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Your rule Your industry 

Agriculture 
Construction 

General Industry 

29 CFR 1928.21 (a)(5) 
29 CFR 1926.59 
29 CFR 1910.1200 

What is Hazard 
Communication? 

  
The essence of hazard communication is a warning. We use 
thousands of chemical products throughout our lives but most of us 
couldn’t tell safe ones from hazardous ones without a warning — 
the familiar skull and crossbones, for example. The warning tells us 
the chemicals in a product can harm us if we don’t use it properly. 

Why do we have workplace 
hazard communication rules? 
The rules make sure that workers who use hazardous chemicals 
know how the chemicals can harm them and how to use them 
safely, and how to respond to spills, releases, or exposures. 

Who’s affected by the rules? 
The rules affect most employers whose employees may be 
exposed to hazardous chemicals. There are three different hazard 
communication rules. The one that affects you depends on your 
industry: 

OSHA’s hazard communication rules 

Ball State falls under 
the General Industry 
Standard except when 
work being performed 
(excavations, etc.) is 
more akin to 
construction (or 
agricultural) activities.  
The requirements, so 
far as communication 
of chemical hazards, is 
much the same in any 
type of work though. 



 

 
 

    

 

 
 
 
  
 
 
 
 
 
 
On average, about 1/3 of 
manufacturer SDSs are revised 
and redistributed each year.  Be 
sure to keep your SDS files or 
binder up to date with the most 
current! 
 
 
 
 
 
 
 
 
 
 
Retraining of employees will be 
necessary as the GHS system is 
implemented – this will affect 
hazard categories, SDSs, labels, 
and associated hazard training 
for employees. 

 

Understanding the 
Hazard communication process 
Hazard communication is a process that involves chemical 
manufacturers, importers, distributors, and you, the supervisor. 

Steps in the hazard communication process 

Chemical manufacturers or importers determine if the 
chemicals they produce are hazardous. 
The manufacturers or importers prepare safety data 
sheets (SDS) that describe the chemical’s hazards. 

Every hazardous chemical that manufacturers or importers 
sell must have an SDS and a label that identifies the 
chemical and warns of its hazards. 
Your workplace purchases chemical products from a    
manufacturer, distributor, or importer. 
You prepare a written hazard communication plan that 
identifies the hazardous chemicals at your workplace and 
describes how you will use SDS, warning labels, and 

 training to inform your employees. 

What’s the difference between a hazard 
communication “plan” and a hazard 
communication “program?” 

 BSU has a written Hazard 
Communication “Program”-- each 
Department, shop, or worksite must 
have its own Hazard Communication 
“Plan”    [An inventory of hazardous 
chemicals and the SDSs for each product or 
chemical.] 
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You must prepare a hazard communication plan if your 
employees use or may be exposed to hazardous chemicals.  

How to prepare your plan: 
Identify the chemicals that your employees could be 
exposed to by developing a list. 
• If a chemical is hazardous and an employee could be exposed 

to it, put it in the inventory. Include hazardous chemicals in all 
forms — liquids, solids, gases, vapors, fumes, and mists. 

• Update your inventory when you receive new chemicals. 
• Make sure there is a safety data sheet for each chemical in the 

inventory. 

Identify containers that have hazardous chemicals. 
Describe how you will make sure that each container has a label that 
identifies the chemical and warns of its hazards. 

Determine where you will keep material safety data sheets. 
Keep safety data sheets where they are readily available 
to all employees. Identify the location if you store them in a paper 
file. Describe how employees will access them electronically. 
Describe how you will train your employees about the 
chemicals’ hazards. 
Include how employees can protect themselves from hazards, what 
they need to know about safety data sheets and warning labels, and 
where they can review safety data sheets. 
Describe how you will inform employees who do 
non-routine tasks about the hazardous chemicals they 
may be exposed to. 
Include the tasks and what employees must do to minimize 
exposure. 

 

What Must I Do To Comply? 
Prepare a w ritten hazard 
communication plan 
A hazard communication plan identifies the hazardous 
chemicals at your workplace and describes how you will 
inform and train your employees about the hazards.  



 

  

 Describe how you will inform contractors’ 
 employees about the hazardous chemicals they 
 may be exposed to. Include where employees can find 
 safety data sheets and how they can recognize 
 warning labels on hazardous chemicals. 

Make sure that safety data sheets are 
current and readily available for 
employees to use 
• You must have a current safety data sheet for each 

hazardous chemical product that your employees use or 
may be exposed to. 

• Your employees must be able to review safety data 
sheets in their work area at any time. 

• It’s OK to keep safety data sheets in a notebook and on 
a computer — but employees must be able to get the 
information immediately in an emergency. 

• Make sure that your inventory of hazardous chemicals is 
current, there’s a safety data sheet for each chemical in 
the inventory, and incoming hazardous-chemical containers 
have safety data sheets. 

 

 
You need to keep safety data sheets for hazardous 
chemicals that you’re no longer using. You must keep 
records of the chemicals, where they were used, and the 
years they were used, for at least 30 years. 

 
For information about keeping records, see 

“Access to employee exposure and medical 
records,” See 29 CFR 1910.1020(d) (ii)(B). 

 

 



 

  

 
 
 
 

 
 

Example: A Safety Data Sheet  



 

 

 Label hazardous chemical containers 
Every hazardous chemical container at your workplace must have 
a legible label, in English, that names the chemical and warns of its 
hazards.  
Don’t remove or deface the labels on containers that you receive 
from manufacturers, importers, or distributors.  The manufacturer 
name should also be on the container or label – always if in 
transportation. 

 

The warning label must identify the chemical 
A common chemical name or a code name is acceptable. The label 
must also include a warning such as DANGER or the familiar skull 
and crossbones. 

 

 
The name on the label must match the name on 
the safety data sheet and the name on your 
hazardous chemical list. 
  

 
 
 

Manufacturers, 
importers, and 

distributors must ensure 
that each 

hazardous chemical 
product has a label that 
includes the chemical’s 

name, a hazard warning, 
and a contact for more 
information about the 

product. 

 

The labels on incoming 
chemical products will 

include other 
pictographs, hazard 
statements, etc. as 
manufacturers and 

importers adjust to the 
new OSHA and GHS 

standards for container 
labeling. 



 

  

Train employees when you hire them (within 
30 days) and whenever they’re exposed to a 
new chemical hazard or process. 
 

Cover the following topics: 

 
• Where to find and how to read your hazard 

communication plan, the inventory of hazardous 
chemicals, and safety data sheets; 

• Jobs and processes in which hazardous chemicals are used; 
• The chemicals’ physical and health hazards; 
• The meaning of warning labels on chemical containers that 

contain hazardous substances; 
• How to recognize emergencies involving hazardous chemicals; 

and, 
• The procedures, equipment, and work practices that control 

exposure and to use in the event of an emergency. 

Who can train employees? Choose a person who understands 
the topics and knows how to do the training. Forms such as on the 
following page should document that employees have received hazard 
communication training. 
 
The Ball State Environmental Health and Safety Office can assist in, or 
provide, the Hazard Communication training.  It will be necessary to review 
all of the shop or worksite SDSs in order to identify the hazards presented 
by the chemicals used, and provide training specific to the physical and 
health hazards identified. 
 
 
 

 

Remember, the training must be 
specific to the hazards presented by 
the chemical products in the work 
place.   New hazard class = new 
training requirement for the worker. 



 

 

 

Example: Training acknowledgement form 

Use a form such as this one to document that an employee has been 
trained about hazardous chemicals used in the workplace as required 
by OSHA hazard communication rules. 

I have been informed about the hazardous chemicals that I may be exposed to during my 
work and I have received training on the following topics: 

• An overview of the requirements in Indiana’s OSHA’s hazard communication rules. 
• Hazardous chemicals present in the workplace. 
• The written hazard communication plan. 
• How to read labels and review safety data sheets. 
• Physical and health effects of the hazardous chemicals. 
• Methods to determine the presence or release of hazardous chemicals in the work area. 
• How to reduce or prevent exposure to these hazardous chemicals through use of 

exposure controls/work practices and personal protective equipment. 
• Steps we have taken to reduce or prevent exposure to these chemicals. 
• Emergency procedures to follow if exposed to these chemicals. 

Note to employee: This form becomes part of your personnel file; read and understand it before 
signing. 

Employee: ____________________________________________ Date:_____________ 

Trainer: ________________________________________________  Date:_____________ 

 

 

 

Note to trainer: An outline and copy of any training materials used should be maintained to document the 
scope of the training.



 

  

Template:   OSHA Hazard 
          Communication Plan 

The management of [this workplace] is committed to preventing accidents 
and ensuring the safety and health of our employees. We will comply with all 
applicable federal and state health and safety rules and provide a safe, healthful 
environment for all our employees. This written hazard communication plan is 
available at the following location for review by all employees: [location name]. 

Identifying hazardous chemicals 
This inventory identifies all hazardous chemicals used at this workplace. 
[Include the inventory of hazardous chemicals]. Detailed information about the 
physical and health effects of each chemical is included in a safety data sheet; 
the identity of each chemical in the inventory matches the identity of the chemical 
on its safety data sheet. Safety data sheets are readily available to employees in 
their work area. [Identify where and how employees can use safety data sheets]. 

Identifying containers that have hazardous chemicals 
All hazardous chemical containers used at this workplace will clearly identify 
the chemical on the label, and include an appropriate hazard warning and 
the manufacturer’s name and address. No container will be released for use 
until this information is verified. [Name of person or job title] will ensure that all 
containers are labeled with a copy of the original manufacturer’s label or a label 
that has the appropriate identification and hazard warning. 

Keeping safety data sheets 
Safety data sheets are readily available to all employees. Employees can 
review safety data sheets for all hazardous chemicals used at this workplace. 
[Identify the file location if they are stored in a paper file. Describe how to access 
them electronically].  

The safety data sheets are updated and managed by [name of person or job title 
responsible for managing safety data sheets]. If a safety data sheet is not available 
for a hazardous chemical, immediately notify [name of person or job title responsible 
for managing the safety data sheets]. 



 Example: A written hazard communication plan, continued 

  
 

Training employees about chemical hazards 
Before they start their jobs or are exposed to new hazardous chemicals, 
employees must attend a hazard communication class that covers the 
following topics: 

• An overview of the requirements in Indiana OSHA’s hazard 
 communication rules. 

• Hazardous chemicals present in their workplace. 
• The written hazard communication plan, and where it may be 
 reviewed. 
• How to read labels and review safety data sheets. 
• Physical and health effects of the hazardous chemicals. 
•  Methods used to determine the presence or release of hazardous 

 chemicals in the work area. 
•  How to reduce or prevent exposure to these hazardous chemicals 

 through use of control/work practices and personal protective equipment. 
•  Steps we have taken to reduce or prevent exposure to these 

 chemicals. 
•  Emergency procedures to follow if an employee is exposed to these 

 chemicals. 
After attending the training, employees will sign a form verifying that they 
understand the above topics and how the topics are related to the hazard 
communication plan. 

Informing employees who do special tasks 
Before employees perform special (non-routine) tasks that may expose them to 
hazardous chemicals, their supervisors will inform them about the chemicals’ 
hazards. Their supervisors also will inform them about how to control exposure 
and what to do in an emergency. 

 
Examples of special tasks that may expose employees to hazardous chemicals 

include the following: [include examples of special (non-routine) tasks]. 



Example: A written hazard communication plan, continued 
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Informing contractors employees about hazardous chemicals  

It is the responsibility of [name of person or job title] to provide contractors 
and their employees with the following information if they may be exposed 
to hazardous chemicals in our workplace: 

• The identity of the chemicals, how to review safety data sheets, and an 
explanation of the container and pipe labeling system. 

• Safe work practices to prevent exposure. 
This person will also obtain a safety data sheet for any hazardous chemical a 
contractor brings into the workplace. 

 
 
Other hazard communication resources 
 
The complete written Ball State University Hazard Communication Program is 
available from the Environmental Health and Safety Office, Ball State University,  
321 N. College Ave., Muncie IN 47306 (765-285-2807 or trhunt@bsu.edu).  A copy 
of the OSHA Hazard Communication Standard is available in that Program manual, 
as well as other information on labeling of containers and employee training.  The 
entire written program may be reviewed in its entirety by any employee upon 
request. 



 

 

 

 

 
 
 
 
 

New GHS Labeling System: Pictograms 
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