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SANDSTONE HOUSING OSHA POLICY AND PROCEDURES 

FOR MSDS 

Employers shall maintain copies of any material safety data sheets that are received 
with incoming shipments of the sealed containers of hazardous chemicals, shall obtain 
a material safety data sheet as soon as possible for sealed containers of hazardous 
chemicals received without a material safety data sheet if an employee requests the 
material safety data sheet, and shall ensure that the material safety data sheets are 
readily accessible during each work shift to employees when they are in their work 
areas. 

 
Employers shall ensure that labels on incoming containers of hazardous chemicals are 
not removed or defaced 

 
Appropriate hazard warnings, or alternatively, words, pictures, symbols, or combination 
thereof, which 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 of the hazardous 
chemical. 

 
The employer shall ensure that labels or other forms of warning are legible, in English, 
and prominently displayed on the container, or readily available in the work area 
throughout each work shift. Employers having employees who speak other languages 
may add the information in their language to the material presented, as long as the 
information is presented in English as well. 

 
The measures employees can take to protect themselves from these hazards, including 
specific procedures the employer has implemented to protect employees from 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 
labeling system and the material safety data sheet, and how employees can obtain and 
use the appropriate hazard information. 

 
Chemical manufacturers, importers, and distributors of hazardous chemicals are all 
required to provide the appropriate labels and material safety data sheets to the 
employers to which they ship the chemicals. The information is to be provided 
automatically. Every container of hazardous chemicals you receive must be labeled, 
tagged, or marked with the required information. Your suppliers must also send you a 
properly completed material safety data sheet (MSDS) at the time of the first shipment 
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of the chemical, and with the next shipment after the MSDS is updated with new and 
significant information about the hazards. 

 
You can rely on the information received from your suppliers. You have no independent 
duty to analyze the chemical or evaluate the hazards of it. 

 
The best way to prepare a comprehensive list is to survey the workplace. Purchasing 
records may also help, and certainly employers should establish procedures to ensure 
that in the future purchasing procedures result in MSDS’s being received before a 
material is used in the workplace. 

 
The broadest possible perspective should be taken when doing the survey. Sometimes 
people think of "chemicals" as being only liquids in containers. The HCS covers 
chemicals in all physical forms - liquids, solids, gases, vapors, fumes, and mists - 
whether they are "contained" or not. The hazardous nature of the chemical and the 
potential for exposure are the factors which determine whether a chemical is covered. If 
it's not hazardous, it's not covered. If there is no potential for exposure (e.g., the 
chemical is inextricably bound and cannot be released), the rule does not cover the 
chemical. 

 
Look around. Identify chemicals in containers, including pipes, but also think about 
chemicals generated in the work operations. For example, welding fumes, dusts, and 
exhaust fumes are all sources of chemical exposures. Read labels provided by 
suppliers for hazard information. Make a list of all chemicals in the workplace that are 
potentially hazardous. For your own information and planning, you may also want to 
note on the list the location(s) of the products within the workplace, and an indication of 
the hazards as found on the label. 

 
Once you have compiled as complete a list as possible of the potentially hazardous 
chemicals in the workplace, the next step is to determine if you have received material 
safety data sheets for all of them. Check your files against the inventory you have just 
compiled. If any are missing, contact your supplier and request one. It is a good idea to 
document these requests, either by copy of a letter or a note regarding telephone 
conversations. If you have MSDS’s for chemicals that are not on your list, figure out 
why. Maybe you don't use the chemical anymore or maybe you missed it in your survey. 
Some suppliers do provide MSDS’s for products that are not hazardous. These do not 
have to be maintained by you. 

 
You should not allow employees to use any chemicals for which you have not received 
an MSDS. The MSDS provides information you need to ensure proper protective 
measures are implemented prior to exposure. 

 
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 it covers. For example, the 
written plan must list the chemicals present at the site, indicate who is to be responsible 
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for the various aspects of the program in your facility, and indicate where written 
materials will be made available to employees. 

 
For employers using hazardous chemicals, the most important aspect of the written 
program in terms of MSDS’s is to ensure that someone is responsible for obtaining and 
maintaining the MSDS’s for every hazardous chemical in the workplace. 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 should be updated. Many 
companies have found it convenient to include on their purchase orders the name and 
address of the person designated in their company to receive MSDS’s. 

 
Information and training is a critical part of the hazard communication program. 
Information regarding hazards and protective measures are provided to workers through 
written labels and material safety data sheets. However, through effective information 
and training, workers will learn to read and understand such information, determine how 
it can be obtained and used in their own workplaces, and understand the risks of 
exposure to the chemicals in their workplaces as well as the ways to protect 
themselves. Does a list of the hazardous chemicals exist in each work area or at a 
central location? 

 
"Checklist for Compliance" 
Assigned responsibility for tasks. 
Prepared an inventory of chemicals. 
Ensured containers are labeled. 
Obtained MSDS for each chemical. 
Made MSDS’s available to workers. 
Conducted training of workers. 

 
The telephone number for the OSHA office closest to you should be listed in your local telephone directory. If 
you are not able to obtain this information, you may contact OSHA's Office of Information and Consumer Affairs 
at (202) 219-8151 for further assistance in identifying the appropriate contacts. 


