[image: image1.jpg]CPCB PIF70TRONICS

MTS SYSTEMS CORPORATION




[image: image2.png]



User Guide: Hazard Communication

PCB Piezotronics, Inc. and PCB Piezotronics of North Carolina, Inc. (hereafter referred to as “PCB”) are committed to providing a safe and healthy work environment for our employees by making them aware of any workplace hazards that they may face. To fulfill this commitment and to comply with the requirements of OSHA’s Hazardous Communication Standard, this Hazard Communication Program has been developed. The purpose of this written program is to inform employees of hazardous substances in the work environment, the particular hazard or hazards a chemical presents, potential harmful effects of these substances, and appropriate control measures. Components of this program consist of Container Labeling, other forms of warning, Safety Data Sheets (SDS), and Employee Training. In addition, we provide similar information to contractors involved in a specific project so that they may provide this information to their employees.

This program applies to all work operations in our company where employees may be exposed to hazardous substances under normal working conditions or during an emergency situation. "Exposure" or "exposed" under the rule means that "an employee is subjected to a hazardous chemical in the course of employment through any route of entry (inhalation, ingestion, skin contact or absorption, etc.) and includes potential (e.g., accidental or possible) exposure.”
Responsibility

The success of a Hazard Communication Program depends on the cooperation of every employee. Employees should be alert to the potential hazards of all the materials in their department or work area and follow appropriate work practices that have been established to protect their health and safety. Active employee participation will result in the prevention of chemical-related illnesses and injuries.

The Human Resources Department is responsible for providing resources and technical support to ensure employees are protected from hazardous substances. Specific responsibilities include:

a) Developing, implementing, maintaining, and evaluating the Hazard Communication Program.

b) Assisting supervisors in identifying hazardous substances present in the work area and evaluating 
potential hazards of operations.

c) Ensuring that Hazard Communication training is provided to supervisors/employees.

d) Assisting supervisors with employee training.

e) Recommending appropriate engineering controls, administrative controls and personal protective 
equipment.

Supervisors or other designee are responsible for:

a) Identifying hazardous substances present in the work area.

b) Maintaining an inventory list of hazardous substances present in the work areas. 
c) Ensuring that hazardous substances are appropriately labeled and signage is posted (if applicable).

e) Ensuring that SDS’s are available to employees as needed and upon request.

f) Training employees on the physical hazards, health hazards, emergency procedures, and safe 
handling procedures for hazardous substances used in the work area.

g) Ensuring that employees follow established safety procedures.

h) Adequately informing any non-PCB personnel sharing the same work area of the hazardous 
substances to which their employees may be exposed while performing their work.

Employees are responsible for:

a) Knowing the hazards and precautionary procedures for the hazardous substances used in their work 
area.

b) Attending required training.

c) Performing their job duties in accordance with established procedures and good safety 
practices.

d) Using personal protective equipment and clothing in accordance with prescribed training.

What is a Hazardous Chemical?

A hazardous chemical, as defined by the OSHA Hazard Communication Standard (HCS), is any chemical which can cause a physical or a health hazard. This determination is made by the chemical manufacturer, as described in 29 CFR 1910.1200(d) of OSHA’s Occupational Health and Safety Standards.

A chemical agent with any of the following characteristics is considered hazardous: carcinogens, corrosives, toxic or highly toxic, irritants, sensitizers, or target organ effectors. PCB Piezotronics requires any chemical deemed to be hazardous to comply with PE1019 Hazardous Communication and to be included on the PE031 chemical list before they can be brought into the facilities.  

PCB Piezotronics does not consider a chemical material to be hazardous if it is a common household consumer product that meets the following criteria:

1) Readily available in consumer markets,  including but not limited to; supermarkets, (such as Tops or Wegmans) office supply stores, (such as Eaton office supply and Office Depot) and home improvements stores (such as Home Depot or Lowes)

2) Is not being brought into the facility in quantities greater than one gallon or ten pounds

3) When the products are used in the workplace in the same manner that a consumer would use them, i.e.; where the duration and frequency of use (and therefore exposure) is not greater than what the typical consumer would experience.

Examples of items that are not considered hazardous chemical items would include,  pens,  felt tipped markers,  Sharpies, White-out, nail polish, Elmer’s Glue, spray paint, glass cleaner, etc.

Items similar to these that are available in the above defined consumer shopping locations, in small quantities, are purchased in packaging with labeling and instructions from the manufacturer that adequately describe the safe use of the product, per the terms defined in the Consumer Product Safety Act and employees are expected to adhere to these instructions when using the product.  It is possible that a chemical substance could require an item number and shelf life tracking per EN1006, even though it is not considered hazardous for the purposes of PE1019 Hazard Communication. 

If there is a question as to whether or not a chemical substance is hazardous and should be included on PE031 chemical list,  then the Manufacturing Engineering Manager of the department of use, or the VP of Engineering will make this determination.

Labels/Container Labeling/Other Forms of Warning

Labels are one way of informing employees of the hazards and how to protect themselves when using or storing that material. PCB requires hazardous chemicals in the workplace that are classified as a physical hazard or health hazard to be labeled, marked, or tagged. Labels on incoming containers are not to be removed or defaced unless illegible in which the label should be replaced immediately. Manufacturer’s HazCom labels denote the chemical name/product identifier; signal word, hazard statement(s), pictogram(s), precautionary statement(s) and the name, address, and telephone number of the manufacturer. In-house workplace HazCom labels are available from supervision for containers that do not have the required information listed above. This alternate method of labeling must have at least the product identifier and information about the hazards whether it be words, pictures, symbols, or a combination thereof and can only be used in-house. In addition to in-house labels, we may use signs, placards, process sheets, batch tickets, operating procedures, or other such written material to identify stationary process containers. These other forms of warning must identify the container to which it is applicable and conveys the information to be on the GHS label. Portable containers into which hazardous chemicals are transferred from labeled containers, and are intended only for the immediate use of the employee who performs the transfer, need only be marked with the product identifier. Any remaining chemical left in the portable container at the end of the employees work shift cannot be passed along to another employee, it must be disposed of accordingly. A label is not intended to be the sole or most complete source of hazard information, always refer to the SDS. For more information on chemical labeling, employees may refer to the chemical’s corresponding Safety Data Sheet (SDS) that is located on the network at R:\Quality\SDS\SDS2. Non-hazardous substances (e.g., distilled water) should be marked with the name in order to avoid confusion. No label is to be defaced or removed unless the container is immediately marked with the required information. No employee should remove any label unless specifically directed to do so by the supervisor. Any container without a label should be reported to a supervisor immediately.

Supervisors are responsible for ensuring that all hazardous chemicals in their areas are in proper containers and properly labeled. Labels that fall off or become illegible must be replaced before use or as soon as possible. For assistance with labeling questions, please contact your immediate supervisor, a member of the PCB Safety Committee, or the Human Resources Department.

Safety Data Sheets
The Quality Assurance Department maintains Safety Data Sheets (SDS) for PCB. Employees who receive the delivery of a chemical must forward the SDS to the Quality Assurance Department. To be accessible to all employees on all shifts, the SDS’s files are stored on the network at R:\Quality\SDS\SDS2 according to the Product Identifier on the sheet. New employees are informed of the location of the SDS’s during their department orientation (PE025). Copies of SDS’s are available to employees upon request in each work area during each work shift. If an employee can’t find a copy of the SDS, notify a supervisor, Human Resources, or Quality Assurance immediately. 
Department supervisors will notify the Human Resources Department to remove a chemical from PE031(The Chemical Inventory List) when a chemical is no longer being used. The SDS file and chemical inventory list will be updated accordingly. SDS sheets received by the Quality Assurance Department for chemicals that are re-ordered will be reviewed to ensure the most current SDS is on file. All employees responsible for the procurement of chemicals must request an SDS’s when placing an order. If an SDS is not delivered with a new chemical, the Quality Assurance Department will contact the supplier and ask that the SDS sheet be faxed immediately.  A chemical may not be used until a copy of the SDS’s is on file.

Training

All PCB employees will be trained on the contents of this user guide during their department orientation (PE025).  This training will include:

· Chemicals present in their workplace operations;

· Location and availability of the written Hazard Communication Program, the Chemical Inventory List and the SDS
· Physical and Health effects of the hazardous chemicals;

· Methods and observation techniques used to determine the presence or release of hazardous chemicals in the work area;

· How to lessen or prevent exposure to these hazardous chemicals through usage of safe work practices and personal protective equipment;

· Steps the company has taken to lessen or prevent exposure to these chemicals;

· Emergency procedures to follow if they are exposed to these chemicals;

· How to read labels both GHS and in-house and review SDS’s to obtain appropriate hazard information;
· Proper disposal of chemicals used in the workplace and
Annual training on this procedure, retraining when conditions change, and training for employees performing hazardous non-routine tasks will be handled by Department supervisors. All original training records will be maintained by Human Resources. Employees are instructed to direct any questions they may have regarding hazards on the job to their immediate supervisor, a member of the PCB Safety Committee, or the Human Resources Department.

Hazardous Chemical Approval Process

Any employee (requestor) interested in obtaining a hazardous chemical material (including a sample quantity) must complete a Chemical Material Request Form (PE030) and submit it with the SDS’s to Human Resources. Please refer to Process PE05, Approval and Control of Chemical Materials, for further details.

Proper Disposal of Chemicals

Chemicals which are no longer suitable for use must be disposed of in accordance with appropriate local, state, or federal requirements.  Used, spent, expired, or excess chemicals must not be thrown in the trash or poured down the sanitary drain.  Waste containers appropriate for the disposal of specific chemicals used in a particular area are provided.  Those containers must be identified with either “hazardous waste” or “non-hazardous waste” labels, depending on the chemical, along with the product name.  A common example of “hazardous waste” is used isopropyl alcohol, and a common example of “non-hazardous” waste is used Lenium.  Employees should see their supervisor if they have questions related to proper disposal of chemicals they use to perform their job.
When a used hazardous chemical is disposed of into a “hazardous waste” container, additional special handling and storage procedures are required for those containers.  Hazardous waste containers must be kept closed except when adding chemicals to them.  Lids and/or screw caps must be secured and tightened at all other times.  Funnels used to pour waste chemicals into hazardous waste containers must not be left in the container mouth when transfer of the chemical is complete.  Hazardous waste containers are to be transported only by employees who have had specific training in handling hazardous waste.
Employees should strive to use the minimum amount of hazardous chemical specified in the procedure.  This will help limit the amount of hazardous waste which ultimately requires disposal.  PCB contracts with federally- and state-certified hazardous waste transporters and treatment, storage, and disposal facilities for the proper disposal of hazardous wastes generated from our operations.
Contractors

When non-office contractors will be working at this workplace, the Safety Officer will notify the individuals of this policy including our labeling procedure and of the availability of SDS for chemicals they may be using. Each contractor bringing chemicals on-site must provide the Safety Officer with the appropriate hazard information on the substances, including SDS’s, labels used, and the precautionary measures to be taken in working with these chemicals. 

Additional Information

All employees or contractors can obtain further information on this written program, the Hazard Communication Standard, applicable SDS’s, and the chemical information list from department supervisors, a member of the PCB Safety Committee, or the Human Resources Department.
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