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HAZARD COMMUNICATION PROGRAM 
 

Purpose 
 

The purpose of this plan is to establish a program and procedures for hazardous chemical substances.  

 

This program supports compliance with the Occupational Safety and Health Administration Hazard 

Communication Standard as found in 29 CFR 1910.1200.  This program applies to all county employees. 

 

Definitions 
 

Exposure:  Coming into contact with a hazardous chemical through inhalation, ingestion, skin contact or 

absorption. 

 

Health Hazard: Immediate or long-term harm to the body, such as an illness or disease, caused by exposure to 

hazardous materials. 

 

Physical Hazard: Negative effects to the employee’s physical surroundings as well as the employee’s health, 

caused by exposure to hazardous materials. 

 

Hazardous Chemical: Any chemical, which is a physical, or health hazard.  Manufacturers of hazardous and 

potentially hazardous chemicals are legally required to provide a Safety Data Sheet (SDS). 

 

Hazard Statement: A labeling element describing the nature of the hazard(s) of a chemical, including the degree 

of hazard. 

 

Global Harmonization System (GHS): The system provides a worldwide standard for classification and 

labeling of chemicals.  This system was incorporated into the OSHA Hazard Communication Standard effective 

May 25, 2012.  

 

Pictogram: a labeling component that may include a symbol plus other graphic elements, such as a border, 

background pattern, or color, that is intended to convey specific information about the hazards of a chemical. 

 

Precautionary Statement:  A phrase that describes actions that should be taken to minimize or prevent adverse 

effects resulting from exposure to a hazardous chemical, or improper storage or handling.  
 

Safety data sheet (SDS):  Written or printed material concerning a hazardous chemical that is prepared in 

accordance with the OSHA Hazard Communication Standard . 

 

Signal word: A word used to indicate the relative level of severity of hazard and alert the reader to a potential 

hazard on the label. The signal words used are "Danger" and "Warning." "Danger" is used for the more severe 

hazards, while "warning" is used for the less severe.  

 

Responsibilities 
 

The Program Coordinator is the Courthouse Building Supervisor. This Program Coordinator is responsible for: 

 Issuing and administering this program and making sure that the program satisfies the requirements of all 

applicable federal, state or local hazard communication requirements. 

 Reviewing the safe use of new chemical products brought into Knox County government workplaces. 

 Informing outside contractors who are performing work on County property about the potential hazards. 

 Maintaining a master file of Safety Data Sheets (SDS) and index of workplace chemicals(considered a part 

of this plan)  in the following location: 
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Court House Maintenance Office  

62 Union Street 

Rockland, Maine  04841 

 

County Administrator or Designee is responsible for 

 Providing initial hire and annual training of employees on this hazard communication program. 

 Maintaining the training records of all employees included in training sessions. 

 

Department Purchasing Agents are responsible for: 

 Contacting vendors to obtain Safety Data Sheets on chemical products. 

 The Purchasing Agents are:  

 Courthouse Building Supervisor 

 Airport Maintenance Supervisor 

 Jail Administrator 

 

The Receiving Department for each facility [Courthouse – Airport – Law Enforcement] is responsible for: 

 Reviewing incoming chemical materials to verify correct labeling 

 Holding chemical materials in the receiving area until receipt of the SDS for the product 

 Issuing chemical products and the SDS to requesting departments upon receipt of the SDS 

 

Department Managers and Supervisors are responsible for: 

 Immediately responding to any employee concerns and requests for information.  

 Identifying, assessing and minimizing where possible the risks and hazards of substances used in routine 

and non-routine tasks and providing training to employees on the safe use and storage of chemicals. 

 Making sure that the work space SDS inventories are consistent, complete, up to date and readily accessible 

to employees.  An index of hazardous products shall be maintained with each departments SDS file(s) to 

facilitate quick access to a given SDS. 

 Providing training on newly introduced potentially hazardous substances to current employees. Providing 

updated department or work space SDS copies to the Program Coordinator. 

 Provide and document initial and ongoing Hazard Communication training for all employees.  

 

 

Program Activities 
 

General 

 The work environment will be kept clean and safe from recognized health hazards to protect the health and 

personal safety of employees. 

 Knox County will strive to minimize employee exposure to hazardous chemicals. 

 Employees will be trained to recognize health hazards, use appropriate engineering controls and wear 

personal protective equipment. 

 Efforts will be made to minimize the use of hazardous chemicals in the workplace.  If the use of hazardous 

chemicals creates an imminent danger situation, the operation will be discontinued. 

 

Discrimination 

 There will be no discharge or discrimination against an employee who files a safety or health complaint. 

 

Training 

 Training will be provided for all employees at the time of their initial assignment or hiring and when new 

chemical hazards are introduced to the work area. 

 Training will cover the names of the hazardous chemicals used in the work area, the appearance or odor of 

hazardous chemicals when released in the work area, the physical hazards and health effects, and the 

measures employees can take to protect themselves. 
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 Employees will be trained on the availability of this Hazard Communication Program and details of and 

where SDS’s are kept within their departments including how to obtain and use the safety information 

provided on the SDS. This training must include information on standard labeling, signal words, hazard 

statements, pictograms and use of the SDS. 

 Employees will be trained on good work practices and procedures to minimize exposures. 

 

Information System 

 Knox County will maintain an information system on all chemical products used in the workplace. 

 Knox County departments ordering chemicals will determine if the chemical is hazardous and requires a 

SDS. 

 When ordering chemical products, the purchaser will request a Safety Data Sheet from the vendor. 

Manufacturers are required to provide a SDS upon request. A copy of this SDS will be provided to the 

Program Coordinator. 

 The Program Coordinator will maintain a master file of all original SDS’s and provide hard copies to 

departments. 

 Supervisors whose departments use hazardous chemicals are responsible for obtaining copies of the Safety 

Data Sheets for products used in their areas and making them available to their employees. 

 

Labeling Of Chemical Containers 

 Original chemical product containers or packaging containing hazardous chemicals will be labeled with 

manufacturer labeling.  

 

 Containers which are repackaged from original manufacturer supplied containers (IE: Spray bottles from 

bulk) shall be compatible with the chemical and shall carry the same or similar labeling, pictograms and 

Signal Words” (Danger or Warning) assigned to the chemical by its manufacturer on the original container. 

 
 

Attachments 

 OSHA “Quick Cards” for Safety Data Sheets, Standard Labeling and Pictograms 

 Index of Chemicals (included by reference to master and departmental files) 
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