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	DISTRICT PROGRAM FOR DEVELOPMENT AND IMPLIMENTATION OF PROCESSES TO BE USED IN SAINT PAUL PUBLIC SCHOOLS OPERATIONS
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PURPOSE

Hazard Communication
1910.1200


The following program name is provided as a guide to assist employers and employees of Saint Paul Public Schools in complying with the requirements of OSHA’s Hazard Communication Standard, 29 CFR Subpart Z 19100.1200, as well as to provide other helpful information.  It is not intended to supersede the requirements of the standard.  

The District Environmental Services Group (ESG) will review the standard annually for particular requirements, which are applicable to the District and adjust this program accordingly.  

This written plan is designed to be specific to the needs of users of Saint Paul Public Schools.  

This written plan is intended to comply with the OSHA 1900.1200 standard.  

If there are conflicts or discrepancies between this plan and the standard, the standard shall take precedence.
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Foreseeable Emergency	
Any potential occurrence such as, but not limited to, equipment failure, rupture of containers, or failure of control equipment which could result in an uncontrolled release of a hazardous chemical into the workplace.

Hazardous Chemical	
	Any chemical which is classified as a physical hazard or a health hazard, a simple asphyxiant, combustible dust, pyrophoric gas, or hazard not otherwise classified.
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OBJECTIVE

The objective of the Saint Paul School District Hazard Communication Program is to ensure all chemicals produced or imported by SPPS are classified, and that information concerning the classified hazards is transmitted to employees.  A copy of this program will be maintained by all affected departments. A copy of OSHA’s Hazard Communication Standard, 29 CFR 1910.1200 can be obtained from Environmental Services Group. A copy of the standard will also be posted in areas with affected employees.
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Environmental Services Group (ESG)

· Review and update the labeling system as necessary
· Keep records of all SDS in the district.
· Ensure the proper SDS is provided for any new chemical hazards
· Maintain an updated chemical inventory 
· Ensure all employees receive the proper training and maintain records of these trainings
· Ensure contracted employees are aware of the chemical hazards in their designated work area.
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Employees

· Ensure all containers in their designated workplace are properly labeled
· Keeping the proper SDS in an easily accessible location for all chemical hazards in their assigned workplace
· Maintain a chemical inventory for their designated workplace


[bookmark: _Toc510159409][bookmark: _Toc510159874]PROCEDURES

Chemical Hazards

Physical hazardous characteristics include substances which are:
· combustible,
· compressed gases,
· explosive,
· flammable,
· organic peroxides,
· oxidizers.
· pyrophoric, and
· unstable (reactive) or water reactive

Chemical health hazards include substances which are:

· toxic or highly toxic,
· irritants,
· sensitizers,
· carcinogens


Container Labeling

All non-empty containers in the workplace must be properly labeled with a product identifier.  Product identifiers can be words, pictures, symbols, or a combination thereof, to provide the chemical identity and general information regarding the hazards of the chemical.  This is to be applied to secondary containers.  All labels shall be written in the English language.  Other languages may also be used, so long as, the English language is included. Repurposing containers should be avoided, but if necessary, clear relabeling including removal/covering of previous container labeling must be performed.

Daily Use Containers

Daily use containers are those with chemicals mixed daily by one individual, in the possession and use by only that individual and are emptied and cleaned at the end of that workday.  These containers should be labeled with a general identifier to avoid accidental reactions.

General Containers

Containers should be label if contents are non-hazardous such as water, dilute solutions, vinegar, etc.  Users should use a zero tolerance with unclear/partial labels, contents appearance not consistence with label, old products or any situations causing questions about container products.  The situations should be reported to ESG for evaluation.

Secondary Containers

Secondary Containers are any container where the mixture, dilution, or chemical is kept for more than one work shift.  These containers need to be labeled with a secondary container label, acquired from ESG or, in the case of Custodial, Delco.

Hazardous Materials

All employees have the responsibility to ensure that all known hazardous chemicals present in the district display a precautionary label stating:

· The identity of the hazardous chemical(s)					
· Its appropriate hazard warning(s)


Update and Review

ESG is responsible for reviewing the labeling system and updating as necessary.  Changes in the labeling system will be transmitted to affected supervisors for dissemination to affected employees.  Employees who have questions about the labeling system should contact their immediate supervisor or ESG
Safety Data Sheets
		
Safety Data Sheets are available at https://drive.google.com/drive/folders/1LPgFr1vqNWGcbcO8zK21PoVXPsgthmHV. 

A review of the SDS prior to the use of any chemical is recommended, unless, familiarity with the chemical and previous reviews have occurred. 

SDS Format

SDSs are written or printed material concerning product hazard determination, which are prepared and distributed with products/chemicals by product/chemical manufacturers and distributors.  SDSs are to contain the following information in this order according to the new globalization system:

1. Identification of the substance or mixture and of the supplier
2. Hazard(s) identification
3. Composition information on ingredients 
4. First aid measures
5. Fire-fighting measures;
6. Accidental release measures
7. Handling and storage
8. Exposure controls/personal protection
9. Physical and chemical properties
10. Stability and reactivity
11. Toxicological information
12. Ecological information
13. Disposal considerations (non-mandatory)
14. Transport information (non-mandatory)
15. Regulatory information (non-mandatory)
16. Other information including date of preparation and last revisions of the SDS.

Obtaining SDSs

On all Purchase Requisitions for any product, the staff person ordering will verify: “SDS on file,” or “SDS required,” or “material exempt.”  The staff person ordering is responsible for obtaining SDSs and must submit a copy is to ESG.  A SDS shall be available for every hazardous chemical listed on the inventory list.  All SDS shall be available in the English language.  All SDS shall be forwarded to Environmental Services Group.

Any employee may contact ESG for an SDS.  If one is not on record, it will be obtained with-in 24 hours and the product will be isolated from use until a SDS is obtained by ESG and provided to the user.  Employees maintain the right of refusal to work with a chemical until they have been provided a SDS.

SDS Maintenance Updating

Employees are responsible for maintaining the SDSs appropriate for their workplace.  SDS should be easily accessible in a known location. ESG is responsible for maintaining the master list of SDSs.  The master list can be accessed on the ESG website or by contacting ESG.  Online supporting documentation can be obtained at the ESG Website or by contacting ESG.  

Hazard Determination

Manufactured products are evaluated to determine if hazardous material exposure may occur to downstream users, as defined by the Hazard Communication Standard.  The ESG relies upon the hazard determination and SDS supplied by the chemical manufacturer or distributor to determine the hazards of all chemicals bought, used or stored in the facility.

Chemical Inventories

ESG will keep a master list of known chemicals at Saint Paul Public Schools’ buildings.  These listings are accessible from the ESG.

The custodial chemical inventory lists are maintained by the head engineers at each facility.

Employee Training

ESG coordinates the existing employee training(s) and training new staff.  ESG will keep records of these trainings.

Training shall be provided to all affected employees identified by the ESG.  Training shall be based on the personnel job description along with integrated job specialties if applicable.  

New Hires

Whenever a person is hired for employment to a workplace that qualifies under Hazard Communication, hazard communication training and education will be provided at the time of their initial assignment.  New Employee training will be provided by the ESG as part of new employee orientation at the time of initial employment and/or prior to handling hazardous chemicals. 

Re-Assigned/Transfer Employees

Employee’s re-assigned/transferred to another job classification that qualifies under Hazard Communication, training for Hazard Communication will be provided.  The Department Supervisor is responsible contacting ESG to set up a training.  

New Hazard

There are three ways in which a new hazard may be introduced:

1. A new hazardous chemical may be brought into the workplace; or
2. A current hazardous chemical in use may expose additional employees in the same work area; or
3. A former non-hazardous chemical may begin to be used in a manner that is hazardous.  

ESG will provide assistance with new hazard training.  Whenever a new hazard is introduced, the immediate supervisor is responsible for notifying ESG of the new hazard and a list personnel requiring training.

Training Contents


All employees who may be exposed to hazardous chemicals under normal operating, conditions or in a foreseeable emergency, are involved in the employee training and educational program.  The program is presented in two phases:

1. General Information Training
· Explanation of the Hazard Communication Standard;
· Location and availability of written hazard communication program;
· Operations in the work area where hazardous chemicals are present;
· General introduction of chemical hazards, labeling and Safety Data Sheet (SDSs)

 2. Specific Hazard Training
· Location of hazardous chemicals in the work area;
· Discussion of methods and means of determining/detecting the presence/release of hazardous chemicals in the work area;
· The chemical physical and health hazards in the work area;
· Explanation of internal labeling system;
· Review of appropriate work practices, personal protective equipment and emergency procedures;
· Access to safety and health information;
· Location of work area list of hazardous chemicals and Safety Data Sheets;
· How to obtain additional information.  




Contractor Responsibilities

It is district policy that contractors working on district property must comply with all OSHA standards and requirements.  Contractors working on district property must be informed of workplace hazardous chemicals in the areas they are working and of appropriate protective measures for these hazardous chemicals.  ESG will determine and provide necessary information as to what hazardous chemicals the contractor’s employees may be exposed to while performing their work

The contractor is responsible for providing SDSs for all hazardous materials brought into or used in/on district owned or leased properties.  Copies of all SDS’s must be provided to the Owner’s Representative and/or ESG before commencement of work.

The contract employer will provide, in writing, a list of chemicals, with SDSs, to Owner’s Representative and/or ESG prior to the contractor bringing Product(s)/Materials onto District property.

ESG will review the chemical list and SDSs provided by the contractor and will identify/notify district employees of the potential exposure and appropriate protective measures.
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Recordkeeping requirements outlined in 29 CFR 1900.1200 shall be maintained by ESG and available upon request or on the District Facilities Department web site.
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Any questions, concerns, comments, or other information regarding the District Hazard Communication Program can be directed to:

· The Environmental Services Group
· Phone: 651.744.1800
· Email: ESG@spps.org
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RESOURCES & APPENDIX
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· 29 CFR 1910 OSHA General Industry Regulations & Standards.  January 2018.  Mancomm. Inc.  Davenport, IA.
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