisor is ultimately
responsible for checking if appropriate labeling is in place on incoming materials and for
affixing labels on containers in his/her department, as needed. EH&S will review and update
required label information, when necessary, by reviewing new regulations and published
information on hazards to determine if any labels need to be changed.

If a bulk quantity of hazardous chemical is divided into smaller quantities, the supervisor is
responsible for ensuring that appropriate labels that indicate all of the required information
specified in Section 4.4.1 above, are affixed to all containers. The NFPA 704M Hazard
Identification System may be used as long as all applicable OSHA labeling requirements (see
Section 4.4.1) are met. Information about the NFPA 704M labeling system is provided in
Appendix D.

If a material is transferred to a portable container, for immediate use (e.g. during one work shift)
by the individual making the transfer, the container need not be labeled.

4.4.2.1 Alternate Labeling Systems
Where appropriate, signs, placards, process sheets, or similar written materials may be used in

lieu of affixing labels to individual containers provided that the alternative labeling method
clearly identifies the containers to which it it is applicable and conveys all of the information



listed above. EH&S should be contacted if persons wish to implement an alternate labeling
system.

If the hazardous chemical is regulated by OSHA in a substance-specific health standard (e.g.,
formaldehyde, benzene, and methylene chloride), the applicable department supervisor must
ensure that the container labels for such chemicals are in accordance with the applicable OSHA
standard.

4.4.3 Labeling Non-Hazardous Materials

As a general safety rule, all containers should be properly labeled to clearly indentify their
contents. Therefore, even containers of non-hazardous material such as water should be labeled
with their contents so they are easily differentiated and not misidentified as a hazardous
substance, and vice versa.

4.5 Chemical Disposal

The only chemicals that should be removed from the workplace are ones that are being legally
discarded, recycled, or reused. It is important that EH&S be contacted for information prior to
disposal to ensure compliance with applicable solid and hazardous waste regulations. All
applicable wastes must be stored, handled, and disposed of in accordance with the College’s
hazardous waste management program.

4.6 OSHA Hazard Communication Standard
A current copy of OSHA’s Hazard Communication Standard (29 CFR Part 1910.1200) shall be

maintained and available for employee review during regular business hours at the EH&S office.
A copy of the standard is also accessible on the Internet at www.osha.gov.

4.7 Employee Notification

As required by federal and New York state regulations, Ithaca College will post signage related
to this program at locations where notices to employees are normally posted (e.g., Job Hall —
Human Resources bulletin board, break rooms, etc.). The posters shall inform employees that
they have a right to information regarding hazardous and toxic substances that may be located in
his or her workplace, and a right to receive a description of the potential toxic effects of these
substances and the circumstances under which the toxic effects are produced. (Copies of the
mandatory federal and state informational posters are located in Appendix E.)

Whenever new information concerning hazards associated with a chemical product used at Ithaca
College is obtained, the information will immediately be made available to all applicable
employees.


http://www.osha.gov./

SECTION 5 - TRAINING
5.1 Training Program

An important part of the Hazard Communication Program is the training required to educate
employees who regularly use chemicals. Educating employees regarding chemical hazards is an
effective way to reduce chemical accidents in the workplace. Therefore, employees who
routinely use chemicals will be trained in the hazards associated with chemical use and
appropriate protective measures.

To effectively educate employees, Ithaca College’s training program includes three parts: 1)
intitial informational training at the New Employee Orientation; 2) job-specific information from
the supervisor and, 3) annual classroom instruction.

The training program will instruct employees about the following:

1) The requirements of the federal OSHA Hazard Communication Standard and New York
State Department of Labor — Article 28.

2) Details of the Ithaca College Hazard Communication Program.

3) The locations in the work area where the written Hazard Communication Program is
available.
4) The locations and operations where applicable employees may potentially be exposed to

hazardous chemicals.

5) The College procedures for accessing a product-specific MSDS, including chemicals not
directly used by the employee, to which employees are potentially exposed.

6) Name(s) of chemicals used in the work area.

7) Hazard categories (e.g. “flammable”).

8) The proper procedures for working with hazardous chemicals.
9) The hazardous material labeling system.

10)  MSDSs and how to use associated hazard information.
11)  The methods of detection for the presence or release of a hazardous chemical.

12)  The common properties as well as physical and health hazards that may be associated
with use of hazardous chemicals to which employees may be exposed in the work area.

13)  The methods employees can use to protect themselves from potential hazardous chemical
exposures such as work practices, emergency procedures and personal protective

equipment.

14)  Symptoms and effects of chemical exposure at hazardous levels.



15)  Proper chemical clean-up and disposal.
16)  Appropriate emergency treatment.

EH&S annually trains all employees who work with hazardous chemicals about the Hazard
Communication Program. Training will primarily consist of lectures and discussions, and may
be supplemented with instructional videos when appropriate.

5.1.1 New Employees

EH&S, in conjunction with the Office of Human Resources, will provide each new employee,
who will be working with hazardous chemicals, information as part of the new employee
orientation session. A copy of the “Hazard Communication Program Summary” provided during
new employee orientation is located in Appendix F. Prior to working with hazardous chemicals,
the responsible supervisor must provide information more specific to the employee's work
activities. EH&S will facilitate the training if the supervisor deems it necessary. All new
employees will receive additional classroom training at the next scheduled annual refresher
training (Section 5.1).

5.2 Department-Specific Training

Supervisors must provide or initiate any job- or task-specific instructions as required; and also
whenever the potential for chemical exposure is altered (e.g., new chemical is introduced, new
work area is assigned, etc.) or when a new hazard is introduced. If an employee is assigned to a
new area, the supervisor must notify the employee of any new hazards he/she may be exposed
to.

Documentation of initial and annual training is required to verify that all applicable employees
have been trained. The Training Documentation Form (Appendix G) or an equivalent form must
be completed for each training session. In addition, a written summary of the training must be
attached to the form. Copies of all training documentation forms must be sent to EH&S for
recordkeeping.

5.2.1 Non-Routine Tasks

Non-routine tasks are defined as working on, near, or with unlabeled piping, unlabeled vessels of
an unknown substance, confined space entry where a hazardous substance may be present (e.g.
cleaning out a boiler or chemical tank) and/or a one-time task using a hazardous substance
differently than intended (e.g. using a solvent to remove stains from tile floors).

If an employee is required to perform a special or non-routine task, the supervisor must educate
the employee about the hazards of the chemical product used or to which he/she may potentially
be exposed prior to commencing the work.

All non-routine tasks will be evaluated by the supervisor (with the assistance of EH&S as
necessary) before the task commences, to determine the likely hazards present. The
determination will be conducted with both quantitative and qualitative analyses as appropriate
(e.g. job-specific procedures, special PPE, air sampling, substance identification/analysis, etc.).



Once the hazard determination is made, the supervisor (and EH&S if necessary) will determine
the appropriate precautions to either remove the hazard, change to a non-hazard, or protect from
the hazard (e.g. PPE) to safeguard applicable employees.

5.2.2 Laboratory Chemical Safety

All personnel who work in a laboratory will be trained in all applicable components of the
OSHA Hazard Communication Standard. These employees will receive additional training in
accordance with the OSHA Occupational Exposure to Hazardous Chemicals in Laboratories (29
CFR Part 1910.1450).

5.3 Contractors

All persons working on Ithaca College property are entitled to information regarding the
chemicals to which they may have reasonable potential to be exposed to while on-site.

The department who has hired the contractor is responsible for notifying EH&S of the project,
its location, and nature of work to be performed. Prior to a contractor or contractor's employee
reporting for work at Ithaca College, an assessment of the work area must be performed to
determine if the contractor or contractor's employees will be exposed to hazardous chemicals
from Ithaca College employees' activities. If it is determined that the contractor or contractor's
employees will be potentially exposed to hazardous chemicals, EH&S will provide the
appropriate level of training for the contractor and contractor's employees. The contractor will
be instructed in the necessary components of the /thaca College Hazard Communication
Program, container labeling, and any applicable precautionary measures that need to be taken
under normal operating conditions, as well as in the event of foreseeable emergencies.

Contractors who use hazardous materials must comply with the OSHA Hazard Communication
Standard while working at Ithaca College. Contractors are required to maintain a current list of
chemicals brought on-campus and keep copies of MSDSs for the hazardous materials they are
using at the work-site. Copies of the inventory and MSDSs must also be submitted to EH&S for
review and approval prior to beginning work at Ithaca College. If appropriate, the contractor
may be required to submit its written Hazard Communication plan to EH&S for review and
approval for use at Ithaca College.

Contractors are responsible for all chemicals they use, transport, and store on-campus. All
chemicals must be stored, used, and handled in accordance with all applicable regulations. Any
remedial measures taken to mitigate a spill of a contractor’s chemical, including clean-up costs,
damages, etc., are the responsibility of the contractor. Any chemicals brought on-campus and
any associated wastes generated by a contractor must be removed from Ithaca College by the
contractor upon completion of its work.



SECTION 6 - PERSONAL PROTECTIVE EQUIPMENT

Ithaca College has conducted a hazard evaluation of its jobs to identify personal protective
equipment (PPE) as required. The supervisor, in conjunction with EH&S, will determine the
specific PPE that is necessary for the employee. If safety equipment has been deemed necessary,
PPE will be recommended by EH&S. Individual departments are responsible for the purchase
and maintenance of the required safety equipment. Basic training in common PPE (e.g. gloves
and and safety glasses/goggles) is provided by the supervisor. Specific technical training in the
proper use of applicable equipment (e.g. respirators) is the responsibility of EH&S. Training in
the proper PPE usage may be provided in a dedicated training class, in conjunction with other
training (e.g. Hazard Communication), and/or on an individual basis as appropriate. Supervisors
must continuosly and consistently enforce the proper use of PPE.

Supervisors must document the employee’s receipt of and consultation in his/her assigned PPE.
A PPE Assignment Form is located in Appendix H.



SECTION 7 - RECORDKEEPING

Ithaca College will maintain applicable records associated with chemical hazard information as
required by OSHA regulations. Individual access to these records will be provided, upon
request, to each affected employee, former employee, or designated representative (e.g.,
physician) in accordance with 29 CFR Part 1910.1020 of the OSHA regulations. EH&S, in
conjunction with the Office of Human Resources, annually notifies all Ithaca College employees
of their right to review applicable exposure records as required.

EH&S will also maintain the Hazard Communication training records. The records will be kept
on file by Ithaca College for a minimum of forty years as required. Additionally, EH&S will
maintain all requests for MSDSs and replies for forty years.



APPENDIX A

REQUEST FOR HAZARD COMMUNICATION INFORMATION



REQUEST FOR HAZARD COMMUNICATION INFORMATION

This form is to be used when requesting hazard information not contained on the product-
specific MSDS. Please submit this form to the Environmental Safety Specialist at EH&S. If you
need information immediately please call EH&S at 607-274-3333.

Date:

Name:

Department:

Telephone Number:

Chemical Name:

Manufacturer Name & Telephone/Address:

Explain Chemical Usage:

Specify Information Requested:

Other Notes/Comments:
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MATERIAL SAFETY DATA SHEET SUMMARY



MATERIAL SAFETY DATA SHEET SUMMARY

EH&S will review any MSDS received for materials used at Ithaca College as necessary. The
minimum acceptable information provided, in English, on MSDSs is as follows:

1.

10.

1.

12.

The name of the materials, as used on the label including, generic name, chemical
name, trade name, formula, chemical family and/or common synonyms; the name
or names of all toxic substances present which have been determined to be health
hazards and are present in a concentration greater than 1% or greater of the
composition, except carcinogenic chemicals in excess of 0.1%, or any substance
present even in trace amounts thath may result in the mixture being hazardous upon
exposure because of the presence of the substance.

Physical and chemical properties or characteristics (e.g., vapor pressure, flashpoint).
Flammability, explosivity, and reactivity hazard data.

The acute and chronic health hazards due to the exposure at hazardous levels; the
signs and symptoms of the effects and medical conditions which are recognized as
being aggravated by exposure.

The primary routes of entry.

The level at which exposure is detemined to be hazardous (American Conference of
Govemment Industrial Hygienists threshold limit values, OSHA permissible
exposure limits, or as recommended by the preparer of the MSDS).

Whether the chemicals are listed in the latest National Toxicology Program (NTP)
Annual Report on Carcinogens, the International Agency for Research on Cancer
(IARC), current monographs, or listed by OSHA as a carcinogen.

Procedures for clean-up of spills or leaks.

Any generally applicable precautions for safe handling and use, including
appropriate hygiene practices, proper personal protective equipment or engineering
control conditions for use with and control of exposure to such toxic substances.
Appropriate emergency treatment and/or first aid.

Date of MSDS preparation.

Manufacturer's or importer’s name, address and emergency telephone number.

NOTE: The chemical manufacturer, importer or employer may withhold the specific chemical identity, including
the chemical name and other specific identification of a hazardous chemical, from the MSDS if the chemical is a
“trade secret.” Contact EH&S to obtain help in procuring trade secret information.



Reading Material Safety Data Sheets (MSDS)

The Material Safety Data Sheet, or MSDS, is written information that can help protect you from
overexposure to chemicals. The MSDS is a part of Ringling College’s Hazard Communication
Program. The design of each MSDS form may look different, but the data sheet must contain the

following information.
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Section VII - Precautions for Safe Handling and Use
Steps to Be Taker i Cace Miaterial is Released or Gpilled

N

Usage, Handling, and Storage”]

Describes how to clean up an accidental spill, leak, or release;
including special procedures to follow. Tells you how to handle,
store, and dispose of chemicals safely. Remember, if there is an
accident, notify Public Safety (7500) immediately, and take care
of it yourself only if you are trained to do so and are wearing the
proper equipment.

Special Protection and Precautions
Explains special Personal Protective Equipment (PPE) and other
equipment to use when working with the chemical; special
procedures; extra health or safety information; signs that should
be posted; and other information not covered in other sections.
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Section VIII - Conirol Measures and Special Precautions
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