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I. INTRODUCTION

Chemicals have become an important element 
of almost every aspect of modern life. All 
of these chemicals—from cleaning fluids to 
pharmaceuticals, pesticides, and paints—are 
produced in workplaces, and may be used in 
workplaces downstream. While these chemicals 
have utility and benefits in their applications, they 
also have the potential to cause adverse effects. 
These adverse effects include both health hazards 
(such as carcinogenicity and sensitization), and 
physical hazards (for example, flammability and 
reactivity properties). In order to protect workers 
from these effects—and to reduce the occurrence 
of chemical source illnesses and injuries—
employers need information about the hazards of 
the chemicals they use, as well as recommended 
protective measures. Workers have both a right 
and a need to know this information too, especially 
so that they can take steps to protect themselves 
when necessary.

No one knows exactly how many chemicals may be 
present in American workplaces. The total number 
of chemical substances that have been developed 
and registered in the Chemical Abstracts Service 
Registry reached 60 million in 2011—the last 10 
million of those were added in less than two years. 
Many of them involve innovations such as the 
application of nanotechnology.

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=10099
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The revised Hazard Communication Standard is 
expected to build on the success of the original 
Hazard Communication Standard and prevent an 
estimated additional 585 injuries and illnesses and 
43 fatalities annually. It will reduce trade barriers and 
result in estimated annualized benefits in productivity 
improvements for American businesses that regularly 
handle, store and use hazardous chemicals, as well as 
cost savings for American businesses when revising 
safety data sheets and labels for chemicals covered 
under the standard.

In 2012, the HCS was modified to align its provisions 



Hazard Communication: Small Entity Compliance Guide for Employers That Use Hazardous Chemicals 3





Hazard Communication: Small Entity Compliance Guide for Employers That Use Hazardous Chemicals 5

HazCom 2012 refers to each of the defined hazards 
as a “hazard class.”  Most of these hazard classes 
are subsequently divided into one or more 
“hazard category(ies).”  This classification is 
done by the chemical manufacturer or importer, 
and is based on the severity of the effect, and 
the type of data available to indicate each effect. 
This is important to employers because it leads 
directly to the information that is subsequently 
provided on labels and SDSs for the chemical. For 
example, there are four categories in the hazard 
class for flammable liquids. These categories 
are based primarily on flashpoints, so the lower 
the flashpoint, the more severe the effect. The 
warnings provided on labels will reflect this 
severity in different statements depending on 
which category the chemical falls into based on 
its flashpoint. The category itself does not appear 
on the label, but it is available on the SDS for the 
employer’s reference. As an example of hazard 
categories under HazCom 2012, the following is 
the criteria for categorizing chemicals classified as 
flammable liquids:

Criteria for Flammable Liquids

Category Criteria

1 Flash point < 23°C (73.4°F) and initial 
boiling point ≤ 35°C (95°F)

2 Flash point < 23°C (73.4°F) and initial 
boiling point > 35°C (95°F)

3 Flash point ≥ 23°C (73.4°F) and  
≤ 60°C (140°F)

4
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II.  STEPS TO AN EFFECTIVE 
HAZARD COMMUNICATION 
PROGRAM

All workplaces where workers are exposed to 
hazardous chemicals must have a written hazard 
communication program that describes how the 
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1.   Learn the  
Standard/Identify 
Responsible Staff

•	 Obtain a copy of OSHA’s Hazard Communication Standard.

•	 Become familiar with its provisions.

•	 Make sure that someone has primary responsibility for 
coordinating implementation.

•	 Identify staff for particular activities (e.g., training).

You are already on your way to accomplishing 
Step 1 by reading this guide. It is always best 

http://www.osha.gov/dsg/hazcom/index.html
http://www.osha.gov/dsg/hazcom/HCSFinalRegTxt.html
http://www.osha.gov/dsg/hazcom/HCSFinalRegTxt.html
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for on-the-job training sessions. Early identification 
of the responsible workers, and their involvement in 
the development of your plan of action, will result in 
a more effective program design. 

In order to ensure you have an effective 
program and address all of the necessary 
components, responsibility for implementation 
of hazard communication should be assigned 
to someone to coordinate. While different 
people may be responsible for certain parts 
of implementation, there should nevertheless 

be someone who has overall responsibility. 
Approaching compliance consistently, and 
comprehensively, is the key to success.

The person responsible for the overall coordination 
may not be the best person to accomplish all 
of the elements. For example, training workers 
may require different expertise than coordinating 
compliance. The standard allows employers the 
flexibility to do what is best in their own facilities as 
long as compliance with all elements is achieved.
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2.   Prepare and 
Implement a 
Written Hazard 
Communication 
Program

•	 Prepare a written plan to indicate how hazard 
communication will be addressed in your facility.

•	 Prepare a list or inventory of all hazardous chemicals in 
the workplace.

Paragraph (e), Written Hazard Communication 
Program, requires employers to prepare and 
implement a written hazard communication 
program. This does not need to be lengthy or 
complicated. The main intent of the requirement is 
to help ensure that compliance with the standard 
is done in a systematic way and that all elements 
are coordinated. Thus, the program must describe 
how the employer will address the requirements 
of paragraphs (f) Labels and Other Forms of 
Warning; (g) Safety Data Sheets; and (h) Employee 
Information and Training, in the workplace. A 
sample written program is provided in Appendix A 
of this guide.

In addition, the written program must include the 
following items:

 ■ Paragraph (e)(1): A list of the hazardous 
chemicals known to be present in the 
workplace.  The list may be kept using any 
product identifier from the SDS. Thus, the list 
may be kept by product name, common name, 
or chemical name. The important aspect of 
this requirement is that the term used on the 
list must also be available on both the SDS 
and the label so that these documents can be 
cross-referenced. The list can be compiled in 
whatever way the employer finds most useful 
and applicable to the workplace. A list of all 
hazardous chemicals in the entire workplace 
may be most suitable for very small facilities, 
where there are few work areas and all 
workers are potentially exposed to essentially 
the same products. For larger workplaces, it 
may be more convenient to compile lists of 
hazardous chemicals by work area and have 
them assembled together as the overall list for 
the workplace. 

The list is an inventory of chemicals for which 
the employer must ensure that there is an 
SDS available. Compiling the list also helps 
employers keep track of the chemicals present, 
and to identify chemicals that are no longer 
being used, and thus could be removed from 
the workplace. Removing such chemicals may 
also reduce potential adverse effects that could 
occur in the workplace.

The best way to prepare a comprehensive list 
may be to survey the workplace. Purchasing 
records may also help and employers should 
establish procedures to ensure that purchasing 
procedures result in receiving SDSs before 
a material is used in the workplace. Prior to 
purchasing chemicals, review the hazards of 
the chemicals and evaluate if less hazardous 
chemicals can be used instead.

“Product identifier” means the name or number 
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In summary, if you are not a new employer, 
you should already have a written hazard 
communication program for your workplace. 
Review your written program to ensure that it is 
consistent with the HazCom 2012 requirements. 
It may need to be updated; for example, you may 
have to add or delete chemicals from the list in 
the program, or change your description of the 
approach to workplace labeling.

If your workers’ job assignment requires travel 
between various geographical locations, you 
may keep the written program at the primary 
work location. 

Many trade associations and other professional 
groups have provided sample programs and 
other assistance materials to employers. These 
have been very helpful to many employers since 
they tend to be tailored to the particular industry 
involved. You may wish to investigate whether 

your industry trade groups have developed such 
materials. Additionally, a sample written hazard 
communication program is included in Appendix A 
to this guide.

Although such general guidance may be helpful, 
you must remember that the written program has 
to reflect what you are doing in your workplace. 
Therefore, if you use a generic program it must 
be adapted to address the facility that it actually 
covers. For example, the written plan must list 
the chemicals present at the site, indicate who is 
to be responsible for the various aspects of the 
program in your facility, and indicate where written 
materials will be made available to workers.

If OSHA inspects your workplace, the OSHA 
Compliance Safety and Health Officer (CSHO) will 
ask to see your written plan. 
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3.   Ensure Containers 
are Labeled

•	 Keep labels on shipped containers.

•	 Label workplace containers where required.

Labels are the first part (paragraph (f) Labels and 
Other Forms of Warning) of the three-part approach 
to communicating information downstream 
mentioned earlier. A label must be on the 
immediate container of every hazardous chemical. 
The label is an immediate type of warning since 
it is present in the work area, right on the actual 
container of a hazardous chemical. It is a snapshot 



http://www.dot.gov
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Figure 4: Examples of Transport Pictograms





https://www.osha.gov/Publications/OSHA3492QuickCardLabel.pdf
https://www.osha.gov/Publications/OSHA3491QuickCardPictogram.pdf




http://www.osha.gov/Publications/HazComm_QuickCard_SafetyData.html
http://www.osha.gov/dsg/hazcom
http://www.osha.gov/dsg/hazcom




Hazard Communication: Small Entity Compliance Guide for Employers That Use Hazardous Chemicals 23

Heading Subheading

4.   First-aid 
measures 

(a) Description of necessary measures, subdivided according to the different routes of 
exposure, i.e., inhalation, skin and eye contact, and ingestion;

(b) Most important symptoms/effects, acute and delayed;

(c) Indication of immediate medical attention and special treatment needed, if necessary.

5.   Firefighting 
measures 

(a) Suitable (and unsuitable) extinguishing media;

(b) Specific hazards arising from the chemical (e.g., nature of any hazardous combustion 
products);

(c) Special protective equipment and precautions for firefighters.

6.   Accidental 
release measures

(a) Personal precautions, protective equipment, and emergency procedures;

(b) Methods and materials for containment and cleaning up.

7.   Handling and 
storage 

(a) Precautions for safe handling;

(b) Conditions for safe storage, including any incompatibilities.

8.   Exposure 
controls/
personal 
protection

(a)  OSHA permissible exposure limit (PEL), American Conference of Governmental Industrial 
Hygienists (ACGIH) Threshold Limit Value (TLV), and any other exposure limit used or 
recommended by the chemical manufacturer, importer, or employer preparing the safety 
data sheet, where available;

(b) Appropriate engineering controls;

(c) Individual protection measures, such as personal protective equipment.

9.   Physical and 
chemical 
properties

(a) Appearance (physical state, color, etc.);

(b) Odor;

(c) Odor threshold;

(d) pH;

(e) Melting point/freezing point;

(f) Initial boiling point and boiling range;

(g) Flash point;

(h) Evaporation rate;

(i) Flammability (solid, gas);

(j) Upper/lower flammability or explosive limits;

(k) Vapor pressure;

(l) Vapor density;

(m) Relative density;

(n) Solubility(ies);

(o) Partition coefficient: n-octanol/water;

(p) Auto-ignition temperature;

(q) Decomposition temperature;

(r) Viscosity.
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Heading Subheading

10.   Stability and 
reactivity

(a) Reactivity;

(b) Chemical stability;

(c) Possibility of hazardous reactions; 

(d) Conditions to avoid (e.g., static discharge, shock, or vibration);

(e) Incompatible materials;

(f) Hazardous decomposition products.

11.   Toxicological 
information

Description of the various toxicological (health) effects and the available data used to identify 
those effects, including:

(a) Information on the likely routes of exposure (inhalation, ingestion, skin and eye contact);

(b) Symptoms related to the physical, chemical and toxicological characteristics; 

(c) Delayed and immediate effects and also chronic effects from short- and long-term exposure; 

(d) Numerical measures of toxicity (such as acute toxicity estimates);

(e) Whether the hazardous chemical is listed in the National Toxicology Program (NTP) Report on 
Carcinogens (latest edition) or has been found to be a potential carcinogen in the International 
Agency for Research on Cancer (IARC) Monographs (latest edition), or by OSHA.

12.   Ecological 
information  
(Non-
mandatory)

(a) Ecotoxicity (aquatic and terrestrial, where available);

(b) Persistence and degradability;

(c) Bioaccumulative potential;

(d) Mobility in soil;

(e) Other adverse effects (such as hazardous to the ozone layer).

13.   Disposal 
considerations 
(Non-
mandatory)

Description of waste residues and information on their safe handling and methods of disposal, 
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5.   Inform and Train 
Employees

•	 Train employees on the hazardous chemicals in their 
work area before initial assignment, and when new hazards 
are introduced.

•	 Include the requirements of the standard, hazards of 
chemicals, appropriate protective measures, and where and 
how to obtain additional information.

The third part of the hazard communication approach 
in HazCom 2012 is employee information and training 
(paragraph (h) Employee Information and Training). 
The key requirement is in paragraph (h)(1):

(h)(1) Employers shall provide employees with 
effective information and training on hazardous 
chemicals in their work area at the time of their 
initial assignment, and whenever a new chemical 
hazard 
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exposure to hazardous chemicals, such 
as appropriate work practices, emergency 
procedures, and personal protective equipment 
to be used; and,

 ■ The details of the hazard communication 
program developed by the employer, including 
an explanation of the labels received on 
shipped containers and the workplace labeling 
system used by their employer; the SDS, 
including the format of the SDS (where each 
type of information is located) and how 
employees can obtain and use the appropriate 
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The standard does not require employers to 
maintain records of employee training, but many 
employers choose to do so. This may help you 
monitor your own program to ensure that all 
workers are appropriately trained. Keeping records 
that document who was trained, when the training 
was conducted, and what was covered is also 
helpful to document compliance with OSHA’s 
training requirement in case of an inspection. The 
standard does not require retraining on a regular 
schedule, it simply requires retraining if there is 
a new chemical hazard introduced into the work 
area. If your initial training program includes all 
potential hazards covered by HazCom 2012, there 
is no retraining required. However, it is good 
business practice to repeat and reinforce what is 
learned in training to make sure that workers retain 
the hazard information. 

If you already have a hazard communication 
training program, you may simply have to update 
it to comply with HazCom 2012. In particular, by 
December 1, 2013, you will need to train your 
employees about the new label and SDS formats 
they will be seeing in their work areas. Additional 
hazard training is not required if you have already 
trained under the existing hazard communication 
requirements. However, after you receive all of 
the new labels and SDSs, and have updated your 
hazard communication program, you may find that 

there is a type of hazard on which employees have 
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6.   Evaluate and 
Reassess Your 
Program

•	 Review your hazard communication program periodically to 
make sure that it is still working and meeting its objectives.

•	 Revise your program as appropriate to address changed 
conditions in the workplace (e.g., new chemicals, new 
hazards, etc.).

Because your hazard communication program 
must remain up to date, it will be necessary to 
periodically evaluate and reassess your program.

The information in your written program must be 
accurate. The list of hazardous chemicals required 
to be maintained as part of the written program 
will serve as an inventory. As new chemicals are 
purchased, the list must be updated. Revisions to 
the inventory of chemicals should be made when 
you eliminate chemicals in the workplace, or when 
you bring in a new chemical. The inventory also 
can be used to ensure that you have SDSs for all 
chemicals in the workplace, and such revisions 
are key to ensuring that is achieved. In addition, 
designation of people to handle different parts of 
the program should also be current and accurate. 
Many companies have found it convenient to 
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APPENDIX A:  
SAMPLE WRITTEN HAZARD 
COMMUNICATION PROGRAM







http://www.osha.gov/Publications/osha2254.pdf
www.osha.gov/dsg/hazcom/ghsquickcards.html
www.osha.gov/dsg/hazcom/ghsquickcards.html
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Training Step Factors to Consider

Identifying 
goals and 
objectives
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Training Step Factors to Consider

Conducting the 
training

Preparation:  In order to train workers under the Hazard Communication Standard, the trainer 
must be familiar with:  

•	 the requirements of the standard that apply to the workplace; 

•	 the hazardous chemicals in the workplace to which workers are potentially exposed, as well 
as the types of hazards they pose; 

•	 the hazard communication program implemented in the workplace; and 

•	 the protective measures being employed in the workplace to prevent adverse effects from 
occurring.

In addition to being thoroughly familiar with the material to be covered in the training, the 
trainer must be aware of the facilities available for the training, including the physical location, 
the type of equipment  (e.g., a PowerPoint projector, computer), and plan the training session 
accordingly based on the conditions. 

Presenting the training:  The purpose of the training is to convey information that is important 
to the student, and will achieve a safer workplace. Care should be taken to ensure that the 
facilities are conducive to a successful training session, and that the presentation is done in 
a way that motivates learning and a positive outcome. Worker participation helps to ensure 
that the learning objectives are accomplished. This can be done through hands-on examples, 
discussions, and other active means of conveying the required information.

Evaluating 
program 
effectiveness

Consideration should be given to including some sort of evaluation tool in the training to obtain 
feedback from the workers on the presentation, what formats might work better, and what they 
learned. This could be in the form of a sheet to be filled out by workers after the training. In 
evaluating the effectiveness of the program, you should observe how the training has changed 
worker behavior. For example, if workers have better compliance with use of protective measures 
(such as wearing gloves when appropriate), this could factor into the evaluation of the program.

Improving the 
training

The trainers should use their own impressions as well as feedback from the students to improve 
the training before it is presented again. If workers are not interested in the training as it is 
conducted, do not appear motivated, and do not exhibit an increased knowledge of hazards and 
the use of protective practices, it may be necessary to review and revise the training to achieve 
a better outcome.

Following these seven steps should enable you 
to design and implement an effective hazard 
communication training program. A safer workplace 

benefits the employer as well as the worker, and 
their shared interest in this goal should help to 
achieve effective hazard communication training.



www.osha.gov/workers.html
www.osha.gov/dsg/topics/safetyhealth
https://www.osha.gov/dcsp/compliance_assistance/cas.html
https://www.osha.gov/dcsp/compliance_assistance/cas.html


Hazard Communication: Small Entity Compliance Guide for Employers That Use Hazardous Chemicals 37

Free On-site Safety and Health 
Consultation Services for Small Business

OSHA’s On-site Consultation Program offers free 
and confidential advice to small and medium-sized 
businesses in all states across the country, with 
priority given to high-hazard worksites. Each year, 
responding to requests from small employers 
looking to create or improve their safety and 
health management programs, OSHA’s On-site 
Consultation Program conducts over 29,000 visits 
to small business worksites covering over 1.5 
million workers across the nation.

On-site consultation services are separate from 
enforcement and do not result in penalties or 
citations. Consultants from state agencies or 
universities work with employers to identify 
workplace hazards, provide advice on compliance 
with OSHA standards, and assist in establishing 
safety and health management programs.

For more information, to find the local On-site 
Consultation office in your state, or to request a 
brochure on Consultation Services, visit www.osha.
gov/consultation, or call 1-800-321-OSHA [6742].

Under the consultation program, certain exemplary 
employers may request participation in OSHA’s 
Safety and Health Achievement Recognition 
Program (SHARP). Eligibility for participation 
includes, but is not limited to, receiving a full-
service, comprehensive consultation visit, 
correcting all identified hazards and developing an 
effective safety and health management program. 
Worksites that receive SHARP recognition are 
exempt from programmed inspections during the 
period that the SHARP certification is valid.

www.osha.gov/consultation
www.osha.gov/consultation
www.osha.gov/dcsp/compliance_assistance/index_programs.html
www.osha.gov/dcsp/compliance_assistance/index_programs.html
http://www.osha.gov


http://www.osha.gov
http://www.osha.gov
http://www.osha.gov
www.cdc.gov/niosh/hhe/request.html
www.cdc.gov/niosh/hhe/request.html
mailto:HHERequestHelp@cdc.gov
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OSHA REGIONAL OFFICES

Region I
Boston Regional Office
(CT*, ME, MA, NH, RI, VT*)                        
JFK Federal Building, Room E340
Boston, MA 02203
(617) 565-9860  (617) 565-9827 Fax 

Region II
New York Regional Office
(NJ*, NY*, PR*, VI*) 
201 Varick Street, Room 670
New York, NY 10014
(212) 337-2378  (212) 337-2371 Fax

Region III
Philadelphia Regional Office
(DE, DC, MD*, PA, VA*, WV)
The Curtis Center
170 S. Independence Mall West
Suite 740 West
Philadelphia, PA 19106-3309
(215) 861-4900  (215) 861-4904 Fax

Region IV 
Atlanta Regional Office
(AL, FL, GA, KY*, MS, NC*, SC*, TN*)
61 Forsyth Street, SW, Room 6T50
Atlanta, GA 30303
(678) 237-0400  (678) 237-0447 Fax
  
Region V
Chicago Regional Office
(IL*, IN*, MI*, MN*, OH, WI)
230 South Dearborn Street 
Room 3244
Chicago, IL 60604
(312) 353-2220  (312) 353-7774 Fax

Region VI
Dallas Regional Office
(AR, LA, NM*, OK, TX)
525 Griffin Street, Room 602
Dallas, TX 75202
(972) 850-4145  (972) 850-4149 Fax
(972) 850-4150 FSO Fax

Region VII
Kansas City Regional Office
(IA*, KS, MO, NE)
Two Pershing Square Building
2300 Main Street, Suite 1010
Kansas City, MO 64108-2416
(816) 283-8745  (816) 283-0547 Fax

Region VIII
Denver Regional Office
(CO, MT, ND, SD, UT*, WY*)
Cesar Chavez Memorial Building
1244 Speer Boulevard, Suite 551
Denver, CO 80204
(720) 264-6550  (720) 264-6585 Fax

Region IX 
San Francisco Regional Office
(AZ*, CA*, HI*, NV*, and American Samoa, 
Guam and the Northern Mariana Islands)
90 7th Street, Suite 18100
San Francisco, CA 94103
(415) 625-2547  (415) 625-2534 Fax

Region X
Seattle Regional Office
(AK*, ID, OR*, WA*)
300 Fifth Avenue, Suite 1280
Seattle, WA 98104
(206) 757-6700  (206) 757-6705 Fax

* These states and territories operate their own 
OSHA-approved job safety and health plans and 
cover state and local government employees as 
well as private sector employees. The Connecticut, 
Illinois, New Jersey, New York and Virgin Islands 
programs cover public employees only. (Private 
sector workers in these states are covered by 
Federal OSHA). States with approved programs 
must have standards that are identical to, or at 
least as effective as, the Federal OSHA standards.

Note: To get contact information for OSHA area 
offices, OSHA-approved state plans and OSHA 
consultation projects, please visit us online at  
www.osha.gov or call us at 1-800-321-OSHA (6742).

www.osha.gov


www.osha.gov
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