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Figure D-1 – SAMPLE Model Written Hazard Communication Program 
 

Hazard Communication Program Sample 
Department/Division:              
Address:               
1. Person responsible for the Hazard Communication Program:      
                
 
2. Inventory of hazardous substances is attached and also located:       
                 
 
3. Safety Data Sheets (SDSs) for all hazardous substances are located:      

               
and a copy of the Hazard Communication Standard and company program are kept with the SDSs. 
 

4. Employees may review SDSs and the standard by following this procedure:     
               
SDSs not on hand will be requested of suppliers immediately. 
 

5. The SDS file is updated with new information and new hazards identified by:      
               
Any new hazards will be reported immediately to         
       and affected employees notified within 30 days. 
 

6. Containers of hazardous materials entering the work place will be checked by      
                
 to assure they are properly labeled with the chemical name of the contents, the appropriate hazard 

warning, and the name and address of the supplier or manufacturer. 
 
7. All containers of hazardous material will be labeled appropriately.  
            Exceptions must be approved by             
    The following exceptions have been approved:         
 
8. Non-routine tasks involving hazardous materials are:        

               
Procedures for complying with the Hazard Communication Standard for these jobs are the following: 
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9. Employee training is provided initially to all employees, for all new employees, and whenever new 

hazards are identified.  This training covers the following areas: 
a. The requirements of the Hazard Communication regulation, including employee rights (e.g., 

employees receiving and sharing with their physician information on hazardous chemicals to 
which they may be exposed). 

b. Information about the location and availability of both the Department and Shasta County’s 
written hazard communication programs to comply with the standard, and procedures to follow 
to see the standard, the Department and Shasta County program. 

 c. How to interpret and use the labels on containers of hazardous materials, and the identification of 
any operation in the employee work area where hazardous substances are present and the 
potential physical hazards and health effects of the hazardous substances and how to use SDSs 
for more information. 

 e. How to handle the hazardous substances safely and other protective measures in place. 
 f. What to do in an emergency, release, or overexposure to the chemicals. 
 g. How the presence or release of hazardous chemicals can be detected in the work area. 
 
10. This training is documented in the following manner:        
                

 
Records are maintained at the following location:         
               
 

11. Training is to occur and be properly documented whenever new substances, processes, procedures or 
equipment are introduced to the workplace and represent a new hazard (new chemicals or new 
information on SDSs). 
 

12. Periodic refresher training will be provided and documented as follows:      
                            
                

 
13. Outside employees (subcontractors and visitors) will be advised of chemical hazards in our plant in the 

following manner:             
                

 
Contractors will be required to provide information on any chemicals used in our facility as a condition 
of their contract. 

 
Our company relies on the information contained in SDSs as permitted by the OSHA Hazard Communication 
Standard and does not perform independent hazard determinations.  Reviewed and approved: 
 
 
Manager                                                               Date:        
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Figure D-2 - Sample Safety Data Sheet 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure D-3 - Sample Poster to Advise Employees of the Location of SDSs and Their Rights (Applicable to 

workplace subject to the Cal/OSHA Standard) 
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NOTICE TO ALL EMPLOYEES 
 

Access to Safety Data Sheets 
 
BY CAL/OSHA REGULATION - GENERAL INDUSTRY SAFETY ORDER 5194 - YOU, YOUR 
PHYSICIAN, AND YOUR COLLECTIVE BARGAINING AGENT HAVE THE RIGHT TO SEE AND 
RECEIVE COPIES OF: 
 

Safety Data Sheets for substances used in the workplace that are on the State Department of 
Industrial Relations Director’s List of Hazardous Substances (§339, Title 8, California 
Administrative Code) 

 
Attached is a list of substances present in this employment which are on the Director’s list of 
Hazardous Substances. 

 
 

Safety Data Sheets are available at:                                               
 
 
 

FROM:            
 
 

Copies of General Industry Safety Order §5194 and the Director’s List of Hazardous 
Substances are available from: 

 
 

             
 
 

NOTE: No employee may be discharged or discriminated against in any way for 
exercising the rights afforded them under the Hazardous Substances 
Information and Training Law.
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Figure D-4 - Sample Employee Training Sign-up Sheet 
 
 
Date:        
Name of Trainer/s:            
 
Signature/s of Trainer/s:            
Subject(s) Covered:            
Training Aids Used:            
              
              
Attendees (Please legibly sign your name):  (Use additional sheets if necessary) 
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Figure D-5 - Information Required on Safety Data Sheets (SDSs) 
 
Each Safety Data Sheet must contain, as a minimum, the following information: 
 
Section 1, Identification includes product identifier; manufacturer or distributor name, 

address, phone number; emergency phone number; recommended use; restrictions 
on use. 

 
Section 2, Hazard(s) identification includes all hazards regarding the chemical; required 

label elements. 
 
Section 3, Composition/information on ingredients includes information on chemical 

ingredients; trade secret claims. 
 
Section 4, First-aid measures includes important symptoms/ effects, acute, delayed; 

required treatment. 
 
Section 5, Fire-fighting measures lists suitable extinguishing techniques, equipment; 

chemical hazards from fire. 
 
Section 6, Accidental release measures lists emergency procedures; protective equipment; 

proper methods of containment and cleanup. 
 
Section 7, Handling and storage lists precautions for safe handling and storage, including 

incompatibilities. 
 
Section 8, Exposure controls/personal protection lists OSHA’s Permissible Exposure 

Limits (PELs); ACGIH Threshold Limit Values (TLVs); and any other exposure 
limit used or recommended by the chemical manufacturer, importer, or employer 
preparing the SDS where available as well as appropriate engineering controls; 
personal protective equipment (PPE). 

 
Section 9, Physical and chemical properties lists the chemical's characteristics. 
 
Section 10, Stability and reactivity lists chemical stability and possibility of hazardous 

reactions. 
 
Section 11, Toxicological information includes routes of exposure; related symptoms, 

acute and chronic effects; numerical measures of toxicity. 
 
Section 12, Ecological information 
 
Section 13, Disposal considerations 
 
Section 14, Transport information 
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Section 15, Regulatory information 
 
Section 16, Other information, includes the date of preparation or last revision. 
 
Note: If some of the information required is unavailable to the person preparing the 

SDS, or if any of the information is not applicable to the specific substance, this 
should be so stated.  Blank spaces on the form are not allowed. 

 
Figure D-2 shows an example of a properly completed SDS. 
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