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1.0  Purpose

The purpose of this safety policy and procedure is to establish a program to protect
North Carolina Department of Transportation (NCDOT) employees who are exposed
to hazardous chemicals during the performance of their job duties.

2.0  Scope and Applicability

NCDOT purchases, stores, and uses a variety of chemicals in its everyday operations.
Employees who handle chemicals must be aware of the hazards associated with those
chemicals in order to protect themselves from injury.

This safety policy and procedure provides a hazard communication program template
and the associated background information that can be used by any NCDOT facility
or worksite to protect employees from chemical hazards.  It includes provisions for
training, discussion of chemical hazards, and discussion on the importance and
structure of the material safety data sheet (MSDS).  Also, it presents information on
NCDOT’s MSDS fax system, labeling requirements of the hazard communication
standard and NCDOT’s Hazard Communication Program.
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This document also details the areas of responsibility for managers/unit heads,
supervisors, employees, Safety and Loss Control, Purchasing, and Central Equipment
Unit within NCDOT.

This safety policy and procedure affects all NCDOT employees who are exposed to
chemical hazards during the performance of their job duties.

3.0  Reference

This safety policy and procedure is established in accordance with Occupational
Safety and Health Standards for General Industry (29 CFR 1910.1200) and
Occupational Safety and Health Standards for Construction Industry (29 CFR
1926.59).

4.0  Policy

It is the policy of NCDOT to provide a place of employment that is free from
recognized hazards that cause or are likely to cause death or serious physical harm to
employees or the public.  Therefore, employees will not handle hazardous chemicals
until they have been trained in NCDOT’s hazard communication program.  When
chemical hazards exist that cannot be eliminated, then engineering practices,
administrative practices, safe work practices, Personal Protective Equipment (PPE),
and proper training regarding Hazard Communication will be implemented.  These
measures will be implemented to minimize those hazards to ensure the safety of
employees and the public.

5.0  General Responsibilities

It is the responsibility of each manager/unit head, supervisor, and employee to ensure
implementation of NCDOT’s safety policy and procedure on Hazard
Communication.  It is also the responsibility of each NCDOT employee to report
immediately any unsafe act or condition to his or her supervisor.  Specific
responsibilities are outlined under Section 6.3.

6.0  Procedure

This section provides applicable definitions, establishes general provisions, and
identifies specific responsibilities required by NCDOT's safety policy and procedure
on Hazard Communication.

6.1  Definitions

Chemical Manufacturer 
A manufacturing facility classified in Standard Industrial Classification (SIC) Codes
20 through 39 where chemicals are produced for use and distribution.



Chemical Name
Refers to the scientific designation of a chemical in accordance with the
nomenclature system developed by the International Union of Pure and Applied
Chemistry (IUPAC) or the Chemical Abstracts Service (CAS) or a name which will
clearly identify the chemical for the purpose of conducting a hazard evaluation.

Common Name
Any designation or identification such as code name, code number, trade name, brand
name or generic name used to identify a chemical other than by its chemical name.

Distributor
Any business, other than a chemical manufacturer or importer, which supplies
hazardous chemicals to other distributors or to purchasers.

Facility
One or more establishments or buildings located at one contiguous site in North
Carolina.

Hazardous Chemical
Any element, chemical compound, or mixture of elements and/or compounds which
is a physical or health hazard.

Label
Any written, printed, or graphic material displayed or affixed to containers of
Hazardous Chemicals.

Material Safety Data Sheet
MSDS mean chemical information sheets drawn up in conformity with hazardous
chemical standards.

Storage or Container
Will have the ordinary meaning; however, it does not include pipes used in the
transfer of substances or the fuel tanks of self-propelled internal combustion vehicles.

6.2  General Provisions

This section details the provisions of this safety policy and procedure with each
provision discussed in a separate subsection.  These provisions are:

• Training
• Chemical Hazards
• Material Safety Data Sheets
• Obtaining Material Safety Data Sheets
• Labels and Labeling
• NCDOT Hazard Communication Program
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6.2.1  Training

Employees will be trained to work safely with chemicals.  Training will
include:

• The Hazard Communication standard and its requirements
• Operations in the work area where hazardous chemicals are present
• The location and availability of the written hazard communication 

program
• Physical and health hazards of the chemicals in the work areas
• Measures employees can take to protect themselves
• Methods and observations to detect the presence of a hazardous 

chemical
• NCDOT’s specific procedures to provide engineering controls, work 

practices, and Personal Protective Equipment (PPE) 
• How to read and interpret information on labels and MSDS

Employees will be trained at the time of initial employment or assignment as
well as whenever a new hazard is introduced into their workplace.  Refresher
training shall be provided annually.

All training will be documented.  See Appendix A for the training
documentation form that is part of the Hazard Communication Program
package.  A copy of the training documentation shall be placed in the
employee’s personnel record file.

6.2.2  Chemical Hazards

A hazardous chemical is any chemical that is a physical or health hazard.
Physical hazards produce a dangerous situation outside the body.  Health
hazards can cause health damage either immediately from short term (acute)
exposure or slowly through long-term exposure (chronic).

Exposures to these chemical hazards can occur through inhalation (breathing
dust, vapors, or mists), ingestion (eating or smoking while working around
hazardous chemicals), or absorption (chemicals entering the body through
cuts, scratches, or broken skin). 

The common types of hazardous chemicals found in NCDOT include but are
not limited to:

• Acids
• Adhesives
• Caustics
• Cleaning agents
• Degreasing agents

• Dusts
• Flammables
• Glues
• Greases
• Petroleum products

Go back to page 1



6.2.3  Material Safety Data Sheets (MSDSs)

The material safety data sheets (MSDS) are fact sheets for hazardous
chemicals provided by the chemical manufacturer.  They must be available
for every hazardous chemical in the work area and must contain information
about the chemical including:

Appendix B presents a sample 10 part MSDS for gasoline.  Newer MSDS s
may have 16 parts based upon the the ANSI standardized MSDS format. 

6.2.4  Obtaining MSDS Sheets

MSDS sheets can be obtained from:

• NCDOT’s MSDS fax system
• New chemical product purchases

NCDOT’s MSDS fax system uses a third party provider who faxes MSDSs
upon request.  The user simply dials the appropriate telephone number,
provides the necessary information, and within minutes a MSDS fax is
transmitted to the designated receiving fax machine.  See Appendix C for
NCDOT’s MSDS fax request form.

The advantage of this method is that worksites and work locations do not
necessarily have to maintain paper copies of MSDSs.  Rather, the availability
and assessibility of MSDSs is determined by need.  

MSDS fax requests fall into two categories:

• Routine
• Emergency
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• Inks
• Lacquers
• Paints
• Pesticides
• Sealers

• Solders
• Strippers
• Thinners
• Wood preservatives

• Chemical product and 
company identification

• Composition, information or 
ingredients

• Hazard identification
• First aid measures
• Fire-fighting measures
• Accidental release measures
• Handling and storage

• Exposure controls and 
personal protection

• Physical and chemical 
properties

• Stability and reactivity
• Toxicological information
• Ecological (environmental) 

information
• Disposal considerations
• Transport information 
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For routine requests, employees should complete and submit the NCDOT
MSDS Fax request form to their immediate supervisor.  For emergency
requests, any employee can call 1-(800) 451-8346 without completing and
submitting a NCDOT MSDS Fax request form.  If problems are encountered
while obtaining a MSDS, contact the Central Equipment Unit.

New chemical product purchases should result in the MSDS being retained
for initial review of the hazards associated with the chemical.  However, a
copy of the subject MSDS should be forwarded to the Central Equipment
Unit as soon the chemical is purchased. 

6.2.5  Labels and Labeling

Warning labels should alert employees that a chemical is dangerous and
identify the hazards of the chemical.  Labels are required on:

• All containers of hazardous material in the workplace
• All containers of hazardous material being shipped from one 

workplace to another

For example, containers used for gasoline, kerosene, or cleaning agents must
be labeled.  These labels must be prominently displayed and contain:

• Identity of the chemical
• Appropriate hazard warnings (physical and health)
• Chemical manufacturer's name and address

On stationary containers, signs or placards may be used in place of the labels.
Also portable transfer containers are not required to be labeled unless that
portable container is transferred for use on another workshift.  These labels
should never be defaced or removed from these containers. 

6.2.6  NCDOT’s Hazard Communication Program

Appendix A presents NCDOT’s Hazard Communication Program that can be
used by any facility, worksite, work unit, or work location in NCDOT.
NCDOT’s Hazard Communication Program includes:

• Facility or worksite identification
• Program element contact list
• Chemical list 
• Container labeling provisions
• MSDS requirements and availability
• Non-routine tasks hazard awareness provisions 
• Hazard communication provisions for contractors
• Employee training documentation
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Each facility or worksite with a hazard communication program should have
a hazard communication program coordinator to oversee all the program
elements.  Additionally, all employees should know the location and
availability of their hazard communication program.

6.3  Specific Responsibilities

6.3.1   Managers/Unit Heads 

Managers/Unit Heads are responsible for ensuring that adequate funds are
available and budgeted for the purchase of equipment and supplies for
successful implementation and maintenance of NCDOT’s Hazard
Communication Program in their work areas.  They will be also responsible
for appointing a Hazard Communication Coordinator for their work area(s)
and for identifying the employees affected by this safety policy and
procedure.

Managers/Unit Heads will obtain and coordinate the required training for the
affected employees.  Managers/Unit Heads will also ensure compliance with
this safety policy and procedure through their auditing process.

6.3.2  Supervisors 

Supervisors will ensure that labels on hazardous chemicals are legible.  They
shall also provide refresher training to employees on NCDOT’s Hazard
Communication Program. 

Supervisors will ensure that employees are provided with and instructed on
the use of any PPE when working with hazardous chemicals. 

6.3.3   Employees

Employees will be trained before working with any hazardous chemicals.
They are responsible for reviewing chemical labels for procedures and
hazards before using any hazardous chemicals.

Employees shall wear the necessary PPE before working with any hazardous
chemical.  Also, employees shall report any unlabeled or defaced hazardous
chemical containers to their immediate supervisor. 

6.3.4  Hazard Communication Coordinators

Hazard Communication Coordinators will be responsible for coordinating all
the program elements associated with NCDOT’s Hazard Communication
Program.  They will also be responsible for submitting a chemical list to the
Central Equipment Unit in January of each year.

They will maintain records of employee training separate from the training
documentation kept in the employee’s personnel file.
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6.3.5 Safety and Loss Control

Safety and Loss Control will provide prompt assistance to managers/unit
heads, supervisors, or others as necessary on any matter concerning this
safety policy and procedure.  Safety and Loss Control will assist in
developing or securing the required training.

Safety Engineers will provide consultative and audit assistance to ensure
effective implementation of this safety policy and procedure.

6.3.6  Purchasing

When a requisition is coded for purchase, a copy of this request will be sent to
Safety and Loss Control (this will indicate how much and what was
purchased).  This will allow Safety and Loss Control to perform a safety
review of the chemical purchase to ensure that its intended use is appropriate
and acceptable.

Purchasing will also ensure that, when a hazardous chemical is ordered, a
MSDS will be sent to Safety and Loss Control at least 10 days prior to
shipping.

6.3.7  Central Equipment Unit

Central Equipment Unit shall retain a copy of all MSDS that arrive with
chemical purchases.  Additionally, the Central Equipment Unit will be
responsible for administering the NCDOT MSDS fax system and also for
maintaining a MSDS copy of all hazardous chemicals used in NCDOT.

Go back to page 1



APPENDIX A: NCDOT Hazard Communication Program

Program Element                                           Contact Person

Program Coordinator                         _______________________________________

Chemical Inventory                           _______________________________________

Container Labeling                            _______________________________________

Employee Training                            _______________________________________

Personal Protective Equipment         _______________________________________

Emergency Response                         _______________________________________

Hazards of Non-Routine Tasks          _______________________________________

Hazard Communication Posting        _______________________________________

Contractor Communication              ________________________________________
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Hazard Communication Program 
for:

Facility (Worksite):  ________________________________
Location:  ________________________________________
Division/Unit:  ____________________________________
Date:  ___________________________________________

Go back to page 1
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APPENDIX A: NCDOT Hazard Communication Program  (Continued)  2

Chemical List

All facilities or worksites that manufacture, process, use, store, or produce hazardous chemicals
shall compile and maintain a Chemical List.  This list will contain the chemical name or the
common name used on the MSDS or container label.

The Chemical List will be updated annually in January of each year and submitted to the Central
Equipment Unit.  The Chemical List will be prepared at the facility or worksite where the chemicals
are stored and used.  

Labels and Labeling System
Labeling systems or schemes that meets the requirements of section 6.2.5 of this safety policy and
procedure are acceptable.

Material Safety Data Sheets (MSDS)

MSDS information should be posted on the prevalent chemicals used at a facility or worksite.
Employees who are working with a hazardous chemical may request a fax copy of the MSDS from
their immediate supervisor by submitting a routine fax request.  In emergencies, employees can
directly submit a fax request.  If problems are encountered while obtaining a MSDS, contact the
Central Equipment Unit.

Emergency Response

Any incident of over exposure or spill of a hazardous chemical shall be reported immediately to

_______________________________ (Emergency Response Coordinator).  The immediate

supervisor shall ensure that the proper emergency response actions are taken in leak/spill situations.

Hazards of Non-Routine Tasks

Supervisors will inform employees of any special tasks that may involve possible exposure to
hazardous chemicals.  Safe work practices, use of required PPE, and standard operating procedures
(SOPs) shall be reviewed prior to the start of such tasks.



APPENDIX A: NCDOT Hazard Communication Program  (Continued)  3

Contractor Communication

All onsite contractors (and subcontractors) are responsible for adhering to NCDOT’s Hazard
Communication Program while they are are on NCDOT worksites.  Information on hazardous
chemicals known to be used on the worksite will be exchanged with contractors.  

Contractors are required to exchange MSDS information with NCDOT personnel as requested.
Additionally,  all onsite contractors shall be provided a copy of NCDOT’s Hazard Communication
Program.  Contractors will be responsible for providing necessary information to their employees
and subcontractors.
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APPENDIX A: NCDOT Hazard Communication Program  (continued)  4

Employee Training

Program Elements to be Reviewed

❏ The Hazard Communication standard and its requirements
❏ Operations in work area where hazardous chemicals are present
❏ The location and availability of the written Hazard Communication program
❏ Physical and health hazards of the chemicals in the work areas
❏ Measures employees can take to protect themselves
❏ Methods and observations to detect the presence of a hazardous chemical
❏ NCDOT’s specific procedures to provide engineering controls, work practices, and PPE
❏ How to read and interpret information on labels and MSDS

Employees Trained

Name Job Title SSN Signature
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________
_________________   ______________________   _________________   ____________________

Instructor’s Signature: _________________________________________________

Date: _____________________ Location: ____________________________________

Instructor: _________________________________ Title: ________________________



APPENDIX B: Sample MSDS for Gasoline
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APPENDIX B: Sample MSDS for Gasoline  (Continued)  2



APPENDIX B Sample MSDS for Gasoline  (Continued)  3
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APPENDIX B: Sample MSDS for Gasoline  (Continued)  4



APPENDIX B: Sample MSDS for Gasoline  (Continued) 5
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APPENDIX B: Sample MSDS for Gasoline  (Continued)  6



HazComRequest Form Word AppC1910.1200/SPP2005/kg

APPENDIX C: NCDOT MSDS Fax Request Form

FOR MEDICAL EMERGENCIES CALL 1-800 451-8346 

FOR ROUTINE MSDS FAX REQUESTS COMPLETE THE FOLLOWING AND FAX TO (760) 918-4070 

REQUESTOR INFORMATION

Date Requested: ______________ 

Name of Person Requesting:_________________________________________________________

Street Address: ___________________________________________________________________

City: _______________________________________, NC    Zip: ______________________

Telephone: (______)______________________________  Fax: (______)______________

MANUFACTURER AND PRODUCT INFORMATION (PROVIDE AS MUCH INFORMATION AS POSSIBLE.) 
Complete Label Name on Product: ___________________________________________________ 

Manufacturer Product/ Item Number: _________________________________________________ 

UPC: _________________________________________ 

Manufacturer's Name: _____________________________________________________________ 

City: ________________________________State: __________________ 

Manufacturer's Phone # (If available): (______)_________________________________________ 

MEDICAL EMERGENCY INFORMATION 

Medical Provider: __________________________________________________________________

Medical Provider: Fax No: (______)___________________________________________________

Medical Provider Phone No: (______)__________________________________________________

Questions, other than MSDS requests, may be directed to:
3E Company, 1905 Aston Avenue, Carlsbad, CA 92008 by calling (800) 360-3220

Appendix C updated 01-2001
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