Approved 10/30/95 City of Lincoln
Hazard Communication Policy

PURPOSE

The purpose of this policy isto ensure that hazardous chemicas are identified and that information
regarding these chemicals are transmitted to al employees. Thistranamittal of information isto be
accomplished by awritten hazard communication program, to include container labeling or other forms
of warning, Materid Safety Data Sheets (MSDS), and employee training.

INTRODUCTION

The Federal Hazard Communication Standard CFR 1910.1200 dedls with hazardous chemicals that
are used in the work place,

This standard requires employersto inform al employees as to the safe use of hazardous chemicas on
thejob. This appliesto al work operations of the City of Lincoln where employees may be exposed to
hazardous substances under normal working conditions.

HAZARD DETERMINATION

In determining if a chemica product is hazardous, the City of Lincoln will rely upon informeation
provided by chemica manufacturers, using the following sources, as set out by the above federd
standard:

1. 29 CFR Part 1910, Subpart Z, Toxic and Hazardous Substances, Occupational Safety and Health
Adminigretion.

2. Threshold Limit Values for Chemical Substances and Physical Agentsin the Work
Environment, American Conference of Governmentd Industria Hygienists (ACGIH), latest edition.

3. Nationd Toxicology Programs (NTP), Annual Report on Carcinogens, latest edition.
4. International Agency for Research on Cancer (IARC) Monographs, latest edition.
5. The Registry of Toxic Effects of Chemical Substances, published by the Nationa Ingtitute for

Occupationd Safety and Hedlth indicates whether a chemical has been found by NTP or IARC to bea
potentia carcinogen.



RESPONSIBILITY
Department Heads Have the Responsibility to:
l. Implement the hazard communication policy by:

A. Directing al supervisors to identify which workplace materids are hazardous,
and to identify employeesthis may affect.

B. Providing dl employees with information, training, and the equipment they
need to protect themselves and others.

C. Ensure that dl necessary equipment is available to comply with this policy.
. Enforce compliance with this policy. All employees, presently employed and new
employees, who work with or have the potentia to work with hazardous materids, must be
trained and respongble for the purpose and the use of  this hazard communication policy.

Supervisor s Have the Responsibility to:

l. Determine which workplace materias are hazardous and provide employees with the
information, training, and equipment they need to protect themselves and others.

. I nform empl oyees about the hazard communication policy and how itsrequirements  are
goplied in their workplace.

[1l.  Train employees annually in how to recognize, understand, and use labels and MSDS.

V. Enforce compliance with this palicy.

Employees Have the Responsibility to:
l. Understand their assgned tasks relating to hazard communication.
. Comply with the directives of this palicy.

1. Advise supervisors as to the need for aMSDS when missing.



V. Wear persond protective equipment as required.
Health Has the Responsibility to:
l. Assg any department upon request, with the identification of hazardous chemicals, routes

of entry, symptoms of exposure and adternate less toxic chemicds, for usein the workplace.

Fire Hasthe Responsibility to:

l. Respond to al ggnificant hazardous materids spills within the City of Lincoln and contain
or control the hazard.
Purchasing Has the Responsibility to:

l. Send one MSDS to each affected division/section, with every new or updated hazardous
chemical purchased.

. Request up to date M SDS from manufacturers or distributors.

Risk Management Has the Responsibility to:

l. Train gppropriate supervisors and asss in the training of employeesin the City's hazard
communication policy.

. Audit each department's compliance with this policy on an annua basis.

WRITTEN HAZARD COMMUNICATION PROGRAM

The City of Lincoln relys upon the cooperation of each department/divisor/section in order to
complete the following:

1. Identify hazardous chemicas in the workplace.

2. Provide alabdling system for dl containers.

3. Obtain MSDS materials and keep them in an areareadily accessible.

4. Provide annual  employee information and training to al exposed employees.



In order to comply with this plan, each department/divison/section is responsible for:

1 Implementing an inventory of on-gte chemicas that identifies each product by
manufacturer and product name.

2. Materia Safety Data Sheets (MSDS) must be collected for al products
containing more than one percent of ahazardous chemicd. These sheets must
be accessible to employees, contractors, and medical personnd.

3. A procedure must be developed for ingpecting, cresting, and maintaining
container |abels.

4, All employees must be trained regarding the possible chemical hazards specific
to their work dite. Thistraining should aso include procedures for the safe
handling of chemicds and protective equipment that should be worn to limit
exposure in the event of aspill or release.

5. A named supervisor or desgnated employeesin every
department/division/section is responsible for the implementation of this

program.

The Chemical |nventory

A chemicd inventory of hazardous chemicals shal be assembled at each facility. The chemicd
inventory shal include the manufacturer's name, product name and hazard classification.

l. Make alig of dl the hazardous chemicals in the work place.
. Update the list of hazardous chemicas whenever anew oneisintroduced in thework  place.
1. Allow employeesto review the list of hazardous chemicas during their work shift, posting

thisin a conspicuous location at the worksite,

Material Safety Data Sheets

Chemica manufacturers are required to provide clear and suitable [abels on their products and
automatically send information that will summarize al hazardous characterigtics with their shipment.
These summaries are cdled "Materiad Safety Data Sheets' or "MSDS'.



If aproduct is purchased containing more than one percent of a hazardous chemica, an MSDS should
accompany the shipment of the product. If an MSDS is not attached, a system to ensure that the
appropriate MSDS is received should be put in place.

Obtain amaterial safety data sheet (MSDS) for every hazardous chemica used, stored,
or released. After obtaining the MSDS, the data sheet should be checked to determine
whether dl necessary items are included. The MSDS can be in any format aslong asit
has the below information:

A. Product or chemicd identity used on the labd.

B. Manufacturer's name and address.

C. Chemica and common names of each hazardous ingredient (including CAS
numbers).

D. The hazardous chemical's physical and chemica characteristics, such as vapor
pressure and flash point.

E Physcd hazards, including the potentid for fire, explosion, and reactivity.

F. Known hedth hazards (including Sgns and symptoms of exposure or any
medica conditions aggravated).

G. Precautions for safe handling and use.

H. Name, address, and phone number for hazard and emergency information.
l. Emergency and first aid procedures.

J. Whether OSHA, NTP, or IARC lists the ingredient as a carcinogen.

K. OSHA Permissible Exposure Limit (PEL), ACGIH Threshold Limit Vaue
(TLV), or other exposure limits.

L. Control measures such as engineering controls, work practices, hygienic
practices or persona protective equipment required.

M. Primary route(s) of entry.



N. Procedures for spills, leaks, and clean-up.
O. Preparation or revision date of the MSDS.

P. Trade Secrets:

The chemica manufacturer, importer or employer may withhold the specific
chemicd identity from the MSDS provided that (1) the clam that the product isa
trade secret can be supported, (2) information concerning the chemical properties
and effects are disclosed on an MSDS, (3) that the MSDS indicates information
being withheld is a trade secret, and (4) that the specific chemica identity is made
avallable to hedth professonas, employees and designated representatives when
amedica emergency exists. For non-emergencies, an employer, manufacturer,
importer, employee or hedlth professona providing other occupationa
monitoring or health services to exposed employees may dso obtain the specific
chemical identity, if an gppropriate request is forwarded to the manufacturer.

The MSDS file must be accessible to employees, their designated representatives,

emergency personne such as fire departments, and to appropriate government agencies.

Obtain missng MSDS, or MSDSfor any new products, if oneisnot sent from the

manufacturer with the order. 1f the MSDS does not give adequate information, contact the
supplier for amore complete MSDS or send the product back and refuseto usethat  vendor unless
an adequate M SDS can be obtained.
V. Keep the MSDSfile up to date.
V. Provide information from the MSDS to anyone who receives a hazardous chemica from

the work place (includes private contractors).
VI.  Organizethe MSDSfilein away that indudtrid chemicas can be found quickly (eg.

aphabetica order, by chemica name, or type of product).

L abels and Other Forms of Warning

Ensure dl hazardous chemica containersin the work place are properly labeled, tagged
or marked with the chemicd identity and the appropriate hazard warning.

A. Exigting labels on incoming containers shal not be removed or defaced.



B If exigting labes on incoming containers received from suppliers dready convey
the required information, new labels need not be affixed.

C. Containers which are intended only for immediate use to transfer a hazardous
substance from a labeled container need not be labeled provided that such
container, upon completion of the trandfer, shdl remain empty and devoid of any hazardous
resdue.

. Ingpect manufacturer [abels to ensure they are legible and in good shape.

. Ensure the name used on the container label matches the name on the MSDS for that
substance as wdl as the name on the inventory of hazardous chemicals.

V. Check hazardous chemical containersthat are received (or leave thework place) to  ensure
that they contain the chemicd identity, appropriate hazard warning, and the name and address of
the manufacturer of the chemical.

V. Undergtand the labeling system.

A. Should labels need to be applied, the NFPA, or National Fire Protection
Association color-coded system shdl be used to label hazardous materids. These
labels use colored triangles to indicate the type of hazard. For example, red
means afire hazard, yelow means a reactivity hazard and blue means a hedth hazard.
The white area of the labdl is used to provide additiond information.

B. The colored triangles on the labd contain numbers that indicate
the degree of hazard. The numbers range from 0 to 4, or low to high, to
classfy hazardous materids.

C. The white areaon the labd is used to contain information thet tels just how much
of ahazard the chemicd redly is Some labds include letters or symbols that

provide warnings or tell about the specific health hazard the chemica may cause.
The information in the white area may tell which organs of the body may be affected by
that chemica or what persond protective gear should be worn in handling the chemicdl.

Employee | nformation and Training

The most important component for a successful hazard communication program is the training for al
employees who use hazardous chemicas. To better understand the hazard communication standard,
employees mus receive the following information:



l. Provide employee training about hazardous chemicals used in work areas. New or
transferred employees must receive this training prior to working with the hazardous ~ chemicasinthe
work area.

1. Provide employee training whenever a new hazardous chemicd isintroduced in the work
area

[1l.  Tdl dl employees about the requirements of the law, the content of the hazard
communication plan and the place where they can review this written Hazard Communication
Program.

IV.  Tdl al employees where they can locate the hazardous chemicals and the operations  where
they are used.

V. Tdl employees where they can find the MSDS shests.
VI. Include these specific itemsin training:

A. The methods used to detect hazardous chemicasin the work area, such as
monitoring equipment, visua appearance, or odor.

B. The physical and hedth hazards of the chemicas used in the work area.
C. The ways employees can protect themsdlves when using hazardous
chemicas. Teach employees to use good work practices, what to do in

an emergency, and show how to use proper protective clothing and equipment.

D. Persona protective equipment required for each chemica should be identified,
based upon the MSDS and the work process.

VIl.  Keeprecordsin the form of asummary or outline, of the topics covered in the training.

OTHER INFORMATION
Informing Contractors
It isthe respongbility of the individua who hires or uses contractors, contract employees, or consultants

to provide the following information to those who will be, or have their employees, directly exposed to
hazardous chemicads while on-gte:



A. Identity of hazardous chemicas to which they may be exposed while on the job
ste.

B. Precautions they may take to lessen the possibility of exposure by the use of
appropriate protective measures.

C. Location of the MSDSsfor dl chemicals they may be exposed to.

It is the contractors responsibility to inform hisher own employees about these hazards and
precautions.

Area management responsible for engaging any contractor or contract employee will obtain from the
contractor alist of hazardous chemicals that the contractor intends to bring onto City property. Thislist
will be made available to al employees who may be exposed to those chemicals.

DEFINITIONSAPPLICABLE TO THISPROCEDURE

ACGIH American Conference of Governmentd Industrid Hygienigts. An organization of
professona personne in governmenta agencies or educationd inditutions
engaged in occupationa safety and hedlth programs. ACGIH devel ops and
publishes recommended occupationd exposure limits for hundreds of chemica substances and
physca agents.

Carcinogen A chemicd is consdered to be a carcinogen if it has been evauated by the
International Agency for Research on Cancer (IARC), and found to be a
carcinogen or potentid carcinogen; or it islisted as a carcinogen or potentid

carcinogen in the Annual Report on Carcinogens published by the Nationd Toxicology
Program (NTP).
CAS Chemica Absracts Service; a Columbus, Ohio organization which indexes

information published in "Chemicd Abgracts' by the American Chemicd
Society and provides index guides by which information about particular
substances may be located in the " Abstracts' when needed.

CAS Number An identification number assigned by the Chemica Abstracts Service (CAS) of
the American Chemicad Society. The CAS Number isused in various
databases, including Chemical Abdracts, for identification and information
retrieva.

Fash Point The temperature & which aliquid will give off enough flammable vapor to



ignite. There are severd flash point test methods, and flash points may vary for the
same materid depending on the method used, so the test method is indicated when the flash
point is given.

Hazardous In abroad sense, a hazardous materid is any substance or mixture of substances
Materid having properties capable of producing adverse effects on the hedlth or safety of
ahuman being. In 1971 the Occupationa Safety and Hedlth Adminigtration
(OSHA) adopted the following definition in regulations affecting employersin
operations subject to the federal Longshoremen's and Harbor Worker's
Compensation Act:

-Has aflash point below 140 degrees Fahrenheit, closed cup, or is
subject to spontaneous hesting.

-Has athreshold limit vaue below 500 ppm for gases and vapors, below
500 mg/m3 for fumes, and below 25mppcf for dusts.

-A single dose ord LD50 below 500 mg/kg.
-Is subject to polymerization with the release of large amounts of energy.

-Causes firgt degree burns to skin in short time exposure, or is
systemicdly toxic by skin contact.

-In the course of normal operations, may produce dusts, gases, fumes,
vapors, mists, or smokes which have one or more of the above
"Characterigtics'.

Label Any written, printed, or graphic materid, displayed on or affixed to containers
of hazardous chemicals.

MSDS Materiad Safety Data Sheet; written or printed materia concerning a
hazardous chemical.
NFPA Nationa Fire Protection Association; an internationd voluntary membership

organization to promote/improve fire protection and prevention and establish
safeguards againgt loss of life and property by fire.

NFPA 704M The NFPA code for showing hazards of materids using atriangle shaped label or
placard with appropriate numbers or symbols. The explanation below illustrates
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the NFPA code using scaes of 0to 4 (low to high) to classfy materid hazards:

Fire Hazard (Red) Reectivity (Yellow)

0 - Will not burn 0 - Stable and not

1 - Will igniteif prehested reactive with water

2 - Will ignite if moderately hegted 1 - Ungableif heated

3 - Will ignite a most ambient 2 - Violent chemica
conditions change

4 - Burnsreedily at ambient 3 - Shock and heat
conditions may detonate

4 - May detonate

Hedth Hazard (Blue)

0 - Ordinary combustible 3 - Extreme danger
hazardsin afire 4 - Deadly

1 - Slightly hazardous

2 - Hazardous

Specific hazards that might be listed are:

Oxidizing

PEL

PPM

- Oxidizer

- Acid

- Alkdi

- Corrosive

- Use No Water

- Radiation Hazard

A chemica or substance which brings about an oxidation reection. Theagent  Agent
may :

1 Provide the oxygen to the substance being oxidized (in which case
the agent has to be oxygen or contain oxygen).

2. It may receive dectrons being transferred from the substance
undergoing oxidetion.

Permissble Exposure Limit; an exposure limit established by OSHA regulatory
authority. May be atime weighted average (TWA) limit or amaximum
concentration exposure limit.

Parts per million; aunit for measuring the concentration of agas or vapor in ar
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parts (by volume) of the gas or vapor in amillion parts of air. Also used to indicate
the concentration of a particular substance in aliquid or solid.

Reactivity

TLV

TLV-TWA

A description of the tendency of a substance to undergo chemica reaction with
the release of energy.

Threshold Limit Vaue; aterm used by ACGIH to expressthe airborne
concentration of amaterid to which nearly al persons can be exposed day after
day, without adverse effects. ACGIH expresses TLV'sin three ways:

The dlowable Time Weighted Average concentration for a normal 8-hour

workday or 40-hour work week.

TLV-STEL

TLV-C

Toxic

The Short Term Exposure Limit or maximum or concentration for a continuous
15 minute exposure period (maximum of four such periods per day, with at least
60 minutes between exposure periods, and provided that the daily TLV-TWA is
not exceeded).

The Caling exposure limit, the concentration that should
not be exceeded even ingantaneoudly.

Chemica which causes degth even in very smal doses. For the most toxic

substances, if even less than 10 milligrams (less than 1/8 teaspoon) per kilogram
(alittle over two pounds) of body weight isingested would be fatal.

Questions concerning this policy will be addressed by:

Risk M anagement
233 South 10th Street
Lincoln, NE 68508
441-7671

12



Hazard Communication Compliance Checklist

1. |dentify a person who will be responsble for handling the Hazard
Communication Program in your department/division/section..

2. Make aligt of dl the hazardous chemicas used in your work place and the
operations where they are used.

3. Labd al hazardous chemica containersin your work place with the chemica
identity and the gppropriate hazard warning.

4, Obtain the manufacturer's material safety data sheets for the hazardous
chemicals used in, stored at, or released from the work place.

5. Make the materid safety data sheets accessble to all employees during their
work shifts.

6. Update the MSDS file whenever anew product is brought into the work place
or whenever the hazardous ingredients of a chemica mixture are changed.

7. If the city is supplying chemicdsto athird party, send the MSDS "down
ling".

8. Inform al employees of the contents of the Hazard Communication Standard.
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9. Conduct annuad employee training about the hazardous chemicas used in the
workplace.

10.  Conduct employeetraining for any new chemica brought into the work place.

11.  Conduct employeetraining for dl hazardous chemicas for any new
employeg(s).

12.  Conduct employee training for non-routine tasks, and/or specid tasks where
hazardous chemicas are involved.

13. Keep awritten record of the training conducted, a summary of the topics
covered, and the employees who attended the training.

14.  Tdl contractors about the hazardous chemicals they may encounter in the work
Ste and the protective measures they can take to avoid them.



