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	(Unit specific information goes here____________________________________________________________________________________________________)
(UNITABREV) INST ####
DATE DD MONTH YY


	(FULL UNIT NAME SPELLED OUT) INSTRUCTION ####

	Subj:
	HAZARD COMMUNICATION (HAZCOM) PROGRAM


	Ref:
	(a) Safety and Environmental Health Manual, COMDTINST M5100.47 (series)
(b) Hazard Communication 29 CFR § 1910.1200

(c) Hazard Communication (HAZCOM) Program, CGTTP 4-11.5


 This template is an aid to units in writing the HAZCOM Program.  Replace red italicized text with unit specific information, or delete it.  Units are responsible for ensuring that directives comply with the Coast Guard Directives System COMDTINST M5215.6G.  If there is a discrepancy between this template and CIM5215.6G, the CIM is the authority. 
1. PURPOSE. This Instruction establishes the (Unit name) Hazard Communication (HAZCOM) Program.  

2. ACTION. The hazardous materials (HAZMAT) Officer for this HAZCOM Program is designated in writing on the Unit collateral duties list.  The HAZMAT Officer is tasked with developing, implementing, maintaining, and evaluating the HAZCOM Program, using references (a) and (b) for policy guidance and reference (c) for procedural guidance.  
(Include any additional tasking statements here)

3. DIRECTIVES AFFECTED. None.
4. DISCUSSION. (Unit Name) personnel are at risk of exposure to HAZMAT present in the workplace. This HAZCOM Program is written to detail how (Unit Name) communicates to all personnel the risks of those hazards.  References (a) and (b) establish policies with regard to hazard communication that (Unit Name) shall follow.  Reference (c) provides procedural guidance to comply with references (a) and (b). In addition to those Coast Guard wide policies, this HAZCOM Program includes an inventory of HAZMAT at the unit, and establishes unit specific standard operating procedures to address (Unit Name) hazard communication. See Enclosures 1 and 2.
5. DISCLAIMER. This guidance is not a substitute for applicable legal requirements, nor is itself a rule.  It is intended to provide operational guidance for Coast Guard personnel and is not intended to nor does it impose legally-binding requirements on any party outside the Coast Guard.

6. MAJOR CHANGES. (Include this paragraph if you are re-issuing the HAZCOM Program after making changes.  Include a description of any changes to the unit HAZCOM Program following annual evaluation.  If this is a new HAZCOM Program, delete this paragraph.)
7. IMPACT ASSESSMENT. (This is a required paragraph when assigning new tasking.  See section G on page A-5 of The Coast Guard Directives System COMDTINST M5215.6G for guidance on this section. Only develop this section after enclosures 1,2, and 3 are finished in order to have a complete understanding of the scope of the unit RPP.)
7. Personnel Resources Required: (required sub paragraph)
7. Training Required: (required sub paragraph)
7. Funding: (occasionally necessary sub paragraph)
8. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS. 
8. The development of this directive and the general policies contained within it have been thoroughly reviewed by the originating office and are categorically excluded under current USCG categorical exclusion (CE) 33 from further environmental analysis, in accordance with Section 2.B.2. and Figure 2-1 of the National Environmental Policy Act Implementing Procedures and Policy for Considering Environmental Impacts, COMDTINST M16475.1 (series).
8. This directive will not have any of the following: significant cumulative impacts on the human environment; substantial controversy or substantial change to existing environmental conditions; or inconsistencies with any Federal, State, or local laws or administrative determinations relating to the environment.  All future specific actions resulting from the general policies in this Instruction must be individually evaluated for compliance with the National Environmental Policy Act (NEPA), Council on Environmental Policy NEPA regulations at 40 CFR Parts 1500-1508, DHS and Coast Guard NEPA policy, and compliance with all other environmental mandates.
9. DISTRIBUTION. No paper distribution will be made of this Instruction.  An electronic version will be located on the following (Unit Name) web sites.  Internet: (insert hyperlink here, if applicable.) and CGPortal: (insert hyperlink here.) 
10. PROCEDURE.  This Instruction and safety data sheets (SDS) shall be maintained at (Unit Name) for the review of any employee, workplace visitor, or inspecting entity.
11. RECORDS MANAGEMENT CONSIDERATIONS. This instruction has been thoroughly reviewed during the directives clearance process, and it has been determined there are no further records scheduling requirements, in accordance with Federal Records Act, 44 W.S.C 3101 et seq., NARA requirements, and Information and Life Cycle Management Manual, COMDTINST M5212.12 (series).  This policy does not have any significant or substantial change to existing records management requirements. 
12. FORMS/REPORTS.  None.
13. REQUEST FOR CHANGES. (Inform the reader how to submit recommended changes (provide an organizational email address, FAX number, and/or the complete command mailing address.)
CO’s NAME IN ALL CAPS 
CO’s Rank, U.S. Coast Guard

Unit Name

Encl:
(1) Unit Specific Standard Operating Procedures (SOP)



(2) Unit HAZMAT Inventory

Unit specific SOPs

Unit SOPs are the unique procedures that your unit/sector will use in the HAZCOM Program to comply with references (a) and (b).  The six SOPs listed below in black complement the procedures in reference (c) to develop a complete HAZCOM Program for the unit.  Develop other SOPs as necessary to achieve effective communication of workplace hazards to unit personnel.

1. HAZMAT Inventory.
a. Enclosure 2 to this written program is a list of all known hazardous material to which the personnel of this (Unit Name) may be exposed in the performance of their work activities.  More detailed information on each listed hazardous material can be obtained by reviewing its SDS.  The mater inventory is located at (Location –electronic) and (Location – hard copy).

2. Safety Data Sheets (SDS).
a. Copies of the SDS for all hazardous materials to which personnel may be exposed will be maintained at: (Location of master SDS binder and satellite SDS binders.)
3. Workplace Secondary Container Labels.
a. Blank labels and labeling supplies are located at (List location of labeling supplies)
4. Contractor Notification.
a. Name the role responsible for coordinating with contractors.
b. Name the environmental, safety, and health officials who will receive copies of the SDS and HAZMAT labels.
c. Describe a procedure for informing employees of the HAZMAT that contractors bring into the workplace.
5. Spill Containment and Clean-Up.

a. Spill containment and control products for the chemical substances in the HAZMAT inventory are located (list locations).

6. HAZCOM Training
a. HAZCOM training records are maintained at (location)
7. List additional unit SOPs in series starting here, or delete this section.
Paste unit hazmat inventory here. 
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