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I. INTRODUCTION / GENERAL REQUIREMENTS  

SUNY Broome Community College’s first consideration in the performance of work 
shall be the protection of the health and safety of all employees. Broome has 
developed this Hazard Communication Program to ensure that all employees receive 
adequate information relevant to the possible hazards that may be involved with the 
various hazardous substances used in the College's operations and processes. The 
following program outlines how the College will accomplish this objective to ensure 
that SUNY Broome is in compliance with the OSHA Hazard Communication Standard 
(HCS) 29 CFR 19 10.1200 and the New York State Right to Know Law 12 NYCRR 
Part 820. This program covers all potential workplace exposures involving hazardous 
substances as defined by federal, state and local regulations. This program is specific 
to the hazards associated with chemical use in the workplace. Users of this program 
should recognize that many products they use contain a variety of chemicals and 
other ingredients. Chemicals can be any substance in solid, liquid or gas form that has 
a defined composition and can be comprised of a single element, a compound, or a 
mixture.  In general, each employee in the facility will be appraised of the substance 
of the Hazard Communication Standard (HCS), the hazardous properties of the 
chemicals they work with, and measures to take to protect themselves from these 
chemicals.   

 

II. LIST OF HAZARDOUS CHEMICALS 

Each department on campus is responsible for maintaining an inventory list of all 
hazardous chemicals or substances used in their areas and must update the list as 
inventory changes. Inventory lists shall be forwarded to The Office of Public Safety at 
least annually, and when requested by the EH&S Coordinator. The Environmental 
Health and Safety (EH&S) Coordinator will maintain a current inventory of all 
hazardous chemicals or substances used or stored at SUNY Broome. The inventory 
list will be housed within The Office of Public Safety and available upon request.  

 

III. SAFETY DATA SHEETS (MSDS) 

Each Department must maintain a MSDS file. These Material Safety Data Sheets 
must be available to all employees, at all times in the work area in which the 
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chemical(s) are located. SUNY Broome houses SDS’s digitally. Hard copies can be 
made available and Supervisors and/or the EH&S Coordinator will print copies for 
employees who do not have ready access to a campus computer.  

The Chair or Director of a department will review all incoming MSDSs for 
completeness. If any MSDS is missing or obviously incomplete, a new MSDS will be 
requested from the manufacturer or distributor. If you have any questions, contact 
the EH&S Coordinator or The Office of Public Safety. OSHA is to be notified if the 
manufacturer or distributor will not supply the MSDS or if it is not received within 30 
days from request. Any new information will be passed on to the employee(s) 
involved.  

New materials will not be introduced into the work area until a MSDS has been 
received. 

The purchasing department will make it an ongoing part of its function to obtain 
MSDSs for all new materials when they are first ordered.  

The Director of The Office of Public Safety or his or her designee shall coordinate 
with appropriate departments to make sure all MSDSs are obtained, distributed and 
communicated.  

It is important to acknowledge that sometimes chemicals are referred to by a 
synonym or shown as a formula. If there is ever a question about two different 
names serving the same chemical as an identifier, cross-reference the Chemical 
Abstracts Service (CAS) Number (#) to confirm the chemicals are in fact the same. 
The CAS # refers to the Chemical Abstracts Service, which assigns unique, numerical 
CAS Registry Numbers to every chemical substance. These numbers serve as globally 
recognized identifiers, ensuring accurate identification for compounds, metals, alloys, 
and more, regardless of language or naming conventions. 

 

IV. CONTAINER LABELING  

No container or hazardous substances will be released for use unless the container is 
correctly labeled and the label is legible. All chemicals in bags, drums, barrels, bottles, 
boxes, cans, cylinders, reaction vessels, storage tanks, or the like will be checked by 
the receiving department to ensure the manufacturer's label is intact, is legible, and 
has not been damaged in any manner during shipment. Any containers found to have 
damaged labels will be quarantined until a new label has been installed. The label 
must contain the chemical name of the contents, the appropriate hazard warnings, 
the name and address of the manufacturer, and any other information required.  

https://drive.google.com/drive/folders/1xqo8wxVepVCwBDsum_xj8DGEUPa-P9Uo
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All secondary containers shall be labeled. The information must include details of all 
chemicals that are in the referenced container. Transfer containers shall be labeled in 
accordance with the hazard warnings specified on the product's SDS and at minimum 
shall include the trade name, chemical name, hazard warnings for example, 
Flammable, Corrosive, Irritant etc. and supplier or manufacturer for example, Baker, 
Fisher, Agway, etc. If target organ data is specified on the original container for 
example, “affects liver and kidneys, can cause skin sensitization, or reproductive 
hazards,” then that information must also be included on the transfer container label.  

Any individual who removes a label from a container is responsible for immediately 
replacing it with another one. Unlabeled or inappropriately labeled containers are 
illegal and forbidden. All unlabeled or inappropriately labeled containers must be 
immediately reported to The Office of Public Safety. Any unlabeled or 
inappropriately labeled containers found on campus will be considered potentially 
dangerous “unknowns” and may be confiscated or otherwise removed by a 
representative of The Office of Public Safety. If it is necessary to sample and/or 
dispose of unlabeled chemicals then the generating department will be charged for 
any and all costs. If the issue of repeated or flagrant labeling violations are 
encountered, the department Supervisor, Dean, Chair, Vice President, and/or Human 
Resources will be notified in writing and additional Hazard Communication / Right to 
Know training will be offered. The Office of Public Safety will inspect departments at 
random to verify appropriate labeling of all chemical containers on SUNY Broome 
property. 

The EH&S Coordinator is responsible for ensuring that the overall campus complies 
with this important component of the hazard communication program. However, 
each department supervisor is responsible for ensuring that all chemicals used in their 
area are properly labeled. The EH&S Officer is available to assist department 
supervisors in meeting their responsibilities under this provision. 

 

V. EMPLOYEE INFORMATION AND TRAINING  

All employees will receive annual information and training on the following items 
prior to starting work with hazardous substances:  

• An overview of the requirements of the Hazard Communication Standard, 
including their rights under this regulation. 

• The location and availability of the written hazard communication program. (A 
copy of the program will be available to all employees online. The Chair or 
Director of a Department will print a copy for employees who do not have 
ready access to a campus computer, upon request.)  

https://mylearning.suny.edu/d2l/le/content/2357888/Home?itemIdentifier=D2L.LE.Content.ContentObject.ModuleCO-53512218
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• How to read labels and material safety data sheets to obtain the appropriate 
hazard information. 

• Information on where hazardous substances are present in their work areas.  
• Information regarding the use of hazardous substances in their specific work 

areas including the location of MSDSs. 
• The physical and health aspects of the substances in use.  
• Methods and observation techniques used to determine the presence or 

release of hazardous substance(s) in the work area.  
• The controls, work practices and personal protective equipment available for 

protection against possible exposure. 
• Emergency and first-aid procedures to follow if employees are exposed to 

hazardous substances.  

It is most important that all of our employees understand the information given in the 
training. Questions regarding this information should be directed to the EH&S 
Coordinator 607-778-5366 or to The Office of Public Safety 607-778-5083. When 
new substances are introduced into the workplace the Chair or Director of a 
department will review the above items with affected employees as they are related 
to the new materials. 

 

VI. CONTRACTOR EMPLOYERS 

The EH&S Coordinator upon notification from the Director of Facilities Management, 
designated SUNY Construction Fund site representative or SUNY Site 
Representative/Project Manager shall advise outside contractors of any hazardous 
substances they may reasonably encounter in the course of their work at SUNY 
Broome. Material safety data sheets shall be made available to the appropriate 
outside contractor representative upon request. SUNY Broome is not responsible for 
conducting or coordinating the outside contractor's hazard communication program. 
Contractors who work on campus are responsible for their own Hazard 
Communication and Right-to-Know programs and training of their employees. SUNY 
Broome reserves the right to request copies of all material safety data sheets from an 
outside contractor if the EH&S Coordinator or Director of Facilities Management or 
The Office of Public Safety determines that any product used by the contractor may 
potentially result in an exposure to a campus employee or student. Upon request 
contractors must also submit written plans that outline project-specific hazards 
related to chemical use and associated safety precautions to the EHS Coordinator. In 
instances where a specific chemical is deemed too hazardous or possesses an 
unreasonable risk to human health or the environment, The Office of Public Safety 
will request that the contractor use a less hazardous chemical or use appropriate 
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engineering controls to eliminate or reduce the hazard(s). Under no circumstances 
will the contractors allow the unrestricted release of airborne hazardous chemical 
fumes, vapors, mists, dusts or equipment exhausts, generated by their activities, to 
areas within occupied buildings, in close proximity to building HVAC air intakes or to 
outdoor areas open to the public. During projects, contractors are responsible for 
ensuring their chemicals are appropriately labeled. Additionally, at the end of a 
project, contractors are required to remove their chemicals from the campus.   

 

VII. NON-ROUTINE TASKS 

Infrequently, employees may be required to perform non-routine tasks that involve 
the use of hazardous substances. Prior to starting work on such projects, each 
involved employee will be given information by his or her supervisor about hazards to 
which they may be exposed during such an activity.  

This information will include: 

• The specific hazards; 
• Any additional appropriate trainings;  
• Protective/safety measures that must be utilized;  
• The measures that SUNY Broome has taken to lessen the hazards, including 

special ventilation, respirators, the presence of another employee, air sample 
readings, and emergency procedures as necessary. 

 

VIII. HAZARD DETERMINATION AND ADDITONAL INFORMATION 

SUNY Broome does not evaluate any of the hazardous substances purchased from 
suppliers and/or manufacturers, but rather relies upon the evaluation performed by 
the suppliers or by the manufacturers of the substances to satisfy the requirements 
for hazard determination. 

For more information on hazard determinations, see 29 CFR 1910.1200 Appendix B. 

For more in-depth definitions, see 29 CFR 1910.1200 Appendix A.  

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1200AppB
https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1200AppA
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Right-To-Know Poster:

https://www.health.ny.gov/environmental/workplace/right_to_know/docs/rtk.pdf
file://///trident/common$/Security/SO/EH&S%20Docs/lab%20safety%20,%20chp,%20haz%20waste/SUNY%20Broome%20Chemical%20Hygiene%20Plan_Edited_12_2025.pdf



