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HAZARD COMMUNICATION PROGRAM 
 
 
1.  POLICY AND PURPOSE 
 
It is the policy of the City of Burlingame (City) to prevent the incidence of chemical sourced 
illnesses and injuries to employees, as well as to comply with the requirements of the California 
Code of Regulations, Title 8, Section 5194, Hazard Communication.  The purpose of this 
program is to insure that the hazards of all chemicals used are evaluated and that this information 
is transmitted to, and understood by all involved persons.  This information will be conveyed in 
the following ways: 
 

• Labels on containers. 
 
• Safety data sheets. 
 
• Safety training meetings. 
 
• The overall safety program. 

 
 
1.1 AVAILABILITY 

 
This written Hazard Communication Program will be available in each City department 
in the _________________________________________ for review by all employees.  
Another name for this program is “Employee Right To Know and Understand.” 

 
 
2. DEFINITIONS 
 
Article:  A manufactured item: (1) Which is formed to a specific shape or design during 
manufacture; (2) which has end use function(s) dependent in whole or in part upon its shape or 
design during end use; and (3) which does not release, or otherwise result in exposure to, a 
hazardous substance under normal conditions of use or in a reasonably foreseeable emergency 
resulting from workplace operations.  
 
CAS Number:  The unique identification number assigned by the Chemical Abstracts Service to 
specific chemical substances.  
 
Chemical Name:  The scientific designation of a chemical in accordance with the nomenclature 
system developed by the International Union of Pure and Applied Chemistry (IUPAC) or the 
Chemical Abstracts Service (CAS) rules of nomenclature, or a name which will clearly identify 
the substance for the purpose of conducting a hazard evaluation.  
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Combustible Liquid:  Any liquid having a flashpoint at or above 100o F (37.8o C), but below 200o 
F (93.3o C), except any mixture having components with flashpoints of 200o F (93.3o C), or 
higher, the total volume of which make up 99 percent or more of the total volume of the mixture.  
 
Common Name:  Any designation or identification such as code name, code number, trade name, 
brand name or generic name used to identify a substance other than by its chemical name.  
 
Compressed Gas:  Compressed gas means:  

(A) A gas or mixture of gases having, in a container, an absolute pressure exceeding 40 psi at 
70o F (21.1o C); or  

(B) A gas or mixture of gases having, in a container, an absolute pressure exceeding 104 psi 
at 130o F (54.4o C) regardless of the pressure at 70o F (21.1o C); or  

(C) A liquid having a vapor pressure exceeding 40 psi at 100o F (37.8o C) as determined by 
ASTM D-323-72.  

 
Container:  Any bag, barrel, bottle, box, can, cylinder, drum, reaction vessel, storage tank, tank 
truck, or the like that contains a hazardous substance.  For purposes of this section, pipes or 
piping 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 this section.  A recognized or certified 
collective bargaining agent shall be treated automatically as a designated representative without 
regard to written employee authorization.  
 
Distributor:  A business, other than a manufacturer or importer, which supplies hazardous 
substances to other distributors or to employers.  
 
Emergency:  Any potential occurrence such as, but not limited to, equipment failure, rupture of 
containers, or failure of control equipment, which may or does result in a release of a hazardous 
substance into the workplace.  
 
Employee:  Every person who is required or directed by any employer, to engage in any 
employment, or to go to work or be at any time in any place of employment.  
 
Employer:  Employer means:  

(A) The State and every State agency.  
(B) Each county, city, district, and all public and quasi-public corporations and public 

agencies therein.  
(C) Every person including any public service corporation, which has any natural person in 

service.  
(D) The legal representative of any deceased employer.  
 

Explosive:  A substance that causes a sudden, almost instantaneous release of pressure, gas, and 
heat when subjected to sudden shock, pressure, or high temperature.  
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Exposure or Exposed:  Any situation stemming from work operations where an employee may 
ingest, inhale, absorb through the skin or eyes, or otherwise come into contact with a hazardous 
substance.  

 
Flammable:  A substance that falls into one of the following categories:  

(A) Aerosol, flammable:  An aerosol that, when tested by the method described in 16 CFR 
1500.45, yields a flame projection exceeding 18 inches at full valve opening, or a 
flashback (a flame extending back to the valve) at any degree of valve opening;  

(B) Gas, flammable:  
1. A gas that, at ambient temperature and pressure, forms a flammable mixture with air 

at a concentration of thirteen (13) percent of volume or less; or  
2. A gas that, at ambient temperature and pressure, forms a range of flammable mixtures 

with air wider than twelve (12) percent by volume, regardless of the lower limit;  
(C) Liquid, flammable:  Any liquid having a flashpoint below 100o F (37.8o C), except any 

mixture having components with flashpoints of 100o F (37.8o C) or higher, the total of 
which make up 99 percent or more of the total volume of the mixture.  

(D) Solid, flammable. A solid, other than a blasting agent or explosive as defined in section 
5237(a), that is liable to cause fire through friction, absorption of moisture, spontaneous 
chemical change, or retained heat from manufacturing or processing, or which can be 
ignited readily and when ignited burns so vigorously and persistently as to create a serious 
hazard. A chemical shall be considered to be a flammable solid if, when tested by the 
method described in 16 CFR 1500.44, it ignites and burns with a self-sustained flame at a 
rate greater than one-tenth of an inch per second along its major axis.  

 
Flashpoint: The minimum temperature at which a liquid gives off a vapor in sufficient 
concentration to ignite when tested as follows:  

(A) Tagliabue Closed Tester (see American National Standard Method of Test for Flash Point 
by Tag Closed Tester, Z11.24-1979 (ASTM D 56-79)) for liquids with a viscosity of less 
than 45 Saybolt Universal Seconds (SUS) at 100o F (37.8o C), that do not have a tendency 
to form a surface film under test; or  

(B) Pensky-Martens Closed Tester (see American National Standard Method of Test for 
Flash Point by Pensky-Martens Closed Tester, Z11.7-1979 (ASTM D 93-79)) for liquids 
with a viscosity equal to or greater than 45 SUS at 100o F (37.8o C), or that have a 
tendency to form a surface film under test; or  

(C) Setaflash Closed Tester (see American National Standard Method of Test for Flash Point 
by Setaflash Closed Tester (ASTM D 3278-78)).  

(D) Organic peroxides, which undergo auto-accelerating thermal decomposition, are 
excluded from any of the flashpoint determination methods specified above.  

 
Hazard Warning: Any words, pictures, pictograms, symbols, or combination thereof appearing on 
a label or other appropriate form of warning which convey the health hazards and physical 
hazards of the substance(s) in the container(s).  
 
Hazardous Substance: Any substance that is a physical hazard or a health hazard or is included in 
the List of Hazardous Substances prepared by the Director pursuant to Labor Code section 6382.  
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Health Hazard: A substance for which 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 substances 
which are classified as posing one of the following hazardous effects: acute toxicity (any route of 
exposure); skin corrosion or irritation; serious eye damage or eye irritation; respiratory or skin 
sensitization; germ cell mutagenicity; carcinogenicity; reproductive toxicity; specific target organ 
toxicity (single or repeated exposure); or aspiration hazard.  

 
Identity: Any chemical or common name which is indicated on the (material) safety data sheet 
(SDS) for the substance. The identity used shall permit cross-references to be made among the 
required list of hazardous substances, the label and the SDS.  
 
Immediate Use: The hazardous substance 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.  
 
Importer: The first business with employees within the Customs Territory of the United States 
which receives hazardous substances produced in other countries for the purpose of supplying 
them to distributors or purchasers within the United States.  
 
Label: Any written, printed, or graphic material displayed on or affixed to containers of 
hazardous substances.  
 
Manufacturer: A person who produces, synthesizes, extracts, or otherwise makes a hazardous 
substance.  
 
Material Safety Data Sheet (MSDS): Written or printed material concerning a hazardous 
substance which is prepared in accordance with section 5194(g). As of June 1, 2015, Material 
Safety Data Sheets will be called Safety Data Sheets (SDS). 
 
Mixture: Any solution or intimate admixture of two or more substances, at least one of which is 
present as a hazardous substance, which do not react chemically with each other.  

 
NIOSH: The National Institute for Occupational Safety and Health, U.S. Department of Health 
and Human Services.  
 
Organic Peroxide: An organic compound that contains the bivalent -O-O- structure and which 
may be considered to be a structural derivative of hydrogen peroxide where one or both of the 
hydrogen atoms has been replaced by an organic radical.  
 
Oxidizer: A substance other than a blasting agent or explosive as defined in section 5237(a), that 
initiates or promotes combustion in other materials, thereby causing fire either of itself or 
through the release of oxygen or other gases.  
 
Physical Hazard: A chemical that is classified as posing one of the following hazardous effects: 
explosive; flammable (gases, aerosols, liquids, or solids); oxidizer (liquid, solid or gas); self-
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reactive; pyrophoric (liquid or solid); self-heating; organic peroxide; corrosive to metal; gas 
under pressure; combustible liquid; water-reactive; or in contact with water emits flammable gas. 
 
Pictogram: A composition 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. Eight pictograms are designated under this standard for application to a 
hazard category. 
 
Precautionary Statement: A phrase that describes recommended measures that should be taken to 
minimize or prevent adverse effects resulting from exposure to a hazardous chemical, or 
improper storage or handling. 
 
Produce: To manufacture, process, formulate, repackage, or relabel.  
 
Product Identifier: The name or number used for a hazardous chemical on a label or in the SDS. 
It provides a unique means by which the user can identify the chemical. The product identifier 
used shall permit cross-references to be made among the list of hazardous chemicals required in 
the written hazard communication program, the label and the SDS. 
 
Pyrophoric: A substance that will ignite spontaneously in air at a temperature of 130° F (54.4° C) 
or below.  

 
Responsible Party: Someone who can provide additional information on the hazardous substance 
and appropriate emergency procedures, if necessary.  
 
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 in this section are “danger” and 
“warning.” “Danger” is used for the more severe hazards, while “warning” is used for the less 
severe. 
 
Specific Chemical Identity: The chemical name, Chemical Abstracts Service (CAS) Registry 
Number, or any other information that reveals the precise chemical designation of the substance.  
 
Substance: Any element, chemical compound or mixture of elements and/or compounds.  
 
Trade Secret: Any confidential formula, pattern, process, device, information, or compilation of 
information which gives its user an opportunity to obtain a business advantage over competitors 
who do not know or use it. A trade secret shall not include chemical identity information which 
is readily discoverable through qualitative analysis. Appendix D (of the Haz Com regulation) sets 
out the criteria to be used in evaluating trade secrets.  
 
Unstable (Reactive): A substance which in the pure state, or as produced or transported, will 
vigorously polymerize, decompose, condense, or will become self-reactive under conditions of 
shocks, pressure or temperature.  
 
Use: To package, handle, react, or transfer.  
 



 

HazCom 6 © 2016 

Water-Reactive: A substance that reacts with water to release a gas that is either flammable or 
presents a health hazard.  
 
Work Area: A room or defined space in a workplace where hazardous substances are produced or 
used, and where employees are present.  
 
Workplace: Any place, and the premises appurtenant thereto, where employment is carried on, 
except a place the health and safety jurisdiction over which is vested by law in, and actively 
exercised by, any state or federal agency other than the Division (Cal-OSHA).  

 
 
3.   RESPONSIBILITY 
 
3.1  EXECUTIVE MANAGEMENT:   

 
While all members of executive management are responsible for safety and health in the 
workplace, management at every level is charged with the task of translating this Hazard 
Communication policy into positive action.  The safety and health function of this City is 
managed the same way as other City functions such as providing building permits or 
street maintenance.  It is the management and organization of this Hazard 
Communication Program that makes it effective.  

 
 
3.2  HAZARD COMMUNICATION PROGRAM COORDINATOR:   

 
___________________________________ is the Hazard Communication Program 
Coordinator for the City with overall responsibility for the Hazard Communication 
Program. Additionally, each Department within the City may appoint their own 
Department Hazard Communication Program Manager.  The responsibilities for these 
positions are: 

 
3.2.a Administering the Program. 
 
3.2.b Ensuring that the Program is maintained in a current state. 
 
3.2.c Evaluating the Program on a periodic basis. 

 
3.2.d Reviewing the labeling system annually and updating it as required or needed. 
 
3.2.e Maintaining records. 
 
3.2.f Ensuring that personnel receive training as needed to comply with the 

Program. 
 
3.2.g Staying up to date on changes and requirements to the Hazard Communication 

regulation. 
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4. HAZARDOUS SUBSTANCES INFORMATION 
 
4.1 CONTAINERS:   

 
The Hazard Communications Program Coordinator must insure that all containers 
(drums, boxes, bags, etc.) received and used in all City facilities and locations: 

 
4.1.a Are labeled with the proper chemical name. 
 
4.1.b Are labeled with the proper hazard class. 
 
4.1.c Contain the name and address of the manufacturer or other responsible 

party. 
 
4.1.d Have been examined to ensure that no product leakage has occurred. 
 
4.1.e Have a current Safety Data Sheet (SDS) on file within each Department. 
 

 
4.2 PROPOSITION 65 WARNINGS:   
 

4.2.a  Proposition 65 requires that steps be taken to identify those substances in the 
workplace known to pose the risk of cancer or reproductive harm to employees 
and the public.   

 
4.2.a.1 Each City department has taken the necessary steps to review the 

chemicals used and to determine which, if any, are on the list of 
substances that expose people to these risks.   

 
4.2.a.2 This inventory of the various chemicals will be reviewed annually.  

While there are not a great deal of materials used meeting this criteria, 
and while the use of them is limited, some may fall into this category. 

 
4.2.b If it is determined some chemicals are on the list of substances regulated by 

Proposition 65, the necessary steps will be taken to notify employees, contractors 
and site visitors through properly posting the required warning labels.   
 

4.2.c In addition to the labels, training and equipment necessary to reduce the level of 
exposure of employees to these substances will be provided.  Training on 
Proposition 65 chemicals and in the safe handling of any cancer causing substance 
will be part of the hazard communication training program. 

 
 
5.   HAZARDOUS SUBSTANCES TRAINING 
 
5.1 TRAINING RESPONSIBILITIES:   
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5.1.a Each Department Hazardous Materials Program Manager is responsible for 
implementing and monitoring the hazardous materials training and information 
program for City employees.   
 

5.1.b. Employees are responsible to attend health and safety orientations for information 
and training on the following: 

 
5.1.b.1 An overview of the basic requirements contained in the Hazard 

Communication Standard. 
 
5.1.b.2 How the safety program is implemented. 
 
5.1.b.3 How to read and interpret an SDS. 
 
5.1.b.4 Where and how information regarding hazardous materials can be 

obtained, including the location of the written Hazard 
Communication Program. 

 
5.1.b.5 The hazards of the chemicals in their work area. 
 
5.1.b.6 Measures that employees can take to protect themselves. 
 
5.1.b.7 Methods and observation techniques used to determine the presence 

or release of hazardous substances in the work area. 
 
5.1.b.8  Methods to interpret and use the labels, pictograms, symbols and 

warnings on containers of hazardous materials. 
 
5.1.b.9 Physical and health effects of the hazardous substances. 
 
5.1.b.10 Location and availability of the written Hazard Communication 

Program. 
 
5.1.b.11 The steps taken to lessen or prevent exposure to these substances. 
 
5.1.b.12 That employees may obtain information on the hazardous chemicals 

at their site by contacting their Supervisor or their Department Safety 
Manager. 

 
5.1.c Employees will be informed of the hazards of the chemicals in their work area by 

specially designed training programs that will be incorporated into their work 
schedules.  These specially designed training programs will include protection 
methods through the use of proper work procedures, proper equipment or 
machinery, and proper personal protective equipment. 

 
5.1.c.1 Training will be provided in a language the employees can understand. 
 
5.1.c.2 Instruction on safety precautions will be given during training classes.  

These instructions will include: 
• How to read a SDS 
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• Warning signs 
• Operating procedures 
• All chemicals will be transported and stored in their 

designated and authorized containers 
 

NOTE:  It is very important that all employees understand the information 
provided regarding chemical hazards.  Questions are welcomed and are to be 
directed to the City Safety Coordinator, their Department Hazardous Materials 
Program Manager or their supervisor. 
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5.2 TRAINING RECORDKEEPING:   
 
After attending the training class, each employee will sign a form to verify they attended 
the training session, received the written course materials, and understood City policies 
on Hazard Communication.  Information on this form will include: 

 
5.2.a The employee’s name or identifier. 
 
5.2.b The type of training. 
 
5.2.c The date it took place. 
 
5.2.d. The identification of who gave the training program. 

 
 
5.3 NEW SDS TRAINING:   

 
Prior to any new chemical or revised SDS being introduced to their department, each 
employee who will be working with the chemical shall be given information and training 
as outlined above within 30 days of receipt of the SDS. The Department Hazard 
Communication Program Manager is responsible to see that an SDS is received on the 
new chemicals as they are introduced. 

 
 
5.4 TRAINING PRIOR TO EXPOSURE TO HAZARDOUS CHEMICALS 

 
Periodically, employees may be required to perform hazardous non-routine tasks.  Prior to 
starting work on such projects, each affected employee will be given information by their 
supervisor about the hazardous chemicals to which they might be exposed.  The 
information shall at a minimum, contain the following: 

 
5.4.a Location of the SDS for the product. 
 
5.4.b Proper chemical name. 
 
5.4.c Specific chemical hazards of the material. 
 
5.4.d Measures taken to lessen the hazards including ventilation, respirators, the 

presence of another employee, protective clothing, and emergency procedures. 
 
5.4.e Specific information on hazards that might be associated with unlabeled pipes or 

other containers in their work area. 
 
 
5.5 ADDITIONAL TRAINING ON SPECIFIC HAZARDS  

 
The City Hazardous Materials Coordinator and/or each Department Hazardous Materials 
Program Manager will provide additional training and information on specific materials 
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as the need arises, such as for potential exposure to Asbestos, Benzene, Hydrogen Sulfide 
and Lead, or other hazards such as Bloodborne Pathogens (bio-hazards).  
 
 

5.6 EMPLOYEE RIGHTS: 
 

Employees have the following rights under the Hazard Communication Program: 
 
5.6.a To personally receive information regarding the hazardous substances to which 

they may be exposed. 
 
5.6.b To share with their physician, collective bargaining unit, or representative 

information regarding the hazardous substances to which they may be exposed. 
 
5.6.c The employees will not be discharged or discriminated against should they elect to 

exercise their rights in accordance with the Hazardous Substances Information 
and Training Act. 

 
 
6.   SAFETY DATA SHEETS (SDS) AND CONTAINER LABELING 
 
6.1 SDS DEFINED:   

 
A Safety Data Sheet (SDS) is a document that contains relevant safety and health 
information about a particular substance or mixture.  The document is normally prepared 
by the manufacturer of the substance or mixture, and is required to be made readily 
available to all employees who are potentially exposed during each work shift.  The term 
“hazardous substance or mixture” is generally defined as any chemical that is a physical 
hazard or a health hazard.  A list or inventory of hazardous substances and SDS’s for 
these substances is made available to all employees in or near their work area. 

 
 
6.2 SDS RESPONSIBILITY:   

 
6.2.a Each Department Hazardous Materials Program Manager will be responsible for 

obtaining and maintaining the SDS system and will review all incoming SDS's for 
new and/or significant health and safety information.  They will see that any new 
information is passed on to affected employees. 
 

6.2.b. If an SDS is not available, or new chemicals do not have an SDS, employees are 
to immediately contact their Supervisor or the Department Hazardous Materials 
Program Manager to acquire a copy and obtain the necessary hazard information.  
 

6.3 Copies of all SDS's for all hazardous chemicals to which City employees may be 
exposed will be kept in: 

 
6.3.a _____________________________  
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6.3.b ______________________________ 

6.4 SDS TRAINING:   
 
Each SDS will be explained to the employees as a group or on an individual basis.  
Employees will also be instructed on how to read an SDS.  For help interpreting an SDS 
or questions about the substance in use, employees are to contact their supervisor or the 
Department Hazardous Materials Program Manager. 
 
 

6.5 SDS GUIDELINES:  
 
The most common form of SDS will list the manufacturer’s name and address, the 
chemical or trade name the product is sold under, any hazardous ingredients, the physical 
properties of the product, special instructions related to a fire or spill, health hazard 
information, first aid procedures, the appropriate storage and handling procedures for the 
product, and any other special safety precautions.  The SDS will contain and meet the 
following guidelines: 

 
6.5.a It will be written in English.  Additional information in their own languages 

may be provided to employees that may not speak or read English. 
 
6.5.b It will contain information regarding the specific chemical identity of the 

hazardous chemical(s) involved. 
 
6.5.c If it is a mixture and not a proprietary secret, all chemicals should be listed. 

 
6.5.d It will list the common names of the chemical(s) 
 
6.5.e The physical and chemical characteristics of the hazardous chemical. 
 
6.5.f The known acute and chronic health effects and related health information. 
 
6.5.g The Exposure Limits. 
 
6.5.h Whether the chemical is considered to be a carcinogen by NTP, IARC, or 

OSHA. 
 
6.5.i Control measures to be used, such as engineering, safe work practices or PPE. 
 
6.5.j Precautionary measures for handling the product. 
 
6.5.k Emergency and first-aid procedures to be followed in case of a spill. 
 
6.5.l Identification of the organization responsible for preparing the SDS. 
 
6.5.m The date the SDS was prepared. 
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6.6 SDS POLICY:   

 
The City chooses to rely upon the information contained in the SDS and will not 
perform any independent hazard determinations. 

 
6.6.a If an injury or exposure occurs, the corresponding SDS will be provided to the 

treating physician or medical care professional. 
 
6.6.b When working at a jobsite, the supervisor will ensure that SDSs can be easily 

and immediately accessed in an emergency. 
 
 
6.7 LABELS DEFINED:  

 
Labels can provide some useful information about the material and its hazards.  While 
the Globally Harmonized System (GHS) is improving standardization of labels, labels 
may still vary from manufacturer to manufacturer.  At a minimum, a label provides the 
manufacturer’s name and address, the identity of any hazardous chemicals in the 
product, and a statement of its significant hazards.  An SDS should always be consulted 
for more detailed information. 

 
 
6.8 LABEL POLICY:   

 
6.8.a Labels are to be clearly marked, prominently displayed and affixed to a container 

so as to be easily seen.   
 
6.8.b If any City employees are not English speaking, the Department Hazardous 

Materials Program Manager will ensure that an alternate label, warning sign, 
pictogram or symbol will be attached securely to the container in a conspicuous 
place with hazard information so that the employee will understand the hazard 
identified. 

 
6.8.c The Department Hazardous Materials Program Manager will ensure that labels 

will not be removed or intentionally defaced.  Any incoming container of a 
hazardous material with a missing or defaced label will be appropriately marked 
as soon as possible. 

 
 
6.9 LABELING ON TRANSFER CONTAINERS:  

 
If during the course of work hazardous substances are transferred from the original 
container to a secondary portable container, the department Hazardous Materials Program 
Manager needs to make sure that the secondary container is labeled with the following 
information: 
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6.9.a Identity of the hazardous substance. 
 
6.9.a.1 Signs, placards, process sheets, batch tickets, operating procedures, or 

other such written materials may be used in place of labels to individual 
stationary process containers, as long as the alternative method identifies 
the containers to which it is applicable and conveys the hazard 
information. 

 
6.9.b Hazard warning statements, including Proposition 65 warnings if applicable. 

 
6.9.c It is not required to label portable containers for immediate use during a single 

shift by a single employee who performs the transfer himself/ herself. 
 
 
6.10 CHEMICALS IN PIPES  
 

When working in areas where chemicals are transported through piping, City employees 
will: 

 
6.10.a Contact their supervisor, their Department Hazardous Materials Program Manager 

or Department Safety Manager to review the chemicals contained in the pipes and 
hazards the chemicals present. 

 
6.10.a.1  Pipes should be labeled in accordance with OSHA and Fire Code 

requirements. However, it is better to consult with the site representative 
to be sure. 

 
6.10.a.2 The SDS for the chemicals in the pipe may be reviewed. 

 
6.10.b Review the insulation material on the pipes, and any hazard it might present, such 

as asbestos, etc. 
 
6.10.c Review the safety precautions that must be taken for the chemicals and hazards. 

 
 
7. ANNUAL INVENTORY AUDIT AND INSPECTION 
 
7.1 CHEMICAL INVENTORY/INSPECTION POLICY:   

 
To ensure the chemical inventory and storage practices are kept current with operations, 
each Department Hazardous Materials Program Manager will complete an annual 
inventory and inspection of the hazardous chemicals for their department. During the 
inspection, the following shall be noted: 

 
7.1.a The exact amount of the chemical will be recorded. 
 
7.1.b That copies of the SDS are available and are current. 
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7.1.c That all workers using the various chemicals have received appropriate training. 
 
7.1.d That the use, handling, and storage of the materials conforms with the procedures 

outlined on the SDS. 
 

7.1.e That labels are affixed to containers of chemicals and hazardous materials.  These 
labels will conform to sections 6.7 – 6.9 of this plan. 

 
7.1.f Following the inventory audit and inspection, a copy of the inspection report will 

be filed with the Department Hazardous Materials Program Manager and/or the 
City Safety Coordinator.  The Safety Coordinator shall evaluate the report. 

 
7.1.g A complete list of the chemicals used by each City Department is found in the 

Appendix of their Safety Manual.  This information will also be used to update 
the site Hazardous Materials Business Plan (HMBP) if one is required. 
Information on the list of chemicals includes: 

 
7.1.g.1 Proper chemical name as on the SDS. 
 
7.1.g.2 Hazard classification. 
 
7.1.g.3 Amount of chemical in storage. 
 
7.1.g.4 Proper storage information, including temperature and incompatibilities. 

 
 
8. INFORMING CONTRACTORS 
 
8.1 CONTRACTOR POLICY:   

 
To ensure that outside contractors work safely at all City departments, it is the 
responsibility of the Manager or Supervisor in charge of the work to be performed to 
provide contractors with the following information: 

 
8.1.a Hazardous substances to which they may be exposed while working. 
 
8.1.b Precautions the contractor may take to lessen the possibility of exposure by usage 

of appropriate protective measures, including engineering controls, work rules 
and/or personal protective equipment. 

 
8.1.c Location of the SDSs for materials being used and in use in the area of the work 

being performed. 
 
8.1.d The chemical hazards at each City Department though posted cautionary signs at 

specific work areas, and through container labeling. 
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8.2 Every contractor, subcontractor and vendor, who contractually agrees to provide services 
or supplies to City, must be in full compliance with the existing federal, state OSHA and 
local requirements.  This includes but is not limited to maintaining an effective Hazard 
Communication Program and to providing adequate safety and training programs to their 
employees including routine inspections of the hazardous chemicals used in carrying out 
their contractual duties. 

 
8.2.a By accepting the purchase order, the contractor, subcontractor, and/or vendor 

represents and warrants that they are in full compliance with the regulations and 
maintain an effective Hazard Communication Program 

 
8.2.b The contractor, subcontractor, and/or vendor agrees to indemnify and hold the 

City harmless from any and all penalties, violations, assessments or damages, 
monetary or non-monetary which result in the failure to comply with the above set 
forth regulations and representations. 

 
8.2.c Contractors will be required to provide information on any chemicals used at the 

City as a condition of their contract. 
 
8.2.d The City reserves the right to cancel the underlying contract if any contractor, 

subcontractor, and/or vendor breaches the above terms and conditions. 
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