Muskogee Public Schools

HAZARD COMMUNICATION STANDARD PROGRAM

I NTRCDUCTI ON

Section 402(1) of the klahoma Statutes, Title 40 Section
401 et seq includes public schools as being obligated to foll ow
the Rules for Okl ahoma Hazard Conmuni cation Standard,
pronul gated by the Okl ahoma Commi ssioner of Labor. The program
described in this manual has been devel oped so that the Miskogee
Public Schools will be in conpliance.

Enpl oyers and enpl oyees have a right and need to know t he
properties and the potential safety and heal th hazards of
subst ances to which they nay be exposed. As an enpl oyer,
Muskogee Public Schools intends to provide and maintain
conditions of work which are reasonably safe and heal t hful for
enpl oyees. The Miuskogee Public Schools Hazard Comruni cati on
Standard Programis to assure that each enpl oyee receives the
information and training needed to work safely. It is a tool for
provi di ng comruni cation to personnel about hazards and how to
deal with them

l. GENERAL PROGRAM DESCRI PTI ON
A summary description of the programfollows. After the
sunmary, sone of the conponents will be described in
greater detail.

A. Managenent:
The Director of Miintenance & Facilities will be the
Hazard Conmmuni cati on Standard Program Manager. The
Saf ety Coordinator will work with Adm nistartor and
Directors to assure that training is occuring in each
departnent. If the Program Manager is not in the
Mai nt enance office ,the Program Director of Custodia
Support Services will be avail able for questions and
requests concerning the program

B. Participating Personnel:
Al'l enpl oyees shall participate in the program The
degree of involvenent and training wll vary based on
the |l evel of contact an enployee is likely to have
wi th physical or health hazards and other safety
risks.
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HAZARD COMMUNICATION STANDARD PROGRAM

| dentification of Hazardous Substances:
In conpliance with regul ations | abels shall be
applied to containers of hazardous substances.

Hazar dous Locati ons:

Locati ons where hazardous substances are used,
stored, or transported will be identified and marked
as required.

Trai ni ng and Commruni cati on:

An enpl oyee training and education programw || be
devel oped to provide information to enpl oyees about

t he hazardous substances in their work areas.

Conmruni cati on channels will be established to
transmt information to and from enpl oyees consi st ent
with the rights, and responsibilities enpl oyees have
about know edge of hazardous substances.

Fire Safety:

The fire safety regulations call for keeping the
Muskogee Fire Departnent informed of hazards. A
system for placards to nark areas for the Fire
Departnent is also a part of the program

Moni toring and Eval uati on:

A systemfor review ng the Hazards Comruni cati on
standard Program shall exist in the form of a
district safety commttee. The comm ttee shal
consi st of supervisors and who are in contact

w th hazards.

Recor ds:

The district shall maintain Material Safety Data
Sheets as defined in the regul ations and any
additional information relating to toxicity or

heal th hazards of these substances. Chemi cal
Information Lists shall be maintained as will records
of injury or illness of enployees. Record of training
shall al so be maintained as shall records regarding
program noni tori ng. An understandi ng of proper use

of the records required in this programis the basis
for understanding the programitself.
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Muskogee Public Schools

HAZARD COMMUNICATION STANDARD PROGRAM

| DENTI FI CATI ON_ OF HAZARDOUS SUBSTANCES

Definition:

To carry out the requirenents of the Rules it is
necessary to determ ne what itens are defined as
hazar dous under the Hazard Communi cati on Standard.
According to "Rul es For Ckl ahona Commruni cati on
Standard Inplenmenting Title 40, Sections 401 through
424, &l ahonma Statutes as Anmended"” the follow ng
definitions apply:

1.

Hazar dous Substances is any substance which is a
physi cal hazard or a health hazard.

Physi cal Hazard neans a chemical which is a
conpressed gas, explosive, flammable, an organic
per oxi de, an oxidi zer, pyrophoric, unstable
(reactive) or water reactive, and which is
contained in the "U S. Cccupational Safety and
Health Adm nistration's |ist of Hazardous
Materials, 29 CFR Part 1910 subpart H', and any
substance for which a Material Safety Data Sheet
has been provided by the manufacturer as a
hazardous material, or such substances deened by
t he Conmi ssi oner, based on docunented scientific
evi dence, that poses threat to the safety of an

enpl oyee.

Heal th Hazard means any chem cal or bi ol ogical
substance or agent which is listed in the "U S
Cccupational Safety and Health Adm nistrations
list of Toxic and Hazardous Substances, 29 CFR
Part 1910 subpart Z" and any ot her substance
including but not limted to chem cals which are
carci nogens, toxic or highly toxic agents, repro-
ductive toxins, irritants, corrosives, sensitizers,
hepat opi etic system and agents which danage the
| ungs, skin, eyes or nucous nenbranes, and any
substance for which a Material Safety Data Sheet
has been provided by the manufacturer as a
hazardous material, or such substances deened by
t he Conmm ssioner, based on scientific docunented
evi dence, that pose a threat to the health of an
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Muskogee Public Schools

HAZARD COMMUNICATION STANDARD PROGRAM

Most products used in the workplace are not
hazardous as defined by the Hazard Communi cati on
St andards. The regul ati ons do not apply to any
substances which are foods, drugs, or cosnetics
products intended for consunption by

enpl oyees or students while in the workpl ace.

They do not apply to any consuner products and food
stuffs packaged for distribution to, and intended
for use by the general public. Wen Purchasing
products for use in the District, attenpt wll be
made to purchase products that are not hazardous,

yet ones that can be used to carry out the desired
t ask.

Det erm nati on of Hazardous Substance:

1. Material Safety Data Sheets (IVSDS)
New purchases of itens that may be hazardous
will be so designated by the vendor through the
use of Material Data Sheets (MsDS). Al vendors
will be required to provide an MSDS i f
appropriate for any purchases made by the school.
The MsSDS wi Il define the hazard and give
instructions for its use. Additional information
about Material Safety Data Sheets will be given
in the section on records.

2. lnventory
At the tinme of the adoption of this program

there may be unidentified hazardous itens

|ocated in the District. An initial step in

this programis that an inventory of such

items shall be conpiled. The Program Manager

in coordination with each principal shal

oversee the inventory process. Forns to assi st

in conducting the inventory are included in the
appendi x. The Initial Survey Form Chenical Data
is to be conpleted by a worker or teacher on each
known or suspected hazardous substance in their
wor k area. (See Appendi x, Form #6001). A second
Initial Work Area Formis for consolidating

i nformation (See Appendi x, Form #6002). Conpl et ed
copies of these forns will be sent to the Program
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Muskogee Public Schools

HAZARD COMMUNICATION STANDARD PROGRAM

Manager at a tine designated by him The

i nventory should include the name of the

mat eri al, supplier, where and how used, quantity,
type of container, and where stored.

3. Unidentified substances that m ght be hazardous
If while inventorying for hazardous substances,
a question regarding whether sonmething is a
hazard, the material or information about it
w Il be brought to the attention of the Program
Manager .

By using the "Code of Federal Regulations Title
Title 29 Parts 1900 to 1910" and/or "Rul es For
Okl ahoma Hazard Communi cation Standard

| mpl ementation Title 40, Sections 401 through
424, Kl ahoma Statutes as anended" or other
sources the Program Manager shall determne if
a substance in question is hazardous.

The "Rul es of Okl ahoma Hazard Communi cati on
Standard" will be used in place of "CFR 29,
1910, 1200". Such identification shall be done
pronptly and the substance shall be treated as
as though it is hazardous until such tinme as it
is deened otherwise. If a substance is found to
be hazardous, an MSDS shall be secured or

evel oped.

4. Labeling
The Program Manager shall insure that each

cont ai ner of hazardous substances covered in
the "Rules for Oklahoma Hazard Conmuni cation
St andard” which is located in the workpl ace
shal |l be | abel ed, tagged or marked with the
identity of the hazardous chem cal s contained
and appropriate hazard warnings. Labels shall be
| egible, in English and prom nently displ ayed.
Required | abel i ng does not apply to substances
required by the Federal Insecticide, Fungicide,
and Rodentcide Act, 61 Stat. 163 (7 USC Section
121 et al.)
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HAZARD COMMUNICATION STANDARD PROGRAM

Manuf acturer's Label s:

Manuf acturers, inporters and distributors of
hazar dous substances are required by law to

| abel containers. Therefore virtually, al
purchased itenms will be | abeled on receipt

and normally further |abeling by the District
will not be necessary.|If a manufacturer's | abel
on a hazardous substance has been renoved, it is
not | egible, or unsatisfactory for sone other
reasons, it shall be put out of use until
properly | abeled by District personnel.

Stationary Contai ners:

Signs or placards in lieu of affixed |abels
may be used on individual stationary process
containers if they convey the information
required for |abels.

Pi pel i nes:

Pi pelines shall be | abeled at the val ves

| ocated at the point at which the substance
enters the workpl ace.

Tenporary or Portabl e Containers:

Nor mal | y hazardous substances will not be
transferred into tenpory portable containers

unl ess the substance is to be used i medi ately by
t he enpl oyee. In such instances, no labeling is
required. If a transfer is necessary and the
substance is not inmediately used, |abels nust be
af fi xed.

Renoval of Labels:

No enpl oyee shall renove or deface existing

| abel s on contai ners of hazardous substances

unl ess the containers are imedi ately marked with
the required information.

Recei pt of New Products:

It is an exception to the general practice if
any new purchase is not first received at the
Districts Central Warehouse. Exceptions are sone
activity fund purchases usually bought |ocally,
nost cafeteria purchases and |l ocally purchased
items to carry on maintenance. The principals in
the case of activity funds, the cafeteria

area of maintenance have the responsibility for
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HAZARD COMMUNICATION STANDARD PROGRAM

seei ng that any purchases of hazardous substances
for these areas that they approve and that are
not received at the District Central Warehouse
are treated in ways that conply with the

requi renents of this program MSDS need to be
sent to Attn: Training and Safety Coordi nator,
Central Warehouse . New purchases received at the
District Central Warehouse will be checked at
delivery to see if they are hazardous as defi ned
in this program If a purchase is hazardous, it
will be checked to be sure it is properly

| abel ed and steps will be taken to see if

it is handled as a hazardous substance. A
recei pt log for hazardous substances shall be
mai nt ai ned by the Training and Safety

Coordi nator assigned to assist the Program
Manager. At the tinme of receipt the Training

and Safety Coordinator will also check to be
sure a Material Safety Data Sheet (MSDS) has
been received or made.

g. Trade Secrets:
| f a vendor has a substance protected because
of Trade Secrets clains, labeling wll be by
the supplied trade secret registry nunber

| 1. Hazardous Locati ons

A. Storage:

1. Storage of Hazardous Substances Used in Operations
and Mi nt enance:

Unl ess an extrene inconveni ence is caused, hazardous
substances shall be stored in the District Centra
Warehouse. |If it is necessary to store hazardous
substances in a school, principals in coordination
with the Director of Plant QOperations, shal
designate area(s) for storage of hazardous bstances
on their canmpuses. The fewer storage places the
better, but convenience of access to workers, shal
be a consideration. The storage room closet, or
cabinet will be | ocked except when materials are
bei ng taken or returned.
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HAZARD COMMUNICATION STANDARD PROGRAM

Storage areas in a school or other District buildings
shal | have sufficient ventilation for any substance
contai ned therein not to become dangerous.
Tenperature shall be controlled to prevent any stored
itemfrom becom ng hazardous. Fire extinguishers
shoul d be positioned nearby and be readily
construction secured to a wall and on a shelf bel ow
eye | evel. Enployees shall not store chem cals on the
floor unless the itemis too |arge for shelf storage.
Areas are to be kept clean and neatly arranged for
easy accessibility and fire safety. Chem cals which
react violently with each other should not be stored
in close proximty. Acids should be in a cabinet for
aci ds. Severe poisons should be in a cabinet for

poi sons and flammabl es in a cabinet for flamuables.
Storage areas shall be marked "Aut horized Personnel
Onl y"

Questions about storage m ght be resol ved by check-
I ng "School Science Laboratories A Guide To Sone
Hazar dous Substances” which is contained in the
appendi x of this manual. If that is not sufficient,
check with the Program Manager who wi Il answer or
find the answer to any question. Although it is not
mandat ory, the conbination of the J. F. Baker and
Flinn Scientific storage schenes is suggested as a
means of elimnating chem cal inconpatibilities in
a storage area.

St orage of Hazardous Substances in the Instructiona
Program

Some classroominstruction incorporates the use of
hazar dous substances. Science, agriculture,

industrial arts, art, photography, and possibly homne
econom cs are exanples. Wen instructional objectives
can be fully achieved wi thout utilizing hazardous
subst ances, teachers should not use these

subst ances.

St orage of hazardous substances for instruction wll
vary somewhat by school |evel and subject since the
quantity and type of hazardous substances differ by
school |evel and subject. Hazardous substances at
the el enentary school and m ddl e school levels wll
be stored follow ng the guidelines established in
the preceding section for operations and nai ntenance.
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Both may foll ow the nore el aborate plan which foll ows
and is prescribed for the high school.

Because of its specialized curriculum and because it
has a special science storage area, Miskogee Hi gh
School is to utilize "School Science Laboratories A
Qui de To Sone Hazardous Substances” which is

system conbi nes the col or codi ng schene devel oped
by the J.F. Baker Chem cal Conpany and the Flynn
Scientific Storage Schene.

Assum ng that outside the science field, with
t he possi bl e exception of Vocational Agriculture,
the quantity of hazardous substance is | ow

hazar dous substance for all instructional areas

wll be stored in the science storeroom Vocati onal
Agricul ture may devel op storage in the Vo-Ag Shop
but if it chooses to the teacher will follow "School

Sci ence Laboratories A Guide To Sone Hazar dous
Subst ances" .

Di sposal of Hazardous Substances:

Hazar dous substances, which shoul d be di sposed of
because of age, |ack of need, danger or whatever
reason shall be disposed of in accordance with
requi renents of state and federal |aws and

regul ations. Enpty containers shall be handl ed as
required (NOTE: at this tinme we have not found such
regul ations and this section will be added to once
we | earn the process).

| V. TRAI NI NG AND _COVMUNI CATI ON

A

Trai ni ng:

1. Content:

The Trai ning and Safety Coordi nator shall plan and

npl ement an enpl oyee trai ning and educati on program
designed to communicate information to enpl oyee(s)
about hazardous substances to which they are

exposed. This training and education shall be provided
at | east annually.
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It shall include but not be limted to : the nature
of the hazards; appropriate work practices; protective
measures; and emergency procedures. Such information
shall not be inconsistent with that contained in the

MSDS whi ch shall be used as a basis for the training
and education program

Addi tional instruction shall be provi ded whenever the
enpl oyees nmay be routinely exposed to additional

hazar dous substances, substances which require speci al
precautions or whenever the enployee's potential for
exposure is increased due to changes in work
practices or through introduction of new toxic and
hazar dous substances or equi pnent.

2. New Hres or Transfers:
When a position is filled at a tinme when annual
group instruction about hazards will not occur
within thirty days of the first day of work,
i ndi vidual instruction nust be given. The program
Director and/or the enpl oyee's supervisor, usually
principal, shall provide the training. The worker
shall be given a copy of this programw th a brief
expl anation of how he is to becone informed. The
enpl oyee will be assigned to read and study the
manual whi ch contains the program descri ption.

3. Annual Training:
Group sessions shall be held annually for
cust odi ans, mai ntenance and cafeteria personnel,
normal Iy in August before school begins. Instruct-
ion may be provided to all personnel of these
groups collectively or in separate training
sessions. The anmount and topics may vary based on
t he needs of the personnel being taught.

4. Document ati on:

Docunentation of all training shall be kept on file.
The nanes, date and topics shall be on file.
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5. Service Contractors:
The district may require that service contractors
whose work materials pose a health hazard to
di strict enployees be responsible for informng
and training school enployees appropriately. If
contractors will have their enployees work in the
school district where contact wth hazardous
subst ances may occur, the contractor is to be
notified and given information about the
subst ances.

B. Conmuni cations, Rights and Responsibilities:

Publ i c enpl oyees have a right and need to know t he
properties and potential safety and health hazards
of substances to which they may be exposed.

1. Enpl oyer Comruni cati ons Exposure to Enpl oyee: |If
it is discovered that an enpl oyee has received a
potentially hazardous exposure to any substance or
agent covered under the "Rules For Kl ahoma Hazard
Conmruni cati on Standard", the enpl oyee shal

i mredi ately be notified and steps will be taken to
provi de nedi cal eval uation, nonitoring or treatnent.

2. Enployee to Tell Supervisor of Exposure: An

enpl oyee upon receiving potentially hazardous
exposure in the workplace to any substance or agent
covered under the "Rules for Oklahoma Hazard

Commruni cations Standard" shall imrediately notify the
enpl oyer of such exposure.

3. Enpl oyee Access to Records: Upon request by an

af fected enpl oyee or enpl oyee representative, access
shal |l be given to copies of the CIL, or MSDS in a
reasonable time all district MSDS sheets are on file
on district safety site.
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4. Enployee's Right To Refuse To Wirk Wth Hazar dous
Substance: If any enpl oyee requests access or copies
of information about hazardous substances and has not
received the information within the specified tineg,

t he enpl oyee may refuse to work with the substances
or at the location for which the request was nade.
No punitive action can be taken for such a refusal.

| f enpl oyees have been provided with appropriate

i nformati on and advi sed as to precautionary
procedures, the enployees may not refuse to perform
their jobs.

5. Enployee's To Foll ow Precautions: Enpl oyees
wor ki ng in areas where exposure to hazardous
substance(s) exist(s) shall be required to perform
their jobs in accordance with precautions

communi cated to them by supervisors or in training
progranms. Appropriate disciplinary action may be

t aken when enpl oyees do not conply with the
precautionary neasures or if enployees have been
provided with appropriate information and they
refuse to do their jobs.

6. Enpl oyee Information Centers: The main
information center will be posted on the Miskogee
Public Schools safety web site. Al pertinent
information will be available to all parents and
teachers at all tines.

7. Program Information Availability to Regul ating
Agenci es: This program and/or information relating
toit is to be nmade available to officials of the
State Departnent of Labor, OSHA officials or State
Depart ment of Education officials if these agencies
are provided access by |l aw or regul ation.
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