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Hazard Communication 
Program 
This document provides the minimum requirements for developing, 
implementing, and maintaining Lansing Community College’s Hazard 
Communications program. Specifically, it details the safety control measures the 
college has implemented to protect employees, students, visitors, vendors, and 
contractors. Lansing Community College’s Hazard Communication Program 
conforms to MIOSHA General Industry Safety And Health Standard Part 92 & 
430: Hazard Communication and Lansing Community College Board of Trustees 
Policy 6.090. 

 
 

Occupational and Environmental Safety Department, Administrative Services Division 

REVISION DATE:   12/2/2024  



2 | P a g e  
 

Table of Contents 
Change Log .................................................................................................................................................... 3 

1.0 Introduction ...................................................................................................................................... 4 

2.0 Definitions ......................................................................................................................................... 4 

3.0 Responsibility .................................................................................................................................... 4 

3.1 Occupational and Environmental Safety (OES) Department ........................................................ 4 

3.2 Executive Leadership Team (ELT) Member ................................................................................... 4 

3.3 Supervisors .................................................................................................................................... 5 

3.4 Faculty ........................................................................................................................................... 5 

3.5 Employees ..................................................................................................................................... 5 

3.6 Students ........................................................................................................................................ 6 

3.7 Vendors and Contractors .............................................................................................................. 6 

3.8 Temporary Agency Employees ...................................................................................................... 6 

4.0 Chemical Inventory ........................................................................................................................... 7 

5.0 Safety Data Sheets (SDS) ................................................................................................................... 7 

6.0 Hazardous Chemical Evaluation ........................................................................................................ 7 

7.0 Labeling ............................................................................................................................................. 7 

8.0 Training ............................................................................................................................................. 8 

9.0 Non-Routine Tasks ............................................................................................................................ 9 

10.0 Employee-owned Chemicals ............................................................................................................. 9 

11.0 Recordkeeping .................................................................................................................................. 9 

Appendix A: ................................................................................................................................................. 11 

Chemical Inventory Example .................................................................................................................. 11 

Appendix B: ................................................................................................................................................. 12 

MIOSHA SDS Locator Poster – ................................................................................................................ 12 

New or Revised SDS Poster – .................................................................................................................. 13 

Appendix C: ................................................................................................................................................. 14 

Sample GHS (Globally Harmonized System) Label .................................................................................. 14 

Pictogram Labels ..................................................................................................................................... 15 

Appendix D: ................................................................................................................................................. 16 

Examples of secondary container labels ................................................................................................. 16 

Appendix E: ................................................................................................................................................. 17 

Hazard Communication Program Annual Review ................................................................................... 17 



3 | P a g e  
 

Change Log 
 

Change 
Number 

Description of Change 
Date of 
Change 

Changes Made By 

    

    

    

    

    

    

    

    

    

    

    

  



4 | P a g e  
 

1.0 Introduction 
Lansing Community College (LCC) is required to comply with the Michigan Occupational Safety and 
Health Administration (MIOSHA) Hazard Communication Standard for areas that expose or have the 
potential to expose members of the LCC Community to hazardous chemicals. All divisions, departments, 
and programs that use hazardous chemicals must comply with this program. 

In accordance with the MIOSHA Hazard Communication Standard, the college has established LCC’s 
Written Hazard Communication Program.  

For assistance in implementing the LCC Hazard Communication Program, please review the LCC GUIDE - 
Implementation of a Hazcom Program for further information. 

2.0 Definitions 
• Contractors: Hired external workers. 
• Employees: Company staff members (full-time, part-time, student employees, faculty 

members). 
• LCC Community: Employees, students, visitors, vendors, and contractors. 
• Supervisor: Manager of employees. 
• Temporary Agency Employees: Workers from staffing agencies. 
• Vendors: Product or service providers. 
• Visitors: Non-staff guests. 

3.0 Responsibility 
Below are the roles and responsibilities of supervisors, employees, faculty, students, contractors, and 
vendors. For additional information, refer to Sections 4.0 - 11.0. 

3.1 Occupational and Environmental Safety (OES) Department 
Responsible for: 

• Developing and providing administrative oversight of LCC’s Written Hazard Communication 
Program.  

• Providing subject matter expertise and technical resources to Executive Leadership Team (ELT) 
members and supervisors. 

• Acting as a liaison with local, state, and federal regulatory agencies. 

3.2 Executive Leadership Team (ELT) Member  
Responsible for: 

• Implementing and sustaining LCC’s Written Hazard Communication Program. 
• Ensuring supervisors have the authority to act to protect the safety of the LCC Community as 

assigned within their divisions, departments, or programs.  
• Providing adequate financial resources and personnel to maintain safe work environments and 

instructional spaces.  
• Acting when the LCC Community is not complying with LCC’s Written Hazard Communication 

Program. 
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3.3 Supervisors 
Responsible for: 

• Representing their division, department, or program in maintaining a safe and healthy learning 
and working environment for the affected LCC Community. 

• Implementing the Right to Know and Hazard Communication Program at the division, 
department, or program level that includes: 

o Inform the affected LCC Community if a contractor will be performing work involving 
hazardous chemicals. 

• Ensuring a chemical inventory is created and maintained. 
• Ensuring an SDS catalog is created and maintained. 
• Ensuring that all received or shipped hazardous chemicals are labeled according to this 

program. 
• Ensuring all secondary containers that are used are labeled with the proper product identifier 

and information regarding the chemical's physical and health hazards. 
• Determining the contents of unlabeled containers and properly labeling the container. 
• Ensuring employees are assigned the appropriate LMS training and creating and documenting 

site-specific employee training. 
• Ensuring programs that have hazardous chemicals have a method for ensuring students are 

properly trained. 
• Identifying and implementing corrective/preventive actions. 
• Ensuring controlled contractors and vendors comply with this program's requirements by 

notifying the contractor if their employees may be exposed to LCC’s chemical hazards and 
following section 3.7. 

• Following the employee role as well as their primary supervisor role. 

3.4 Faculty 
Responsible for: 

• Ensuring the instructional spaces are safe and free of recognized hazards. 
• Consistently practice safety procedures.   
• Following the employee role as well as their primary faculty role with responsibility to students.   
• Ensuring students understand the hazard communication program, the location and use of eye 

wash stations, and the use of proper personal protective equipment.  
• Ensuring that all students who may be exposed to hazardous chemicals know where to find SDSs 

and who to notify in case of exposure. 
• Ensuring that all received or shipped hazardous chemicals are labeled according to this program. 
• Ensuring all secondary containers are labeled. 
• Determining the contents of unlabeled containers and properly labeling the container. 
• Identifying and implementing corrective/preventive actions. 

3.5 Employees 
Responsible for: 
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• Ensuring their safety. Once informed about the extent of risk and safe procedures for their 
activities, all individuals working with hazardous chemicals must accept a shared responsibility 
for operating safely.   

• Informing their supervisors of accidents and work practices or working conditions they believe 
are hazardous to their health or the health of others.  

• Completing the designated training. 
• Labeling containers. 
• Knowing how and where to obtain an SDS. 

 
3.6 Students 
Responsible for: 
 

• Adhering to all safety protocols and rules, including wearing appropriate personal protective 
equipment when engaging in or observing activities involving exposure to hazardous materials.  

• Being responsible for ensuring a safe learning environment where physical well-being and 
educational pursuits are protected.  

• Familiarizing themselves with the safety measures. 
• Actively participate in safety training relevant to their courses or activities 
• Immediately report any accidents or unsafe conditions to their faculty members.  

3.7 Vendors and Contractors 
Responsible for: 
 

• Complying with all local, state, and federal safety requirements. 
• Ensuring that all their employees working on LCC properties have been trained suitably.  
• Coordinating activities and procedures with the facilities department, division, department, or 

program, providing oversight before work begins. 
• Understanding the hazardous chemicals in the college area where they will be working.   
• Understanding where applicable SDSs are located for each hazardous chemical their employees 

may be exposed to. 
• Taking preventive measures to protect their employees under normal operating conditions and 

in foreseeable emergencies. 
• Understanding the labeling used in the area of the college where they will be working.  
• Eliminating hazardous chemical exposure to the LCC Community from their work when possible. 
• Prior to starting their work, communicate hazardous chemicals that will be used during their 

work activity at the college. 
• Posting the location of their SDSs in a visible place prior to starting their work activity at the 

college. 
• Having copies of the SDSs onsite during the duration of the project. 
 

3.8 Temporary Agency Employees 
Responsible for: 
 

• Follow the same requirements as employees. 
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4.0 Chemical Inventory 
A chemical inventory of each hazardous chemical and SDS shall be maintained within each division, 
department, or program and be readily accessible to all affected LCC Community members. The 
chemical inventory must be updated annually or whenever new chemicals are introduced. The inventory 
will include the chemical or product name, the amount present, and the work area(s) where it is used. 
An electronic inventory can also be kept on a shared drive to allow access to other places across the 
college.  Refer to Appendix A for an example. 

5.0 Safety Data Sheets (SDS) 
An SDS is written information about a specific hazardous chemical. SDSs are legally required to be issued 
for designated hazardous chemicals manufactured and distributed. The SDS will contain known safety 
information on the chemical or the product's hazards, which may contain more than one hazardous 
chemical. Supervisors or their designee of divisions, departments, and programs that have hazardous 
chemicals must also do the following: 

• Designate where the SDSs for all hazardous chemicals will be kept. 
• Ensure that SDSs are systematically organized. 
• Obtain and maintain SDSs from the manufacturer or other sources. 
• Properly fill out and display the required MIOSHA Right to Know poster.  Supervisors or their 

designees are the parties listed as responsible on the forms. (Appendix B - SDS Locator Poster) 
• Post the notice of new or revised SDSs in their areas in the workplace five days after receipt and 

remain in place for ten days. (Appendix B - New or Revised SDS Poster)  
 

SDSs are not required for different applications. For further information, review the LCC Guide When 
SDSs Are Not Required. 

6.0 Hazardous Chemical Evaluation 
When the Chemical Inventory is created, and SDSs are obtained, the divisions, departments, and 
programs should: 

• Review the supplier-supplied SDS  
• Determine the severity of the hazards (Sections 2 and 9 of the SDS)  
• Determine the usage of the hazardous chemical, including volume and frequency 
• Evaluate if PPE will be required for use (Section 8 of the SDS) 
• Verify that pictogram labels in Section 2 are present on the containers (see Appendix D) 

7.0 Labeling 
The Right to Know Law requires labeling any container containing hazardous materials. Labels are to 
provide immediate information on the identity of a container's chemical constituents and the inherent 
danger. Ensure incoming bottles are appropriately labeled. If hazardous materials are transferred to 
secondary containers, ensure the container is labeled with the constituents and hazards, including acute 
or chronic and well-known hazards. 

All labeling will be in conformance with Michigan Right-to-Know legislation and the following: 
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• Labels on incoming containers of hazardous chemicals may not be removed or defaced unless 
the container is immediately marked with all the required information. 

• The labels on all containers will include: 
o The identity of the hazardous chemical(s), all hazardous chemical labels must be clearly 

legible 
o Appropriate hazard warnings or combination of words, pictures, and symbols that 

provide at least general information regarding the hazards of the chemicals and which, 
in conjunction with the other information immediately available to employees under 
the hazard communication program, will provide employees with the specific 
information regarding the physical and health hazards. The hazard warnings and 
information must also follow the labeling requirements of any substance-specific 
standards applicable to the chemical. For an example of labeling requirements, see 
Appendix C. 

• All secondary containers used should be labeled with the proper product identifier and 
information regarding the chemical's physical and health hazards. For examples of secondary 
container labeling, see Appendix D. 

• Building utility pipes will be labeled with the common name of their contents, for example, 
natural gas, steam, hot water, etc.  The facilities department is responsible for maintaining 
these. 

8.0 Training 
All employees who work in areas where there is a possibility of exposure to hazardous chemicals during 
use or an emergency shall receive hazard communication training.  Training must be provided during the 
initial assignment before beginning work and whenever a new physical or health hazard has been 
introduced into the work area.   

Each division, department, or program ensures that initial and refresher training is conducted and 
documented for employees as required.  

There are two different types of required employee training:  

A. Learning Management System (LMS) (this is assigned to all employees upon hire) training that 
includes the following: 
1. Overview of Hazard Communication Right-To-Know regulations, including employees' rights 

under the rules. 
2. How to read an SDS and use it to identify (at a minimum) 

a. Physical and Health Hazards 
b. First Aid Procedures 
c. Protective Measures 
d. Storage and Handling Procedures 
e. Spill Response Procedures 

B. Division, department, or programs that have employees exposed to hazardous chemicals must 
conduct and document division, department, or program-specific training which will cover, at a 
minimum, the following:  
1. Location and availability of this written Hazard Communication Program and SDSs. 
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2. Methods and observations may be used to detect the presence or release of a hazardous 
chemical in the work area. Examples include air monitoring devices, visual appearance, or odor.  

3. Hazardous materials inventory lists specific to the division, department, or program. 
4. The physical and health hazards of the chemicals typically found in work areas.  
5. How to read warning labels and identify the presence or release of hazardous materials. 
6. Informing employees of the standard operating procedures for safe handling and disposal of any 

hazardous chemical with which an employee may come in contact. 
7. Measures employees can take to protect themselves from hazards. Examples include 

appropriate work practices, emergency procedures, and personal protective equipment. 
8. Emergency procedures for spills/accidents, including fire hazards, first aid, clean-up, disposal, 

and storm drain protection.  
9. Ensuring that employees generating hazardous waste are adequately trained. 
10. Location and how to use personal protective equipment, eye wash, showers, and portable fire 

extinguishers. 

9.0 Non-Routine Tasks 
A non-routine task is one that the LCC Community does not typically perform and for which they have 
not previously been trained.  

Before beginning any non-routine task involving actual or potential exposure to hazardous chemicals, 
exposed LCC Community members will be informed of the hazards present and trained in appropriate 
work practices and the use of any necessary personal protective equipment. Required personal 
protective equipment will be provided to these individuals before starting the task. The supervisor will 
select personal protective equipment, clothing, and training related to non-routine tasks. 

10.0 Employee-owned Chemicals  
The LCC Community may not bring hazardous chemicals to LCC. Division, department, or program 
supervisors should take adequate steps to ensure the LCC Community does not bring hazardous 
chemicals into the workplace.  

11.0 Recordkeeping 
LMS training records will be maintained within the LMS system. 

Each division, department, or program will maintain the most recent division, department, or program-
specific training record for each affected employee for the duration of employment. The training record 
shall include the topics covered, the instructor's name, the training date, and the signature of each 
employee trained.   

Divisions, departments, or programs will maintain SDSs for a minimum of 30 years after the last use of 
the chemical. SDSs for chemicals still in use or storage shall be replaced by updated sheets when they 
become available. 

Each division, department, or program will conduct an annual Hazard Communication Program 
Evaluation (Appendix E) and maintain it for at least two years. 
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This document provides the minimum requirements for developing, implementing, and maintaining 
Lansing Community College’s Hazard Communications program. Specifically, it details the safety control 

measures the college has implemented to protect employees, students, visitors, vendors, and 
contractors. Lansing Community College’s Hazard Communication Program conforms to MIOSHA 
General Industry Safety And Health Standard Part 92 & 430: Hazard Communication and Lansing 

Community College Board of Trustees Policy 6.090. 
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Appendix A:  
Chemical Inventory Example 
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Appendix B: 

MIOSHA SDS Locator Poster –  
Posted in communal areas where chemical products are used or stored. 
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New or Revised SDS Poster –  
Posted in areas where chemical products are used or stored. 
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Appendix C:  
Sample GHS (Globally Harmonized System) Label 
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Pictogram Labels 
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Appendix D:  
Examples of secondary container labels 
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Appendix E:  
Hazard Communication Program Annual Review 

Hazard Communication Program Annual Evaluation 
Evaluation completed by: _______________________ Date: _______________ 

Division, department, or program evaluation completed for: _____________________________ 

 

A review of the written program was conducted. _____ Yes _____ No 

The following specific sections have been modified: 

______________________________________________________________________ 

A review of the inventory of hazardous chemicals was conducted.      _____ Yes _____ No 

All hazardous chemicals have been appropriately added to, archived, or have changed locations in the 
facility: 

______________________________________________________________________ 

A review of the available SDS was conducted. _____ Yes _____ No 

Note any SDS not available: 

______________________________________________________________________ 

Was a review of labeling conducted? _____ Yes _____ No 

Note any label deficiencies and corrective actions: 

______________________________________________________________________ 

A review of student and employee training was conducted. _____ Yes _____ No 

Note any deficiencies: 

______________________________________________________________________ 

A review of the injuries/illness was conducted. _____ Yes _____ No 

Any injuries/illnesses related to Hazard Communication:  

______________________________________________________________________ 
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