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 ASBESTOS ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ XI-0090 
 !{.9{¢h{ w9[!¢95 !..w9±L!¢Lhb{ ϧ D[h{{!w¸ hC ¢9wa{ ΧΧΧΧΧΧ        !tt9b5L· ! 
 
 
SECTION XII: SEVERE WEATHER AND NATURAL DISASTERS 
 
 9!w¢Iv¦!Y9 ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ XII-0010 
 C[hh5 ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ XII-0020 
 Lb/[9a9b¢κ{9±9w9 ²9!¢I9w ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ XII-0030 
 {bh² ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ XII-0040 
 ¢I¦b59w{¢hwa{ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ XII-0050 
 ¢hwb!5h9{ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ XII-0060 
 
SECTION XIII: STUDENT CONDUCT 
 
 GENERAL SAFETY ISSUES ς /h59 hC {¢¦59b¢ /hb5¦/¢ ΧΧΧΧΧΧΧΧΧ XIII-0010 
 5L{w¦t¢L±9 aL{/hb5¦/¢ ϧ Y9b¢¦/Y¸ t9b![ /h59 ±Lh[!¢Lhb{ ΧΧΧ XIII-0020 
 
SECTION XIV: TRAINING 
 
 th[L/¸Σ ¢¸t9{Σ {/I95¦[9{ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ XIV-0010 
 
SECTION XV: WORKPLACE VIOLENCE 
 
 !.5¦/¢LhbκIh{¢!D9 ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ XV-0010 
 .ha.{κ.ha. ¢Iw9!¢ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ XV-0020 
 /wLaLb![ !/¢L±L¢¸ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ XV-0030 
 59!5[¸ ²9!thb{ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ. XV-0040 
 !bDw¸κIh{¢L[9 t9w{hb{ !b5 Lb¢w¦59w{ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. XV-0050 
 tI¸{L/![ hw {9·¦![ !{{!¦[¢ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ XV-0060 
 w9{thb{9 twh/95¦w9{Σ th[L/¸Σ twhIL.L¢Lhb{ ΧΧΧΧΧΧΧΧΧΧΧΧΦΦ.. XV-0070 
 !/¢L±9 {Ihh¢9w !b5 !wa95 wh..9w¸ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ. XV-0080 
 CAMPUS & WORKPLACE VIOLENCE AND INCIDENT MGMT PROGAM ΧΧΦ.       APPENDIX A 
 KCTCS ADMINISTRATIVE POLICIES AND PROCEDURE 3.3.25 ΧΧΧΧΧΧΧΧ       !tt9b5L· . 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION I: WELCOME EFFECTIVE: JULY 1, 2009   

TOPIC I-0010:  FROM THE SAFETY 
DEPARTMENT 

REVISED: 

 
Welcome to the Safety Manual of Jefferson Community and Technical College! 
 
In order for JCTC to achieve its educational goals and objectives, it is crucial that we provide a safe 
and healthy environment for employees, students, guests, vendors and contractors on all our 
campuses. To accomplish this, we commit to allocating physical, human, and financial resources 
toward the cause of campus health and safety, and to developing and overseeing  health and safety 
policies, plans, and programs which  best serve the needs of those who come to the College to 
work, to study, to visit, or to conduct College business. In turn, we ask and expect all individuals on 
campus to take personal responsibility for their own health and safety, to be conscious and 
concerned about the health and safety of others, to help identify and report potential health or 
safety hazards, and to conform as closely as possible with the provisions of this Safety Manual. 
 
Our desire is that this Safety Manual not be a one-time only, static document; but rather that it be 
fluid and regularly changing in response to the needs of the College and all our constituents. We 
recommend heartily that this Manual be read completely and incorporated into daily practice 
ǇŀǊǘƛŎǳƭŀǊƭȅ ōȅ ŜƳǇƭƻȅŜŜǎ ŀƴŘ ǎǘǳŘŜƴǘǎΦ ¢ƻƎŜǘƘŜǊ ǿƛǘƘ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ƘŜŀƭǘƘ ŀƴŘ ǎŀŦŜǘȅ 
commitment, we believe that this Manual will provide the environment we all need and expect to 
make our journey at JCTC, whether long or short, most pleasant, productive, and secure. 
 
Naturally we would not be surprised if your review of the Manual uncovers some items which need 
correction or clarification or some other type of adjustment. With a document of this length, 
covering as many elements of safety and health as it does, we fully expect we will make a number 
of changes and improvements in the coming months as well as annually when the Manual 
undergoes its normal cycle of review. Please feel welcome and encouraged to submit to us any of 
your findings and suggestions for change. We look forward to receiving your comments. 
 
Should you have any questions about the Manual or any of its contents, do not hesitate to contact 
either of us with these as well. 
 
Whether your time on campus is for work or for study; and whether you are here daily, weekly, or 
only occasionally, we wish you the safest, the healthiest, and the most enjoyable and productive 
experience possible. 
 
 
 
 
Bill Nowak, Director of Facilities and Business Operations (bill.nowak@kctcs.edu, 502-213-2104) 
Chris Carter, Director of Campus Safety (chris.carter@kctcs.edu, 502-213-2171) 
 
 
 

mailto:bill.nowak@kctcs.edu
mailto:chris.carter@kctcs.edu
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009  

TOPIC II-0010: APPROVAL OF THE SAFETY 
MANUAL 

REVISED: 

 
This Safety Manual is approved by the Jefferson Community and Technical College President and 
ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦΦ 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009 

TOPIC II-0020: MAINTENANCE OF THE SAFETY 
MANUAL 

REVISED: 

 
The Director of Campus Safety is responsible for maintaining current and correct information in the 
Safety Manual, for initiating reviews of the Manual no less than annually, and for proposing 
additions, deletions, or other changes to the Manual through the Health and Safety Committee and 
ŦƻǊ ŀǇǇǊƻǾŀƭ ōȅ ǘƘŜ tǊŜǎƛŘŜƴǘ ŀƴŘ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ {ǘŀŦŦΦ {ǳƎƎŜǎǘƛƻƴǎ ŀƴŘ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴǎ ŦƻǊ 
change in the Manual should be submitted to or forwarded to the Director of Campus Safety.  
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009  

TOPIC II-0030:  HEALTH & SAFETY GOVERNING 
POLICIES AND PROCEDURES 

REVISED: 

 
Jefferson Community and Technical College is a member of the Kentucky Community and Technical 
College System (KCTCS) which has issued the following policies and procedures governing health 
and safety throughout KCTCS. These are presented in full in Appendices A & B to this Section II and 
are as follows: 
 

Y/¢/{ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ tƻƭƛŎƛŜǎ !ƴŘ tǊƻŎŜŘǳǊŜǎ оΦоΦс άYŜƴǘǳŎƪȅ /ƻƳƳǳƴƛǘȅ ŀƴŘ ¢ŜŎƘƴƛŎŀƭ 
/ƻƭƭŜƎŜ {ȅǎǘŜƳ 9ƴǾƛǊƻƴƳŜƴǘŀƭ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ tƻƭƛŎȅέ (APPENDIX A to this Section II) 

 
KCTCS Business Procedure 2.10 ά9ƴǾƛǊƻƴƳŜƴǘŀƭ IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ tǊƻƎǊŀƳέ (APPENDIX B 
to this Section II) 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009 

TOPIC II-0040:  PURPOSE OF THE SAFETY 
MANUAL 

REVISED: 

 
The Jefferson Community and Technical College Safety Manual is established to provide a 
comprehensive and continuing health and safety effort compatible and consistent with the 
educational and administrative operations of the College. The various provisions of the Manual are 
created for the purpose of fostering healthy and safe conditions of work, study, research, service, 
and other campus activity, to ensure compliance with all KCTCS policies and procedures pertaining 
to health and safety, to site the federal and state laws which govern certain aspects of educational 
operations, to minimize campus accidents and the reduce their severity, and to encourage and 
promote healthy and safe practices by College employees, students, visitors, vendors and 
contractors. 
 
Health and safety on any of the JCTC campuses are not the exclusive responsibility of the Director 
of Campus Safety, the College Safety Committee, or any one particular person, department, or 
group. Every individual on campus in any capacity is responsible for sharing in the effort to make 
JCTC a healthy and safe environment regardless of the frequency or duration of their campus 
presence. Everyone is encouraged to have due diligence in the conduct of their affairs such that 
health and safety are not jeopardized, to exhibit due care and concern regarding the health and 
safety practices of those with whom they come in contact, and to bring to the attention of 
appropriate administrators any matter which is deemed to be a risk or threat to good health and 
safety. 
 
This Safety Manual discusses important health and safety issues pertaining to a wide range of 
topics including bloodborne pathogens, chemical hygiene, emergencies of various types, fires, 
hazardous materials and waste, laboratory operations, occupational safety and health, pandemic 
influenza, facilities operations and maintenance, severe weather and natural disasters, student 
conduct, and workplace violence. The Manual also discusses health and safety training. As social, 
environmental, educational or operating conditions or demands change, other topics will be added 
ǘƻ ǘƘŜ aŀƴǳŀƭ ŀƭƭ ǿƛǘƘ ǘƘŜ Ǝƻŀƭ ƻŦ ƳŀƪƛƴƎ ƻƴŜΩǎ ǘƛƳŜ ŀǘ W/¢/ ŀǎ ǇƭŜŀǎŀƴǘ ŀƴŘ ǇǊƻŘǳŎǘƛǾŜΣ ǎŀŦŜ ŀƴŘ 
healthy as possible and of minimizing the risk of loss or harm to life, limb, property and equipment. 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009 

TOPIC II-0045:  GENERAL SAFETY MEASURES REVISED: 

 
It has been estimated that one of every eight hospital beds is occupied by an accident victim. In the 
time it takes to read this safety Topic, approximately 20 additional Americans will become victims 
of a serious accident. For these reasons, it behooves every employee, student, visitor, vendor and 
contractor of Jefferson Community and Technical College to be alert to all safety conditions as well 
as those conditions which are unsafe, and to comply with all safety measuresτthose which are 
foundational and general in nature as stated in the following paragraphs, as well as those which 
pertain to specific safety issues appearing throughout this Safety Manual. 
 
The ultimate goal in accident prevention is "zero" injuries and άȊŜǊƻέ lost work-time. However, 
there are many barriers to achieving this goal, the most important of which is the human attitude. 
Most people feel that "it won't happen to me" or "it couldn't happen here." You can do more to 
protect yourself and your fellow worker by constantly thinking and practicing accident prevention 
than you can by memorizing all of the rules, regulations, and safeguards ever written or invented. 
Regardless of how routine a work responsibility might be, safety demands that you THINK before 
you act. 
 
General Safety Measures 
 

¶ Most accidents involving injury are preventable. Always be aware of your surroundings 
and other persons around you. Avoid questionable situations. 
 

¶ Do not be alone after dark (especially females) and do not enter a vehicle without 
checking inside first. 

 

¶  Do not leave vehicles unlocked in the parking lots, even under safety lights. 
 

¶ Report safety concerns to your supervisor, Campus Safety, and/or any member of the 
Safety Committee. 

 

¶ Dial 911 or Campus Safety for emergencies.  
 

¶ At all times, use common sense. Trust your safety judgment. 
 
General Work Habits 
 

¶ Reducing accidents means reporting to work physically and mentally rested, prepared 
to perform your job safely and properly. 
 

¶ Always report any known unsafe condition or any observed unsafe act to your 
supervisor or Campus Safety as soon as possible. 
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¶ In performing your job, keep your mind on your work. Always keep your temper and 
thoughts under control. 

 

¶ Report any injury to your supervisor as soon as possible. 
 

¶ If you are taking a prescribed drug with a potential side effect which could cause 
unsafe performance, inform your supervisor before beginning the day's work. 

 

¶ Use of illegal drugs or intoxicating beverages while at work (or reporting to work under 
the influence of these substances) is unsafe and prohibited, and may be cause for your 
immediate dismissal. 

 
Work Area Housekeeping 
 
Good housekeeping is an essential part of every job and includes the following procedures: 
 

¶ Work areas, aisles, walkways, and equipment shall be kept clear of loose materials, 
tools, old machines, scraps, etc. 
 

¶ Materials such as lumber and pipe should be stored in an orderly and secure manner; 
the same for file boxes, storage bins, etc. 

 

¶ Spills such as grease, water, or oil should be cleaned up as soon as possible; a delay 
could result in an accident to you or a fellow worker. 

 

¶ A safe access must be maintained to work areas at all times. Short cuts should be 
avoided. Never block aisles, traffic lanes, or fire exits with equipment or materials. 

 
Work Area Safety Awareness 
 

¶ When entering different or unfamiliar work areas, be aware of work being done 
around you and familiarize yourself with any required safety precautions.  
 

¶ Before opening valves, turning on switches, or starting machinery, check the locations 
and safety of others in the area. Have all safety guards and covers attached.  

 

¶ Be sure that a walking surface is secured before stepping onto it. Be careful around 
slippery spots, loose objects, or jagged edges. 

 

¶ All electrical cords, ropes, hoses, etc., shall be placed to avoid hazards such as tripping 
or damage from oil, grease, water, or moving equipment.  

 

¶ Having adequate lights on all work areas, stairways, and in basements is very 
important. 

 

¶ When swinging tools, elevated loads, boxes, or other materials, make sure the area 
involved is clear. If your work causes hazardous conditions for others, place adequate 
barricades and/or signs to warn of the danger, e.g., manhole barricade guards. 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009  

TOPIC II-0050:  SAFETY RESPONSIBILITIES REVISED: 

 
 
The President 
 
The President is fully responsible for overseeing, administering, and assuring that the overall 
general health and safety policies, procedures, plans and programs of the College are complied 
with. Responsibility for each of these at the campus or facility or program level is delegated by the 
President to the pertinent members of the senior leadership staff including each of the campus 
directors who, in turn, are authorized to delegate responsibility to employees under their 
management and supervision. In no case may any individual delegate away the responsibility for 
complying with the Safety Manual or for employing healthy and safe work practices. 
 
The Director of Facilities and Business Operations 
 
The Director of Facilities and Business Operations is responsible to the President for all matters of 
health and safety relative to the entire operations of the College. The Director of Campus Safety 
reports to the Director and serves to inform and advise the Director relative to health and safety. 
 
The Health and Safety Committee 
 
The JCTC Safety Committee is an advisory committee comprising members of the faculty, 
administration, and staff. The Director of Campus Safety serves as ad hoc member of the 
Committee. Appointments to the Committee are made annually through the normal committee 
procedures. 
 
The Committee shall be called into session at least once each academic semester for the purpose 
of: reviewing reports of accidents, fires, or other campus incidents involving issues of health or 
safety; reviewing recommendations submitted by the Director of Facilities and Operations or the 
Director of Campus Safety relative to changes in the Safety Manual or for developing and issuing 
ǘƘŜ /ƻƳƳƛǘǘŜŜΩǎ ƻǿƴ ǊŜŎƻƳƳŜƴŘŀǘƛƻƴǎΤ ŀŘǾƛǎƛƴƎ ǘƘŜ 5ƛǊŜŎǘƻǊ ƻŦ CŀŎƛƭƛǘƛŜǎ ŀƴŘ hǇŜǊŀǘƛƻƴǎ ǊŜƭŀǘƛǾŜ 
to any aspect of campus health and safety operations including training, budget, personnel, 
equipment, etc.; discussing College operations which bear upon health and safety matters; advising 
the Director of Facilities and Operations relative to issues of health and safety which are being 
discussed among the workforce or student body or which have come as recommendations or 
suggestions to the Director of Campus Safety; and such other matters which are considered 
important by the Director of Facilities and Operations who shall in all instances prepare the agenda 
for each Committee meeting.  
 
A Committee member shall be appointed each meeting to take notes of the meeting and to issues 
Minutes or other written reports of the meeting. 
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The Director of Campus Safety 
 
Reporting to the 5ƛǊŜŎǘƻǊ ƻŦ CŀŎƛƭƛǘƛŜǎ ŀƴŘ .ǳǎƛƴŜǎǎ hǇŜǊŀǘƛƻƴǎ ŀƴŘ ǳƴŘŜǊ ǘƘŀǘ ƛƴŘƛǾƛŘǳŀƭΩǎ ƎŜƴŜǊŀƭ 
direction and supervision, in addition to supervising the chief campus safety officer and that 
ƛƴŘƛǾƛŘǳŀƭΩǎ ŘŜǇŀǊǘƳŜƴǘ ƻŦ /ŀƳǇǳǎ {ŀŦŜǘȅ ǘƘŜ 5ƛǊŜŎǘƻǊ ƻŦ /ŀƳǇǳǎ {ŀŦŜǘȅ ǎŜǊǾŜǎ as the principal 
safety and emergency management director for the College. In this position, he or she advises the 
Director of Facilities and Operations relative to all aspects of campus safety including all matters 
covered by the Safety Manual.  
 
More specifically, the Director is charged with the following responsibilities; 
 

 

¶ Serve as liaison with College and local health, safety and emergency personnel; 
 

¶ Serve as a campus resource relative to health and safety issues particularly those 
covered in the Safety Manual; 

 

¶ Recommend health and safety training, budget, personnel and other resources; 
 

¶ Recommend Safety Committee meeting agenda items; 
 

¶ Work with supervisors of laboratories used in the academic or research programs to 
ensure compliance with all health and safety policies, procedures, and programs; 

 

¶ Work with other campus supervisors as appropriate relative to their compliance 
obligations regarding health and safety issues; 

 

¶ Consult as necessary with KCTCS personnel relative to compliance with KCTCS health 
and safety policies and procedures; 

 

¶ Consult as necessary with College personnel on all campuses relative to health and 
safety issues peculiar to each of their campuses; 

 

¶ Consult as necessary with College health care staff relative to health issues which need 
to be addressed via the Safety Manual; 

 

¶ Serve as the official custodian of the most current edition of the Safety Manual, both 
hard-copy and electronic versions, and as official caretaker of all individual and 
cumulative changes to the Manual from creation to current date; 

 

¶ Serve as an ad-hoc member of the Health and Safety Committee; 
 

¶ Perform such other duties relative to health and safety issues as directed by the 
Director of Facilities and Operations. 

 
 
Supervisors 
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Supervisory personnel are the cornerstone of the safety program of JCTC. Each supervisor, at every 
level of the organization and regardless of position title, has responsibility to: 
 

¶ Plan and provide fully adequate health and safety measures in their area of 
responsibility in consultation with the Director of Campus Safety, the Director of 
Facilities and Business Operations, the Safety Manual itself, or other appropriate 
persons or governing documents; 
 

¶ Promote health and safety operations among the individuals whom they supervise and 
make healthy and safe work practices an element of performance planning and 
evaluation; 

 

¶ Read completely and be readily familiar with all pertinent provisions of the JCTC Safety 
Manual; 

 

¶ Read the KCTCS policies and procedures pertaining to health and safety and ensure all 
employees under their supervision are knowledgeable of these; 

 

¶ Create as necessary and implement health and safety programs and control measures 
for their specific division, department, program or unit; 

 

¶ Report any occupationally-related accidents, injuries, or illnesses occurring in their area 
of responsibility; 

 

¶ Ensure that all their employees receive timely, appropriate, and adequate health and 
safety training; 

 

¶ Arrange for the procurement of safety equipment for their employees; 
 

¶ Stimulate within their employees the discovery, analysis, and prompt correct (when 
feasible) of unsafe or unhealthy conditions or practices; 

 

¶ wƻǳǘƛƴŜƭȅ ƛƴǎǇŜŎǘ ǘƘŜƛǊ ŜƳǇƭƻȅŜŜǎΩ ǿƻǊƪǇƭŀŎŜǎ ŀƴŘΣ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΣ ƳŀƪŜ ǇŜǊǎƻƴŀƭ 
observations of their employees at work, sufficient to verify safe and healthy 
conditions and work practices.. 

 
Faculty and Staff 
 
This Safety Manual encourages and requires that employees exercise judgment in the workplace. 
Disregard of prudent health or safety practices or the provisions of this Manual may subject the 
violator to disciplinary action in accordance with College or KCTCS policies and procedures. 
 
The primary responsibility for safety rests with each individual engaged in research, instruction, 
administration, staff support or service to the College. College faculty and staff have responsibility 
to: 
 

¶ Attend applicable safety training programs; 
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¶ Comply with health and safety provisions of the Safety Manual as well as those issued 
by their departments, divisions, deans, program heads, campus directors, and others in 
their sphere of supervision; 

 

¶ Report any workplace hazard, potential hazard, unsafe condition, or accident to their 
supervisor or other appropriate authority. 

 

¶ Those in a role of teaching or instructing have future responsibility to: 
 

o Incorporate safety instruction in their courses of study; 
o Provide instructions on hazard and accident prevent and healthy practices specific 

to their program, shop, or laboratory; 
o Provide instructions and promote activities which will lead to accident prevention 

by their students in future employment; 
o Stay informed about modern and accepted safe and healthy practices in their 

subject field; 
o Revise or rearrange shop or classroom or laboratory facilities to provide for optimal 

safety conditions.  
o As necessary, work with Physical Plant personnel to devise and enforce safe and 

healthy housekeeping procedures; 
o Provide for the use and maintenance of necessary personal protective equipment; 
o Make recommendations to their program coordinators, division chairs, and or 

department heads for improving safety and health. 
 
Students 
 
Students are an integral part of the JCTC safety program in that they are the ones on the front line 
so to speak. Learning proper health and safety procedures and use of safety apparel and 
equipment not only aids them during any accident or incident on campus but also prepares them 
their future beyond the College. Accordingly, students are expected to: 
 

¶ Develop good safety attitudes through actual instruction, training, and practice of safe 
and healthy behavior in their classrooms, shops, and laboratories; 
 

¶ Develop the ability to evaluate potential hazards in their various academic pursuits and 
to take the appropriate preventative measures; 

 

¶ Attend at a minimum all mandatory health and safety training; 
 

¶ Develop a sense of responsibility for their own safety and the safety of others; 
 

¶ Follow the safety rules and regulations at all times; 
 

¶ Report any defective tools, machines, or personal protective clothing to their 
instructors as soon as the defects are discovered; 

 

¶ Report any hazard, potential hazard, or unsafe or unhealthy condition to their 
instructors or  appropriate authority as soon as possible following discovery; 
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¶ Operate tools and machinery used in the educational process only after receiving 
proper operating instructions; 

 

¶ Wear the appropriate personal protective equipment whenever there is danger or 
hazardous conditions in their classrooms, shops, or labs; 

 

¶  Report all accidents to their instructors as soon as possible and regardless of the 
nature or severity of the accidents; 

 

¶ Learn and demonstrate knowledge of the safety rules and regulations of the College 
and their individual instructional programs. 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009  

TOPIC II-0060:  EMERGENCY PHONE NUMBERS REVISED: 

 
LIFE-¢Iw9!¢9bLbD {L¢¦!¢Lhb{ ΧΧΧΧΧΦ  фς1ς1 [DO NOT DIAL A 2ND άфέ .9Chw9 άф-1-мέϐ 
 
FOR ALL CAMPUS EMERGENCIES: 
 

¶ 5h²b¢h²b /!at¦{ ΧΧΧΧΧΧΦ  502τ418τ9051 (CAMPUS SAFETY) 
 

¶ {h¦¢I²9{¢ /!at¦{ ΧΧΧΧΧΧΦΦ  рлнτ418τ9221 (CAMPUS SAFETY) 
 

¶ ¢9/IbL/![ /!at¦{ ΧΧΧΧΧΧΧΦΦ  рлнτ418τ9183 (CAMPUS SAFETY) 
 

¶ {I9[.¸ /h¦b¢¸ /!at¦{ ΧΧΧΧΦΦ  рлнτ321τ7285 (CAMPUS SAFETY) 
 

¶ /!wwh[[¢hb /!at¦{ ΧΧΧΧΧΧΦ  рлнτ686τ0084 (CAMPUS SAFETY) 
 

¶ .¦[[L¢¢ /h¦b¢¸ /!at¦{ ΧΧΧΧΦ  рлнτ213τ9718 (CAMPUS SAFETY) 
                                                      OR   502τ322τ6771 (CAMPUS DIRECTOR) 

 
[h/![ 9a9wD9b/¸ {9w±L/9{ ΧΧΧΧΧΧΧ ф-1-1 [DO NOT DIAL a 2nd άфέ .9Chw9 άф-1-мέϐ 
 
LOCAL HOSPITAL NUMBERS: 
 

¶ 5h²b¢h²bΥ  W9²L{I Ih{tL¢![ ΧΧ  587 ς 4011 
                           Yh{!Lw Ih{tL¢![ ΧΧ 629 ς 6000 
                           bhw¢hb Ih{tL¢![ ΧΦ 629 ς 8000 
                           ¦bL±9w{L¢¸ Ih{tΧΧΦ 562 ς 3000 
 

¶ TECHNICAL CAMPUS: SAME AS DOWNTON 
 

¶ {h¦¢I²9{¢Υ    bhw¢hb I{tL¢![ ΧΦΦ 933 ς 8100 
 

¶ {I9[.¸ /h¦b¢¸Υ W9²L{I Ih{tΦ ΧΧΦ 647 ς 4347 
 

¶ /!wwh[[¢hbΥ /!wwh[[ /hΦ Ih{tΧΦ 732 ς 4321 
 

¶ BULLITT COUNTY: JEWISH HOSPITAL. 955 ς 3000 
 

thL{hb /hb¢wh[ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ м- 800 ς 222 ς 1222 
                                                               ALSO:         502 ς 589 ς 8222 
 
5h²b¢h²b /!at¦{ I9![¢I b¦w{9 ΧΧΧΧΦ нмо ς 2175 
 
LOUISVILLE GAS & ELECTRIC: 
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¶ POWER OUTAGES/DOWNED POWER LINES:  502 ς 589 ς 3500 

¶ GAS LEAKS: 502 -  589 ς 5511 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009 

TOPIC II-0070: SNAP ς SAFETY NOTIFICATION 
ALERT PROCESS 

REVISED: 

 
Jefferson Community and Technical College has implemented an emergency notification system 
ƪƴƻǿƴ ŀǎ ǘƘŜ {ŀŦŜǘȅ bƻǘƛŦƛŎŀǘƛƻƴ !ƭŜǊǘ tǊƻŎŜǎǎ ƻǊ ά{b!tέ ŦƻǊ ǎƘƻǊǘΦ {b!t ǎŜǊǾŜǎ ŀǎ ŀ ƳŜŎƘŀƴƛǎƳ ŦƻǊ 
making mass notifications in a very short period of time, such as at a time of a major campus crisis, 
severe weather, loss of utilities, sudden large chemical spill, major unanticipated interruption in 
local traffic causing an impediment to college operations, etc. 
 
SNAP works through text messages to those who subscribe (at no charge) to the process; through 
messages sent out electronically to campus computers and telephones; through messages sent out 
to campus display boards which are hooked into the network; and other means which are being 
developed. 
 
The College has a team of administrators who have been trained on SNAP and who are authorized 
to use the system to send messages.  
 
Registration of cell phones for receipt of SNAP text alerts can be done by visiting: 
http://www.kctcs.edu/snap. 
 
 
  

http://www.kctcs.edu/snap
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009  

TOPIC II-0080: ACKNOWLEDGEMENTS  REVISED: 

 
Jefferson Community and Technical College ŜȄǘŜƴŘǎ ŀ ǎƛƴŎŜǊŜ άǘƘŀƴƪ-ȅƻǳέ to colleges and 
universities around the country for the safety-related materials which they have published on their 
public access websites. These proved invaluable in the compilation of this Safety Manual and, 
ǘƘŜǊŜŦƻǊŜΣ ƛƴ ǘƘŜ /ƻƭƭŜƎŜΩǎ ŜŦŦƻǊǘǎ ǘƻ provide the safest, healthiest environment for students, 
employees, guests, vendors, and contractors. Of particular note, information from the following 
colleges and universities was found to be quite useful: 

 
 Valdosta Technical College (GA)    West Kentucky Community and Technical College 

 
Madisonville Community College (KY)    Somerset Community College (KY) 

 
The University of Louisville       Bluegrass Community and Technical College (KY) 

 
Western Kentucky University    Elizabethtown Community and Tech. College (KY) 

  
The University of Kentucky       Indiana University Bloomington and Southeast 

 
The University of Pittsburgh    Palm Beach Community College (FL) 

 
Duke University      The University of Chicago 

 
Oklahoma State University       Louisiana State University 
 
Northwestern University (IL)    Harvard University 
 
Kennesaw State University  (GA)    Bowling Green State University (OH) 

 
Information from the Kentucky Community and Technical College System (KCTCS) was also very 
helpful as was information from the federal and state occupational safety & health and 
environmental protection agencies. 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009  

APPENDIX A: KCTCS ADMINISTRATIVE POLICIES 
AND PROCEDURE 3.3.6 

REVISED: 

 
3.3.6 ENVIRONMENTAL HEALTH AND SAFETY POLICY 

 
It is the policy of the KCTCS to provide a safe and healthy environment for its students, faculty, staff 
and visitors. KCTCS intends to be a role model for the Commonwealth in its environmental 
stewardship, health protection, and safety standards and in its compliance with all laws and 
regulations relating to the environment, health and safety. These goals will be part of the 
management objectives for units at all levels of the KCTCS. Employees and students are expected 
to support these goals in all KCTCS activities. 
 
KCTCS is committed to developing and maintaining a sustainable and environmentally responsible 
mode of operation, within the context of its educational mission, fiscal constraints, and 
responsibilities to students, faculty, staff, alumni, and the local communities. This commitment to 
environmental responsibility is intended both to educate the KCTCS community about 
environmental issues and to minimize, to the ŜȄǘŜƴǘ ǇǊŀŎǘƛŎŀōƭŜΣ Y/¢/{Ωǎ ƛƳǇŀŎǘ ƻƴ ǘƘŜ 
environment. 
 

3.3.6.1 Environmental Health and Safety 
Programs and Responsibilities 

 
A. KCTCS Environmental Health and Safety Department  
 
The Environmental Health and Safety Department is responsible for development, oversight and 
management of environmental health and safety programs that protect the environment, provide 
safe and healthy conditions for work and study, and comply with applicable laws and regulations. 
Staff will function as consultants to heads of academic and administrative units in all areas of 
environmental health and safety. In addition to consultation, the office will make health and safety 
investigations as necessary and upon request, will assist safety committees in the development of 
intra-departmental safety programs, and participate in health and safety training and education 
projects. 
 
The Environmental Health and Safety Coordinators will provide technical assistance in determining 
existing or potential health and safety hazards. Assistance can be provided through consultations 
and code interpretations either for existing operations and facilities or for those which are being 
planned. Additionally, the Safety Coordinators will inspect and report on the environmental health 
and safety aspects of KCTCS operations and facilities. Such inspections may be routine or by 
request. The results will be reported to the appropriate administrative personnel. 
 
The Department will maintain reference materials from local, state, and federal agencies, 
particularly in regard to rules and procedures affecting campus operations, and will assist in the 
technical interpretation of same. The Department will develop additional appropriate 
environmental health and safety standards for unique campus situations and submit them for 
administrative approval. 
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B. College Presidents, Chief Academic and Student Services Officers, Faculty Division Chairs and 
Other Heads of Academic and Administrative Units 
 
College Presidents, Chief Academic and Student Services Officers, Faculty Division Chairs and other 
heads of academic and administrative units have a primary responsibility for the health and safety 
of their staff and students and for compliance with all applicable laws and regulations; for 
providing funds needed for safety and health improvements and for making those improvements; 
and for ensuring that supervisors, employees and students comply with the duties set forth herein. 
In addition, some units may have other specific requirements and responsibilities established by 
agencies external to KCTCS. 
 
The formation of safety committees within each college is encouraged. 
 
C. Supervisors 
 
Each supervisor has certain specific responsibilities for providing a working environment free from 
safety and health hazards for those supervised. These responsibilities include, but are not limited 
to, the following: 
 

1. Informing new employees about safety and health procedures, rules and regulations, as 
well as their specific responsibilities. 
 
2. Assuring that required equipment and personal protective equipment are provided, 
maintained and used. 
 
3. Taking prompt action when unsafe acts or conditions are reported or noted. 
 
4. Providing for health and safety training and education on a continuing basis. 
 
5. Promptly investigating and reporting all on-the-job accidents and requesting medical 
treatment if required. 
 
6. Promptly investigating and reporting all job-related health or safety problems. 
 
7. Coordinating or conducting internal inspections to assure safe and healthful conditions. 
 
8. Requesting the assistance of the next higher level of supervision regarding budget 
requests for health and safety improvements. 

 
D. Employees 
 
Each employee has certain specific responsibilities to comply with existing safety and health 
standards, rules, and regulations. The responsibilities include, but are not limited to, the following: 
 

1. Following all safety and health standards and rules. 
 

2. Reporting all hazardous conditions to the supervisor. 
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3. Wearing or using prescribed personal protective equipment. 
 

4. Reporting any job-related injuries or illnesses to the supervisor and seeking treatment 
promptly. 
 

5. Refraining from the operation of any mechanical equipment without both proper 
instructions and authorization. 

 
E. Students 
 
Students are responsible for following all health and safety standards and rules. 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009  

APPENDIX B: KCTCS BUSINESS PROCEDURE 2.10 REVISED: 

 
2.10 ENVIRONMENTAL HEALTH AND SAFETY PROGRAM 

 
Section 2.10.1 ς General Policy  
 
A. It is the policy of KCTCS to provide a safe and healthy environment for its students, faculty, 

staff, and visitors.  KCTCS intends to be a role model for the Commonwealth in its 
environmental stewardship, health protection, and safety standards and in its compliance with 
all laws and regulations relating to the environment, health, and safety.  These goals will be 
integral to management objectives for operating units at all levels of the KCTCS.  Employees 
and students are expected to support these goals in all KCTCS activities. 

 
B. KCTCS is committed to developing and maintaining an environmentally responsible mode of 

operation, within the context of its educational mission, fiscal constraints, and responsibilities 
to students, faculty, staff, alumni, and the local communities.  This commitment to 
environmental responsibility is intended both to educate the KCTCS community about 
ŜƴǾƛǊƻƴƳŜƴǘŀƭ ƛǎǎǳŜǎ ŀƴŘ ǘƻ ƳƛƴƛƳƛȊŜΣ ǘƻ ǘƘŜ ŜȄǘŜƴǘ ǇǊŀŎǘƛŎŀōƭŜΣ Y/¢/{Ωǎ ƛƳǇŀŎǘ ƻƴ ǘƘŜ 
environment. 

 
C. Any questions or requests for information on health and safety matters should be referred to 

the Health and Safety Section of the Capital Project Design Division, KCTCS Office of Facilities 
Management. 

 
 
 
Section 2.10.2 ς Environmental Health and Safety Programs and  
         Responsibilities      
 
A. KCTCS Office of Facilities Management, Capital Project Design Division, Health & Safety 

Section 
 

1. The Health and Safety Section is responsible for development, oversight, and 
management of environmental health and safety programs that protect the 
environment, provide safe and healthy conditions for work and study, and comply with 
applicable laws and regulations.  Section staff will function as consultants to heads of 
academic and administrative units in all areas of environmental health and safety.  In 
addition to consultation, Section staff will make health and safety investigations as 
necessary, and upon  request will assist safety committees in the development of intra-
departmental safety programs, and participate in health and safety training and 
education projects. 

 
2. The Health and Safety Section will provide technical assistance in determining existing 

or potential health and safety hazards.  Assistance can be provided through 
consultations and code interpretations either for existing operations and facilities or 



   

Page 28 of 602 
 

for those that are being planned.  Additionally, the Section will inspect and report on 
the environmental health and safety aspects of KCTCS operations and facilities.  Such 
inspections may be routine or by request.  The results will be reported to the 
appropriate administrative personnel. 

 
3. The Health and Safety Section will maintain reference materials from local, state, and 

federal agencies, particularly in regard to rules and procedures affecting campus 
operations, and will assist in the technical interpretation of the same.  The Section will 
develop additional appropriate environmental health and safety standards for unique 
campus situations and submit them for administrative approval. 

 
4. The Health and Safety Section will perform accident investigation of all serious 

accidents at KCTCS facilities.  A reportable accident is one that requires the injured 
party to desist from the activity, to absent himself/herself for a period of time, and to 
receive either first aid or medical attention. 

 
5. The Health and Safety Section will coordinate with the KCTCS Human Resources 
5ƛǾƛǎƛƻƴ ƻƴ ²ƻǊƪŜǊΩǎ /ƻƳǇŜƴǎŀǘƛƻƴ ŎƭŀƛƳǎΦ  ¢ƘŜ {ŜŎǘƛƻƴ ǿƛƭƭ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ǘƘŜ 
investigation of those claims and in the identification and correction of unsafe 
conditions that either have contributed to an accident or could contribute to an 
accident. 

 
B. /ƻƭƭŜƎŜ /9hΩǎ ŀƴŘ hǘƘŜǊ IŜŀŘǎ ƻŦ !ŎŀŘŜƳƛŎ ŀƴŘ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ ¦ƴƛǘǎ 
 

1. /ƻƭƭŜƎŜ /9hΩǎ ŀƴŘ ƻǘƘŜǊ ƘŜŀŘǎ ƻŦ ŀŎŀŘŜƳƛŎ ŀƴŘ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǳƴƛǘǎ ƘŀǾŜ ŀ ǇǊƛƳŀǊȅ 
responsibility for the health and safety of their staff and students and for compliance 
with all applicable laws and regulations; for providing funds needed for safety and 
health improvements and for making those improvements; and for ensuring that 
supervisors, employees, and students comply with the duties set forth herein.  In 
addition, some units may have other specific requirements and responsibilities 
established by agencies external to KCTCS. 

 
2. Each College District should have one person charged with the responsibility of 

overseeing all health and safety programs, records, and equipment district-wide. 
 
3. Each Campus should have one person responsible for maintaining safety records, 

equipment, and programs for the campus. 
 
4. The formation of safety committees within each college is encouraged. 

 
C. Supervisors, Professors, or Instructors 
 

1. Each supervisor has certain specific responsibilities for providing a working 
environment free from danger and health hazards for those supervised.  These 
responsibilities include but are not limited to the following: 

 
a. Safety orientation for new employees 
b. Ensuring that adequate and appropriate equipment is provided, maintained, 

and used 
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c. Rapid response to reports of unsafe acts or conditions 
d. Provision of timely and appropriate safety training and education 
e. Prompt reporting and investigation of all accidents and requesting medical 

treatment, if required 
f. Prompt reporting of all job-related health or safety problems 
g. Coordinating or conducting internal safety inspections 
h. Requesting the support of supervisors regarding budget requests for health 

and safety improvements. 
 
C. Employees 
 

1. Each employee has certain specific responsibilities to comply with existing safety and 
health standards, rules and regulations. These responsibilities include but are not 
limited to the following: 

 
a. Complying with all safety and health standards and rules 
b. Reporting hazardous conditions to supervisors 
c. Wearing or using prescribed personal protective equipment 
d. Reporting any job-related injuries or illnesses to supervisor, and seeking 

treatment promptly 
e. Refraining from the operation of any mechanical equipment without 

proper training and authorization. 
 
 
 
Section 2.11.3 ς Emergency Response Action Plans 
 
A. Each college and the System Office will develop and maintain a comprehensive Emergency 

Response Plan that provides direction to faculty, staff, students, and campus visitors on what 
actions to take upon the occurrence of a natural disaster, severe weather outbreak, violent 
incident, or environmental hazard. 

 
B. The Health and Safety Section of the KCTCS Office of Facilities Management must approve the 

Emergency Response Plan.   
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION II: GENERAL INFORMATION EFFECTIVE: JULY 1, 2009  

APPENDIX C: GENERAL SAFETY GLOSSARY OF 
TERMS 

REVISED: 

 
 
Absorption    A mode of entry of a toxic substance into the body in which 

the substance enters through the unbroken skin. 
 
ACGIH    American Conference of Governmental Industrial Hygienists. 
 
Acute  A health effect that is the result of a short time exposure to a very 

high concentration of a toxic material. The effect is usually 
immediately seen, not more than several hours after the exposure. 

 
Adequate Ventilation  Ventilation that will keep the exposures to a material below the 

Threshold Limit Value. 
 
Administrative Control A method of reducing the total exposure or dose to a worker by 

lowering the amount of time the worker is exposed. 
 
Anesthetic  A material that causes unconsciousness after excessive exposure. 

The effect is the same as that of drugs used for surgery. 
 
Asphyxiation Smothering.  A toxic material may cause asphyxiation by diluting the amount of 

oxygen in the air, paralyzing the lungs, or interfering with the 
body's ability to transport oxygen to the cells. 

 
Boiling  Point  The temperature at which the vapor pressure of a liquid equals 

atmospheric pressure of at which the liquid changes to a vapor. 
The boiling point is usually expressed in degrees Fahrenheit. If a 
flammable material has a low boiling point, it indicates a special 
fire hazard. 

 
Carcinogen    A material that causes cancer. 
 
C.A.S.  Identifies a particular chemical by the Chemical Number Abstracts 

Service, a service of the American Chemical Society that indexes 
and compiles abstracts of worldwide chemical literature called 
"Chemical Abstracts." 

 
Chronic  A toxic effect that occurs only after exposure to a material for a 

long time, usually months of years. The amount of exposure is 
usually very low, and often symptoms are not immediately 
noticeable. 
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Combustible  According to the DOT and NFPA, combustible liquids are those 
having flash point at or above 100ɳF (37.8ɳC), or liquids that will 
burn. They do not ignite as easily as flammable liquids. However, 
combustible liquids can be ignited under certain circumstances, 
and must be handled with caution. Substances, such as wood, 
paper, etc., are termed "Ordinary Combustibles". 

 
Concentration  The amount of material in the air, e.g., 50 parts per million. May 

also refer to the amount of a substance in a mixture, e.g., 10% 
ammonia in water. 

 
Control  A method of limiting or eliminating exposure of workers to a 

hazardous substance. 
 
Corrosive  A substance that, according to the DOT, causes visible destruction 

or permanent changes in human skin tissue at the site of contact 
or is highly corrosive to steel. 

 
Cumulative Effect  An effect of a toxic material that takes place only after a quantity 

of the material is taken into the body, or when damage is caused 
by the substance over a period of time at a rate faster that the 
body can repair. 

 
Decompose  Breaking down of a chemical under heat, shock, or mixing with 

other chemicals. The resulting products of decomposition may be 
more toxic or hazardous than the original substance. 

 
Dose  The amount of a substance that enters the body. The amount 

depends on the rate at which the substance enters the body and 
the length of time the substance continues to enter the body, e.g., 
a worker may inhale 10 milligrams of dust per day for 10 days. The 
total dose is 100 milligrams. Not all of the substance may remain in 
the body; some is eliminated, possibly as fast as it enters. 

 
DOT  Department of Transportation. A Federal Agency, which specifies a 

labeling system for the interstate transport of hazardous materials, 
among other duties. 

 
Dust  Relatively large particles of solid material in the air, generated by 

grinding or crushing. 
 
Engineering Control A change in equipment, materials, or process, e.g., ventilation that 

reduces the hazard from the substance. 
 
EPA  The Environmental Protection Agency is the governmental agency 

responsible for the administration of laws to control and/or reduce 
pollution of air, water, and land systems. 

 
Epidemiology    The study of disease in human populations. 
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Evaluation  The process used by a Safety or Health Professional to determine 

the extent of hazard presented by the use of a toxic material. If 
often involves taking air samples to determine total dose. 

 
Exposure  Similar to dose. The combination of concentration of a substance 

in air and the amount of time a worker is exposed to that 
concentration gives the total exposure or dose. 

Flammable Limits The range of concentrations in air of flammable vapors of a Limits 
substance between which the vapors will ignite and continue to 
burn; possibly resulting in an explosion. The lower limit is the 
Lower Flammable (or explosive) Limit, LFL, and the upper limit is 
the Upper Flammable (or explosive) Limit. Below the LFL, there is 
not enough vapors to support combustion. Above the UFL there is 
too much vapor. The mixture is too much to burn. Note: The MSDS 
uses the term Explosive Limits, but the preferred term is 
Flammable Limits. The terms are synonymous. 

 
Flammable Liquid According to the DOT and NFPA a flammable liquid is one  that has 

a flash point below 100ɳF. (See Flash Point.) 
 
Flash Point  The temperature at which enough vapor is produced to reach a 

concentration equal to the LFL, see Flammable Limits. A substance 
with a high flash point is less hazardous than one with a low flash 
point. 

 
Fume  A term used by health professionals to mean solid particles in air, 

usually much smaller than dust, and generated by heating a solid 
material, e.g., a welding rod. 

 
Gas     A substance like air. Nitrogen, oxygen, and carbon dioxide are 
gases. 
 
Hazard  A term that combines the ability or potential of a substance or 

process to cause a problem with the probability that the substance 
actually will cause a problem, e.g., gasoline is a flammable 
substance. If small amounts are kept in sturdy, sealed containers 
with no ignition sources nearby, the hazard is small. If gasoline is 
kept in large, open buckets and smoking and welding are done 
nearby, the hazard is great. 

 
Individual Susceptibility  The difference in reaction to a given dose of a toxic  material by 

different individuals. Some persons may show a stronger or more 
noticeable effect from the same dose than others. Such individuals 
may be allergic or hypersensitive to the material. 

 
Incompatible  Two or more chemicals that will produce an undesirable reaction 

when mixed. For example, mixing any acid with sodium cyanide 
will produce highly toxic hydrogen cyanide gas. 
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Infrared    A type of radiation given off by a hot stove or the sun, sensed as 
heat. 
 
Ingestion    Swallowing. One of the ways a toxic substance can enter the body. 
 
Inhalation  Breathing in. The most common way for a toxic substance to enter 

the body. 
 
Irritant  A substance that produces an irritating effect when it contacts 

skin, eyes, nose, or respiratory system. 
 
Isolation  A method of Control for hazardous materials in which the material 

is kept completely away from workers by enclosing it in tanks, 
pipes, or reaction vessels. 

 
Lethal Concentration 50 The concentration of an air contaminant that will kill 50 percent of 

the test animals in a group during a single  exposure. 
 
Lethal Dose 50  The dose of a substance or chemical that will kill 50  percent of the 

animals in a group within the first 30 days following exposure. 
 
LFL or LEL  Lower Flammable Limit or Lower Explosive Limit. (See Flammable 

Limits) 
 
Local Exhaust  Also known as exhaust ventilation. A ventilation system that 

captures and removes the contaminants at the point they were 
being produced before they escape into the workroom air. The 
system consists of hoods, duck work, a fan and possibly an air 
cleaning device. Advantages of local exhaust ventilation over 
general ventilation include: it removes the contaminant rather 
than dilutes it; it requires less airflow and thus is more economical 
over the long tern; the system can be used to conserve or reclaim 
valuable materials. However, the system must be properly 
designed with the correctly shaped and placed hoods; and 
correctly sized fans and duck work. 

 
MCA     Manufacturing Chemists Association 
 
Microorganism  Germs, bacteria, viruses, yeasts, molds, and fungi capable of 

causing disease. These are biological hazards. 
 
Microwaves  A type of radiation used for heat sealers, ovens, radar, and 

communications. A physical hazard. 
 
Mist     Liquid droplets in air. 
 
MSDS     Material Safety Data Sheet 
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Mutagen  Anything that can cause a change (or mutation) in the genetic 
material of a living cell. 

 
Narcosis    Stupor or unconsciousness caused by exposure to a chemical. 
 
NFPA  The National Fire Prevention Association is a voluntary 

membership organization whose aims are to promote and improve 
fire protection and prevention. NFPA has published 16 volumes of 
codes known as the National Fire Codes. Within these codes is 
Standard No. 704, "Identification of the Fire Hazards of Materials". 
This is a system that rates the hazard of a material during a fire. 
These hazards are divided into health, flammability, and reactivity 
hazards and appear in a well-known diamond system using from 
zero through four to indicate severity of the hazard. Zero indicates 
no special hazard and four indicates severe hazard. 

 
NIOSH  The National Institute for Occupational Safety and Health is a 

federal agency that, among its various responsibilities, trains 
occupational health and safety professionals; conducts research on 
health and safety concerns; and tests and certifies respirators for 
workplace use. 

 
Nonionizing Radiation   Forms of radiation, e.g., infrared, radio, and microwaves. 
 
NPCA     National Paint and Coatings Association 
 
Odor Threshold The minimum concentration of a substance at which a majority of 

test  subjects can detect and identify the substance's characteristic 
odor. 

 
OSHA  Occupational Safety and Health Administration. This Federal 

agency is responsible for promulgating standards to provide a safe 
and healthy work environment. 

 
Oxidizer  A substance that gives up oxygen easily to stimulate combustion of 

organic material. 
 
Oxygen Deficiency An atmosphere having less than the normal percentage of oxygen 

found in normal air. Normal air contains 21% oxygen at sea level. 
 
Permissible Exposure Limit OSHA's number that tells the concentration of a chemical in air 

that a worker may breathe for a given period of time without 
experiencing adverse effects, see TLV. 

 
ppm     Parts ( of vapor or gas) per million ( parts of air) by volume. 
 
Personal Protective  Any device of clothing worn by the worker to protect against 

hazards in the environment. Examples are respirators, gloves, and 
chemical splash goggles. 
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Polymerization  A chemical reaction in which two or more small molecules 

combine to form larger molecules that contain repeating structural 
units of the original molecules. A hazardous polymerization is the 
above reaction, with an uncontrolled release of energy. 

 
Reactive  A chemical that will undergo undesirable changes or reactions 

when heated, shocked, exposed to air, or mixed with other 
substances, see Incompatible. 

 
Recognition  The process of identifying potential hazards. The process of 

evaluation then assesses the degree of actual hazard. 
 
Respirator  A device worn over the face and used to either mechanically filter 

dirty air or supply fresh air to the wearer. 
 
Respiratory Hazard  A particular concentration of an airborne contaminant that, when 

it enters the body by way of the respiratory system or by being 
breathed into the lungs, results in some bodily function 
impairment. 

 
Sensitizer  A substance that may cause no reaction in a person during initial 

exposures, but further exposures will cause an allergic response to 
the substance. 

 
Short Term Exposure Limit Represented as STEL or TLVSTEL, this is the maximum 

concentration to which workers can be exposed for a short period 
of time (15 Minutes) for only four times throughout the day with at 
least one hour between exposures. Also the daily TLVTWA must 
not be exceeded. 

 
Solvent  A  liquid used to dissolve or clean materials.   Water is a solvent 

but ma-terials  like alcohol, trichloroethylene, or methyl ethyl 
ketone are usually referred to as solvents or organic solvents. 
These materials usually evaporate into the air and can be inhaled 
into the body. 

 
Specific Gravity  The density of a liquid when compared to water which has  a 

specific gravity of 1.0. A liquid with a specific of less than 1 will 
float on water; while one with a specific gravity of more than 1 will 
sink in water. 

 
Static Grounding  A means of grounding a flammable liquid storage container to 

prevent the accumulation of a static electrical charge. 
 
Substitution  A control method in which a less hazardous substance replaces a 

hazardous one; e.g., soap and water to clean floors in place of a 
solvent like acetone. 
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Systemic  A toxic effect on the body in which one or more organs are 
damaged by a substance, e.g., lead entering the body by inhalation 
can damage the nervous system, the kidneys, the bone marrow or 
the intestines. 

 
Teratogen  An agent or substance that may cause physical defects in the 

developing embryo or fetus when a pregnant female is exposed to 
that substance. 

 
Threshold Limit Value A number that tells the concentration of a chemical in air that a 

worker may breathe for a given period of time ( a TLV dose) 
without experiencing adverse effects. The American Conference of 
Governmental Industrial Hygienist, ACGIH, publishes TVS for about 
500 substances. OSHA uses similar limits called Permissible 
Exposure Limit, PEL. 

 
Time Weighted Average The average time, over a given work period (e.g., 8-hour Weighted 

workday), of a person's exposure to a chemical or an agent. The 
average is determined by sampling for the contaminant 
throughout the time period. Represented as TLV-TWA 

 
Toxic  Capable of causing damage to the body. A substance is more toxic 

if a small amount can cause the damage. The degree of hazard of a 
substance depends partly on how toxic it is. 

 
Trade Secret  An ingredient of a chemical that gives the producer or 

manufacturer a business advantage over the competitors. 
According to the OSHA Hazards Communication Standard, a 
manufacturer does not have to disclose the chemical name of a 
substance in the product if it is a trade secret. Sufficient 
information must still be provided to ensure safe use of the 
product. 

 
UFL or UEL    Upper Flammable Limit of Upper Explosive Limit. (See Flammable 
Limits 

 
Unstable  A chemical that will decompose or react very easily. Nitroglycerine 

is unstable because it will explode when shocked by dropping a 
container  

 
Vapor  A substance in air similar to a gas, but produced by the 

evaporation of a liquid into air. Solvents usually enter the body in 
the form of a liquid. 

 
Vapor Density  A measure of how heavy the vapor of a liquid is, comparedto air, 

which has a vapor density of 1.0. When the vapor density is high, 
the vapors will tend to collect in low spots. 
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Vapor Pressure  A measure of the volatility of ease with which a liquid will 
evaporate to become a vapor. A high vapor pressure means the 
liquid evaporates quickly. 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION III: BLOODBORNE PATHOGENS EFFECTIVE: JULY 1, 2009  

TOPIC III-0010: EXPOSURE CONTROL PROGRAM REVISED: 

 
¢ƘŜ ǘŜǊƳ άōƭƻƻŘōƻǊƴŜ ǇŀǘƘƻƎŜƴǎέ ǊŜŦŜǊǎ ǘƻ ǇŀǘƘƻƎŜƴƛŎ όǘƘŀǘ ƛǎΣ ŎŀǇŀōƭŜ ƻŦ ŎŀǳǎƛƴƎ ŘƛǎŜŀǎŜύ 
microorganisms that are present in the human blood or other potentially infectious materials 
(OPIM) and can cause disease in humans. The pathogens include, but are not limited to, hepatitis B 
virus (HBV) and human immunodeficiency virus (HIV). Pathogenic microorganisms can also cause 
diseases such as hepatitis C, malaria, syphilis, babesiosis, brucellosis, leptospirosis, and others. 
 
Jefferson Community and Technical College has developed an Exposure Control Plan as a means to 
minimize employee and student exposure to human blood and other potentially infectious 
materials. This Plan is designed to comply with the standards promulgated by the federal 
Occupational Safety and Health Administration (OSHA) in Part 1910.1030 of Title 29 of the U.S. 
Code of Federal Regulations (CFR) and by the Kentucky Occupational Safety and Health Program 
under 803 KAR 2:320.  According to OSHA, exposure to bloodborne pathogens can be minimized or 
eliminated using a combination of universal precautions, engineering controls, work practice 
controls including proper housekeeping, personal protective clothing and equipment, training, 
medical surveillance, hepatitis B vaccination, signs and labels, and other provisions. A copy of the 
JCTC Exposure Control Plan is in Appendix A to this Section III. 
 
At a minimum, the following procedures should be practiced in order to minimize the risk of 
exposure to bloodborne pathogens: 
 

¶ Any person using potentially dangerous implements will be given proper training. 
 

¶ Puncture-proof containers will be available for the proper disposal of all needles and 
other sharp instruments. Bent, clipped, or recapped needles will not be used. 

 

¶ Waste receptacles that are designated for the disposal of materials containing blood, 
body fluids, or tissue, as well as waste receptacles that could be used for such 
materials, will be equipped with plastic liners. Liners will be removed, rather than 
emptied. 

 

¶ All soiled laundry will be treated as contaminated and will be handled as such. 
 

¶ Gloves will be provided for all employees who are required to handle items or 
containers where blood, body fluids, or tissue may be present. 

 

¶ Warning labels will be affixed to all containers of regulated waste and to all containers 
that are used to store, transport, or discard blood or other potentially infectious 
materials. 

 

¶ Labels will also be affixed to refrigerators and freezers containing blood or other 
potentially infectious materials. 
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¶ No food or drink will be stored in the same refrigerator or freezer as infectious 
materials. 

 

¶ Eating and drinking is prohibited in all areas where exposure to blood and body fluids is 
possible. 

 

¶ Signs will be prominently placed in restrooms and at other hand washing facilities to 
remind and to encourage employees and others to frequently wash their hands. 
Frequent hand washing is essential in the prevention of transmitting diseases. 

 

¶ Refuse from restroom waste receptacles should be regarded as contaminated. Waste 
receptacles will be equipped with plastic liners, and should be removed, rather than 
emptied. Any necessary clean-up of potentially contaminated fluids is to be done 
wearing gloves and with a disinfectant detergent. 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION III: BLOODBORNE PATHOGENS EFFECTIVE: JULY 1, 2009  

APPENDIX A: EXPOSURE CONTROL PLAN REVISED: 

 
This Exposure Control Plan is divided into the following main sections: DEFINITIONS; EXPOSURE 
DETERMINATION; METHODS OF COMPLIANCE; ENGINEERING AND WORK PRACTICE CONTROLS; 
PERSONAL PROTECTIVE EQUIPMENT; HOUSEKEEPING; REGULATED WASTE; BIO-HAZARD 
WARNINGS; HEPATITIS VACCINATION AND POST-EXPOSURE EVALUATION AND FOLLOW-UP; 
INFORMATION AND TRAINING; POST-EXPOSURE EVALUATION AND FOLLOW-UP; RECORD KEEPING; 
EVALUATION AND SELECTION OF SAFETY DEVICES. 
 
DEFINITIONS 
 

¶ Blood - Human blood, human blood components, and products made from human blood. 
 

¶ Bloodborne Pathogens - pathogenic microorganisms that are present in human blood and 
can cause disease in humans. These pathogens include, but are not limited to, hepatitis B 
virus (HBV) and human immunodeficiency virus (HIV). 

 

¶ Body Substance Isolation - an approach to infection control in which all body fluids and 
substances are treated as if known to carry HIV, HBV and other blood borne pathogens. 

 

¶ Clinical Laboratory - a workplace where diagnostic or other screening procedures are 
performed on blood or other potentially infectious materials. 

 

¶ Contaminated - the presence or the reasonably anticipated presence of blood or other 
potentially infectious materials on an item or surface. 

 

¶ Contaminated Laundry - laundry which has been soiled with blood or other potentially 
infectious materials or which may contain sharps. 

 

¶ Contaminated Sharps - any contaminated object that can penetrate the skin, including but 
not limited to needles, scalpels, broken glass, broken capillary tubes, and exposed ends of 
dental wires. 

 

¶ Decontamination - the use of physical or chemical means to remove, inactivate, or destroy 
blood borne pathogens on a surface or item so that they are no longer capable of 
transmitting infectious particles and the surface or item is rendered safe for handling, use 
or disposal. 

 

¶ Engineering Controls - controls which isolate or remove the hazard of blood borne 
pathogens from the workplace (i.e., controls relating to sharps disposal containers, self-
sheathing needles, safer medical devices such as sharps with engineered sharps injury 
protections and needle less systems, etc.). 
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¶ Exposure Incident - a specific eye, mouth, or other mucous membrane, nonintact skin, or 
potential contact with blood or other potentially infectious materials that results from the 
performance of an employee's duties. 

 

¶ Hand Washing Facilities - a facility providing an adequate supply of running potable water, 
soap and single use towels or hot air drying machines. 

 

¶ HBV - Hepatitis B Virus 
 

¶ HIV - Human Immunodeficiency Virus 
 

¶ Needleless Systems - a device that does not use needles for: 
 

o The collection of bodily fluids or withdrawal of body fluids after initial venous or 
arterial access is established; 

 
o The administration of medication or fluids; OR 

 
o Any other procedure involving the potential for occupational exposure to 

bloodborne pathogens due to percutaneous injuries from contaminated sharps. 
 

¶ Occupational Exposure - reasonably anticipated skin, eye, mucous membrane, or 
parenteral contact with blood or other potentially infectious materials that may result from 
the performance of an employee's duties. 

 

¶ Other Potentially Infectious Material (OPIM) 
 

o Any of the following human body fluids: semen, vaginal secretions, cerebrospinal 
fluids, synovial fluids, pleural fluid, pericardial fluid, peritoneal fluid, amniotic fluid, 
salvia, any body fluid that is visibly contaminated with blood, and all body fluids in 
situations where it is difficult or impossible to differentiate between body fluids: 
or, 

 
o Any unfixed tissue or organ (other than intact skin) from a human (living or dead); 

or, 
 

o HIV containing cell or tissue cultures, organ cultures and HIV or HBV containing 
culture medium or other solutions; blood organs or other tissues from 
experimental animals infected with HIV or HBV. 

 

¶ Parenteral - piercing of the mucous membranes or the skin barrier through such events as 
needle sticks, human bites, cuts and abrasions. 

 

¶ Personal Protective Equipment - specialized clothing or equipment worn by an employee 
for protection against a hazard. General work clothes (i.e., uniforms, pants shirts, or 
blouses) not intended to function as protection against a hazard are not considered to be 
personal protective equipment. 
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¶ Regulated Waste - liquid or semi-liquid blood or other potentially infectious materials; 
contaminated items that would release blood or other potentially infectious materials in a 
liquid or semi-liquid state if compressed; items that are caked with dried blood or other 
potentially infectious materials and are capable of releasing these materials during 
handling; contaminated sharps; pathological and microbiological wastes containing blood 
or other potentially infectious materials. 

 

¶ Sharps with Engineered Sharps Injury Protections - a non-needle sharp or a needle device 
used for withdrawing body fluids, accessing a vein or artery, or administering medications 
or other fluids, with a built-in safety feature or mechanism that effectively reduces the risk 
of an exposure incident. 

 

¶ Source Individual - any person, living or dead, whose blood or other potentially infectious 
materials may be a source of occupational exposure to the employee. Examples include, 
but are not limited to, hospital and clinic patients, clients in institutions for 
developmentally disabled trauma victims; clients of drug and alcohol treatment facilities; 
residents of hospices and nursing homes; human remains; and individuals who donate or 
sell blood or blood components. 

 

¶ Sterilize - the use of a physical or chemical procedure to destroy all microbial life including 
highly resistant bacterial endospore. 

 

¶ Universal Precautions - an approach to infection control in which all human blood and 
certain human body fluids are treated as if known to be infectious for HIV, HBV, and other 
Blood borne pathogens. 

 

¶ Work Practice Controls - controls that reduce the likelihood of employee exposure to blood 
or other potentially infectious materials by altering the manner in which a task is 
performed (i.e., prohibiting the recapping of needles by a two-handed technique). 

 
EXPOSURE DETERMINATION 
 

¶ Job Classifications 
 

o Job classifications in which ALL employees have occupational exposure (without 
regard to the use of protective equipment): 

 
Á Anatomy and Physiology Faculty. 

 
Á Clinical Laboratory Faculty. 

 
Á Microbiology Faculty. 

 
Á CLT/Microbiology Instructional Specialist (or similar position). 

 
Á Nursing Faculty. 

 
Á Nursing Instructional Specialist (or similar position). 
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Á Student Workers in Biology Laboratories. 
 

Á Chemistry Faculty. 
 

Á Similar or essentially equivalent positions to the above involved in 
instruction or research. 

 
o Job Classifications in which employees have some occupational exposure: 

 
Á Biology Faculty. 

 
Á Maintenance and Operations Personnel. 

 
Á  Chemistry Faculty. 

 
Á Nursing Faculty. 

 
Á Similar or essentially equivalent positions to the above involved in 

instruction or research. 
 

o Job Classifications in which employees have no occupational exposure: 
 

Á  All other professional and non-professional employees. 
 

¶ Tasks and Procedures that may result in occupational exposure 
 

o Performance of venipuncture and capillary punctures. 
 

o The performance of intravenous, intramuscular, intrathecal, subcutaneous, or 
intradermal administration of vaccines or medications (at clinical sites as part of 
teaching duties). 

 
o The use and handling of needles, sharp instruments, scalpels, lancets, or similar 

devices during clinical procedures used for educational learning experiences both 
on campus and at clinical facilities. 

 
o The cleaning of contaminated instruments and glassware. 

 
o The disposal of needles, blades, and other sharps items. 

 
o The disposal of autoclaved materials. 

 
o The collection and handling of all smears, cultures or specimens of the following 

fluids: blood, vaginal or cervical secretion or exudates, semen, cerebrospinal fluid, 
saliva or other body fluids possibly contaminated with blood. 

 
o The performance of laboratory testing procedures on any of the specimens listed 

in the previous statement. 
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o The performance or assistance in vaginal deliveries; and in handling the placenta of 
newborn infant's skin in clinical facilities during teaching related duties. 

 
o The performance of wound care, tracheostomy or enterostomy care, dressing 

changes, enemas, removing of impaction, or catheter care at clinical facilities as 
part of teaching duties. 

 
METHODS OF COMPLIANCE 
 

¶ Schedule and method of implementation 
 

The policies and procedures contained in this Exposure Control Plan shall be implemented 
as described, effective Fall Semester, 2009.. 

 
The Exposure Control Plan shall be reviewed and updated at least annually and whenever 
necessary to reflect new or modified tasks and procedures, which affect occupational 
exposure, and to reflect new or revised employee positions involving occupational 
exposure. The plan shall: 

 

¶ Reflect changes in technology that eliminate or reduce exposure to bloodborne pathogens; 
and 

 

¶ Document annually considerations and implementation of appropriate commercially 
available and effective safer medical devices designed to eliminate or minimize 
occupational exposure. 

 
Reference: Federal Register 29 CFR Part 1910: 1030 

 

¶ Universal Precautions 
 

Universal precautions are an approach to infection control in which all human blood and 
certain body fluids are always treated as if they contain human immunodeficiency virus 
(HIV) and hepatitis B virus (HBV), and other blood borne pathogens. 

 
Universal precautions can be summarized by the following principles: 

 
o Treat all blood and body fluids as being potentially infectious. 

 
o Use a barrier appropriate for the interaction. 

 
o Do not bend, break, shear, or recap needles. 

 
o Wash hands thoroughly before and after patient care and between patients or 

sites on the same patient. 
 

o Clean up blood spills immediately. 
 

o Follow nationally published guidelines for sterilization, disinfection, housekeeping, 
and waste disposal. 
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o Keep mouthpieces and resuscitation equipment readily available if use is likely. 

 
o Refrain from patient care when the care giver has weeping dermatitis or exudative 

lesions. 
 

o Additional isolation precautions may be necessary for patients with an infection 
transmissible by the airborne route (such as tuberculosis). 

 
ENGINEERING AND WORK PRACTICE CONTROLS 
 

¶ Controls shall be used to eliminate employee exposure to blood and other potentially 
infectious materials. 

 

¶ Where possible occupational exposure exists after instituting these controls, personal 
protective equipment shall also be used. 

 

¶ Engineering and work practice controls shall be examined on a schedule and maintained or 
replaced as necessary. 

 

¶ Handling of Sharps: 
 

o Contaminated needles and other contaminated sharps shall not be bent, recapped 
or removed unless no alternative method is feasible or such action is required by a 
specific medical procedure. 

 
Á Certain circumstances may exist in which recapping of a needle is 

necessary. These circumstances are as follows: 
 

Ï When inoculating a blood culture bottle. 
 

Ï When using a needle used to add diluent to medication it shall be 
recapped during the mixing of the solution, reused, and then 
disposed of in an appropriate manner. 

 
Á Such recapping may be done by the use of a mechanical device (i.e., 

Styrofoam needle\cap holder) or by the one-handed scoop method. 
 

o Shearing or breaking of contaminated needles is prohibited. 
 

o Immediately, or as soon as possible after use, contaminated sharps shall be placed 
in appropriate containers. These containers shall be: 

 
Á Puncture resistant. 

 
Á Leak-proof on sides and bottom. 

 
Á Appropriately labeled and color-coded. 
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Á Maintained upright throughout use. 
 

Á Replaced routinely and not allowed to overfill. 
 

Á Closed immediately prior to removal or replacement to prevent spillage or 
protrusion of contents during handling, storage, transport, shipping or 
disposal. 

 
Á Containers shall not be opened, emptied, or cleaned manually. 

 

¶ Hand Washing/Personal Hygiene 
 

o Hand washing is the single most important means of preventing the spread of 
infection. Proper hand washing should be done for at least 15 seconds with 
particular attention to the area between fingers and around nails. There are liquid 
soap and paper towel supplies at each sink. Hand washing should be done before 
and after each patient contact, after using the bathroom, before beginning clean 
procedures, between the handling of dirty dishes or equipment and handling clean 
food and utensils; when hands are known to be contaminated and after removing 
gloves. 

 
o Employees shall wash their hands with soap and water immediately, or as soon as 

feasible, after removal of gloves or other personal protective equipment. 
 

o Employees shall wash their hands and any other skin with soap and water 
immediately or as soon as feasible following contact of such body areas with 
potentially infectious materials. 

 
o Employees shall flush mucous membranes with water immediately or as soon as 

feasible following contact of the same with body fluids, blood, or other potentially 
infectious materials. 

 
o When the use of hand washing facilities is not feasible, employees shall use either 

an appropriate antiseptic cleanser or antiseptic towelette. Thereafter, employees 
shall wash their hands with soap and running water as soon as feasible. 

 
o Eating, drinking, smoking, chewing gum, applying cosmetics or balm, or handling 

contact lenses is prohibited in work areas where there is occupational exposure. 
 

o Food and drink shall not be kept in refrigerators, freezers, shelves, counter tops, or 
bench tops where blood or other potentially infectious materials are present. 

 
o All procedures involving blood or other potentially infectious materials shall be 

performed in such a manner as to minimize splashing, spraying, spattering, and the 
generation of droplets of these substances. 

 
o Mouth pipetting or suctioning of blood or other potentially infectious materials is 

prohibited. 
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¶ Specimen Handling: 
 

o Treat all blood and body substances as if they are infectious. 
 

o Do not place "blood precautions" or other labels on specimens from patients with 
identified infections. 

 
o Specimens of blood or other potentially infectious materials shall be placed in a 

container, which prevents leakage during collection, handling, processing, storage, 
transport, and shipping. 

 
o Containers for storage, transport, or shipping of specimens of blood or other 

potentially infectious materials shall be: 
 

Á Appropriately labeled or color-coded. 
 

Á Closed prior to being stored, transported, or shipped. 
 

Á Follow federal guidelines for shipping. 
 

o If outside contamination of the primary container occurs, it shall be placed within a 
second leak-proof container. 

 
o If the specimen could puncture the primary container, it shall be placed within a 

second puncture resistant leak-proof container. 
 

o Lab requisitions soiled with blood or body fluids should be replaced with new 
requisitions. 

. 

¶ Equipment Handling 
 

o Equipment which may become contaminated with blood or other potentially 
infectious materials shall be examined prior to service or shipping and shall be 
decontaminated as necessary, unless decontamination of such equipment or 
portions of such equipment is not feasible. 

 
o An appropriate readily observable label shall be attached to the equipment stating 

which portions remain contaminated. 
 

o This information shall be conveyed to all affected employees, service 
representatives and/or manufacturers, as appropriate, prior to handling, servicing, 
or shipping so that appropriate precautions may be taken. 

 

¶ Reprocessing Methods for Equipment: 
 

o Sterilization.  
 

Destroys all forms of microbial life including high numbers of bacterial spores. 
Methods of sterilization include the following: 
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Á Autoclave - steam under pressure 

 
Á Gas - Ethylene oxide 

 
Á Dry heat 

 
Á Immersion in EPA - approved chemical "Sterilant" (for instruments, which 

cannot be sterilized or disinfected with heat). 
 

The above methods may be used for: 
 

Á Scalpels 
 

Á Needles 
 

Á Sponges 
 

Á Drapes 
 

Á Slides 
 

Á Glassware 
 

Á Microbiological media. 
 

o High Level Disinfection 
 

Destroys all forms of microbial life except high numbers of bacterial spores. High 
level disinfection methods include the following: 

 
Á Hot water pasteurization - 80-130 degrees c x 30" 

 
Á EPA - registered Sterilant chemical 

 
The above methods may be used for: 

 
Á Mucous membrane contacts 

 
o Intermediate Level Disinfection 

 
Destroys TB, vegetative bacteria, most viruses, and most fungi, but not bacterial 
spores. Intermediate level disinfection methods include the following: 

 
Á EPA - registered "hospital disinfectant" chemical germicide, that bears a 

label claim of tuberculocidal activity. 
 

Á Household bleach - 10% solution 
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Use: On surfaces which may come in contact with intact skin and which have been 
visibly contaminated with blood or body fluids. The surface should be pre-cleaned 
of all visible material before the chemical is applied for the purposes of 
disinfection. 

 
Á Stethoscopes 

 
Á Blood pressure cuffs 

 
Á Splints 

 
o Low level Disinfection 

 
Destroys most bacteria, some viruses, some fungi, but not TB or bacterial spores. 
Low level disinfection methods include the following: 

 
 

Á EPA - registered "hospital disinfectant", which does not bear a label 
claiming tuberculocidal activity. 

 
Uses: 

 
Á Routine housekeeping 

 
Á Removal of soiling without visible blood. 

 
o Environmental Disinfection 

 
Floors, woodwork, countertops which become soiled may be cleaned and 
disinfected using any cleaner or disinfectant agent intended for environmental use. 

 
When autoclaving is performed, the following efficiency measures will be 
performed and documented in an "Autoclave Log" at daily intervals, by: 

 
Á Monitoring daily, provided that autoclaving is to be performed each day. 

 
Á Using a steam sterilizer tape externally to secure the wrapper or package. 

 
Á Using an internal indicator strip in the center of each pack or package. 

 
Á Performing monthly quality control on the autoclave during each month in 

the semester that it is used. 
 

¶ Cleaning and Disinfection: 
 

o All surfaces exposed to blood or other potentially infections materials shall be 
wiped clean and appropriately disinfected immediately following completion of 
each individual patient's care and use or as soon as feasible. 
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o Instrument cleaning shall be done only in the laboratories/autoclaves. 
 
PERSONAL PROTECTIVE EQUIPMENT 
 

¶ Examples: gloves, masks, protective eye wear, or face shields, plastic aprons, gowns, mouth 
pieces, resuscitation bags, or other ventilation devices. 

 

¶ Shall be considered "appropriate" only if they do not permit blood or other potentially 
infectious materials to pass through to OR reach the wearer's work clothes, street clothes, 
undergarments, skin, eyes, mouth, or other mucous membranes under normal conditions 
of use and for the duration of time in which the protective equipment will be used. 

 

¶ Shall be appropriate; available in a variety of sizes; readily accessible; supplied at no cost to 
the employee, and include: hypoallergenic gloves, powderless gloves, or other similar 
alternatives for those employees who are allergic to the gloves normally provided. 

 

¶ Employees shall use appropriate personal protective equipment whenever there is 
potential for occupational exposure. 

 
o An employee may temporarily and briefly decline the use of personal protective 

equipment only under rare and extraordinary circumstances when, in the 
employee 's professional judgment, its use will prevent the delivery of health care 
or public safety services, or will pose an increased hazard to themselves or a co-
worker. 

 
o When an employee makes such a judgment, the circumstances shall be 

investigated and documented in order to determine whether changes can be 
instituted to prevent such occurrences in the future. 

 

¶ Personal protective equipment shall be cleaned, laundered, and disposed of at no cost to 
employee. 

 

¶ Personal protective equipment shall be repaired or replaced as needed. 
 

¶ If a garment is penetrated by blood or other potentially infectious materials, the garment 
shall be removed immediately or as soon as feasible. 

 

¶ All personal protective equipment shall be removed prior to leaving a work area. 
 

¶ Upon removal, personal protective equipment shall be placed in an appropriately 
designated area or container for storage, washing, decontamination, or disposal. 

 

¶ Gloves 
 

o Should be worn on both hands when: 
 

Á Contact is anticipated with blood or other potentially infectious materials, 
mucous membranes, and non-intact skin of all patients. 
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Á Handling or touching contaminated surfaces. 
 

Á  Performing venipuncture or other vascular access procedures. 
 

o Should be changed after contact with each patient and hands should be washed 
after removing gloves. 

 
Hands and other skin surfaces should be washed immediately and thoroughly if 
contaminated with blood or other body fluids. Hand washing between patients and 
at other required times would play a major role in preventing nosocomial 
infections. 

 
o Disposable (single use) gloves shall be replaced as soon as practical when 

contaminated or as soon as feasible if they are torn, punctured, or when their 
ability to function as barrier is compromised. 

 
o Disposable (single use) gloves shall not be washed or decontaminated for re-use. 

 
o Utility Gloves (rubber household gloves) 

 
Á May be decontaminated for re-use if their integrity is not compromised. 

 
Á Must be discarded if cracked, peeling, torn, punctured, or otherwise 

exhibit signs of deterioration, or when their ability to function as a  barrier 
is compromised. 

 

¶ Masks, Protective Eye Wear, or Face Shields 
 

o Masks shall be worn alone or in combination with eye protection devices whenever 
splash, spray, spatter, or droplets of blood or other potentially infectious materials 
may be generated and eye, nose, or mouth contamination can be reasonably 
anticipated. 

 
o A face shield is not a substitute for a mask. Eye protection devices include goggles, 

chin-length face-shields, and glasses with solid side shields. 
 

¶ Protective Clothing 
 

o Gowns, aprons, lab coats, clinical jackets, or similar outer garments shall be worn in 
occupational exposure situations. The type and characteristics will depend upon 
the task and degree of exposure anticipated. 

 
o Surgical caps or hoods and shoe covers or boots shall be worn in instances when 

gross contamination can reasonably be anticipated. 
 

¶ Mouth Pieces, Resuscitation Bags, or Other Ventilation Devices 
 

Shall be available for use in areas in which the need for resuscitation is predictable. This is 
to minimize the need for mouth-to-mouth resuscitation. 
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HOUSEKEEPING 
 

¶ Work sites shall be maintained in a clean and sanitary condition. 
 

¶ All equipment and environmental and working surfaces shall be cleaned and 
decontaminated after contact with blood or other potentially infectious materials. 

 
o Contaminated work surfaces which have a reasonable likelihood for becoming 

contaminated with blood or other potentially infectious material or which have 
actually been contaminated with these materials shall be inspected and 
decontaminated with an appropriate disinfectant: after completion of procedures; 
as soon as feasible when surfaces are overtly contaminated or after any spill of 
blood or other potentially infectious materials; at the end of the work shift if the 
surface may have become contaminated since the last cleaning. 

 
o Broken glassware which may be contaminated shall not be picked up directly with 

the hands. It shall be cleaned using mechanical means, such as a dustpan, tongs, or 
forceps. 

 
REGULATED WASTE 
 

¶ Discarding and containment of contaminated sharps.  
 
Sharps containers will be disposed of according to OSHA regulations. 

 

¶ Disposal of Fluid Filled Containers Suction canisters are to be emptied in the following 
manner: 

 
The contents of the canister will be gently poured into a sanitary sewer commode, with the 
employee utilizing protective devices as the procedure is performed. The empty canister 
will be placed in a red infectious waste bag and placed in the laboratory storage space until 
it is picked up for incineration. 

 

¶ Disposal of Wound Dressings 
 

All wound dressings are to be disposed of in a manner so as to "configure and contain" 
blood\body fluids that may be present. 

 
Dressings should be removed using gloved hands and placed in a small red plastic bag. The 
bag should then be taken to the red bag container located in the laboratory storage space. 

 

¶ Infectious Waste 
 

o Regulation 
 

All infectious waste will be handled in a safe manner in accordance with the 
Communicable Disease Regulations of Kentucky. Rule 902 KAR (Kentucky 
Administrative Regulations) 20:016.10:g,h. EPA Guidelines. 
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o Collection Procedure 

 
Á Collection containers shall be lined with red plastic bags. 

 
Á The worker shall wear gloves to handle, close, and remove bag.  

 
Á Bags are to be closed securely and handled in a manner to prevent 

puncture or spillage. 
 

Á If bag is punctured, leaking, or, if there is outside contamination, it shall be 
placed in a second bag. 

 
o Methods of Handling Waste 

 
Á Solid: this waste should not be disposed of in the laboratory, except where 

specified appropriate. The waste shall be placed in a red plastic bag and 
taken to the laboratory storage area. 

 
Contaminated sharps/needle disposal boxes are to be carried in upright 
position to the decontamination area. All faculty will pick up the sharps 
containers and place them in the laboratory storage space for pick-up by 
outside personnel who will be responsible for incineration. 

 
Á Liquid: Bulk blood, suction fluids, excretions, and secretions may be 

carefully poured down a commode connected to a sanitary sewer. 
Thorough flushing completes the process. 

 
Á Special: The following wastes require special precautions and shall be 

autoclaved and\or placed in a pathological incinerator: 
 

Ï Liquid or semi-liquid blood or other potentially infectious 
materials. 

 
Ï Blood products. 

 
Ï Items that are caked with dried blood or other potentially 

infectious materials and are capable of releasing these materials 
during handling. 

 
Ï Contaminated sharps. 

 
Ï Contaminated items that would release blood or other potentially 

infectious materials in a liquid or semi-liquid (i.e., hemovac, 
Jackson-Pratt, suction canisters, blood bags, and administration 
sets). 

 
Ï Dressings or pads. 
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o Hand washing is to be done after handling any infectious waste 
 
BIO-HAZARD WARNINGS 
 

¶ Warning labels shall be affixed to containers of regulated waste, refrigerators, and freezers 
containing blood or other potentially infectious material; and other containers used to 
store, transport or ship blood or other potentially infectious materials. 

 
 
 

¶ Labels shall contain the word Biohazard and the following Biohazard symbol: 
 

 
 

¶ Red bags or red containers may be substituted for labels. 
 

¶ Individual containers of blood, blood components, or blood products that are labeled as to 
their contents and have been released for transfusion or other clinical use are exempted 
from the labeling requirements of III. 

 

¶ Labels required for contaminated equipment shall be in accordance with standards. 
 
 
HEPATITIS B VACCINATION AND POST-EXPOSURE EVALUATION AND FOLLOW-UP: HEPATITIS B 
VACCINE POLICY 
 

¶ Purpose: To prevent or minimize Hepatitis B Infection following occupational exposure to 
the Hepatitis B virus. 

 

¶ Policy: All employees with potential risk will be offered the Hepatitis B Vaccine and the 
College will pay 100% of the cost. 

 

¶ Procedure: 
 

o Employee 
 

Á Hepatitis B Vaccination shall be made available after each eligible 
employee has received the required training and within 10 working days of 
initial assignment unless 

 
Ï The employee has previously received the complete Hepatitis B 

vaccination services, or 
 

Ï  Antibody testing has revealed that the employee is immune, or  

http://upload.wikimedia.org/wikipedia/commons/c/c0/Biohazard_symbol.svg
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Ï The vaccine is contraindicated for medical reasons. 

 
Á Employees who decline to accept Hepatitis B Vaccination shall sign a 

Hepatitis B Declination form. 
 

Á Hepatitis B vaccine shall be made available to an employee who initially 
declines Hepatitis B vaccination and later decides to accept the vaccination 
if still eligible. 

 
Á Any booster doses recommended by the U.S. Public Health Service will be 

provided free of charge to the employee. 
 

o Immunization Regimen 
 

Á The individual will receive a series of three (3) injections of Hepatitis B 
Vaccine. Each injection of Hepatitis B Vaccine is 1 cc to be given 
intramuscularly in the deltoid. 

 
Ï 1st dose - elected date 

 
Ï 2nd dose - 1 month later 

 
Ï 3rd dose - 6 months after first dose. 

 
Á Injections will be administered by a local physician after the training 

program has been completed. 
 
INFORMATION AND TRAINING 
 
Records shall be maintained for three years from the date on which training occurred. 
 

¶ All employees shall participate in a training program at the time of their initial employment 
and annually thereafter at no cost to them and during working hours. Training shall be 
provided by the CLT\nursing faculty, or Safety Officer. 

 

¶ The training program will contain a copy of the OSHA Standard on occupational exposure 
to blood borne pathogens (29 CFR part 1910:1030) and an explanation of the content of 
the standards, including appendices. 

 

¶ Training shall include a general explanation of: 
 

o Epidemiology 
 

o Symptoms 
 

o Modes of transmission of blood borne pathogens. 
 

¶ Training shall also include: 



   

Page 56 of 602 
 

 
o An explanation of this Exposure Control Plan and the means by which the 

employee can obtain the written plan. 
 

o An explanation of the appropriate methods for recognizing tasks and other 
activities that may involve exposure to blood and other potentially infectious 
material. 

 
 
 

o An explanation of implementation of methods that will prevent or reduce exposure 
including: 

 
Á Appropriate engineering controls 

 
Á Work practices 

 
Á Personal protective equipment. 

 
o Information on the types, proper use, location, removal, handling, 

decontamination and or disposal of personal protective clothing and equipment. 
 

o An explanation of the basis for selection of protective clothing and equipment. 
 

o Information on appropriate actions to take and persons to contact in an 
emergency. 

 
o An explanation of procedure to follow when an occupational exposure occurs. 

 
Á Method of reporting incident ς ¢ƘŜ Y/¢/{ άCƻǊƳ Caуп !ŎŎƛŘŜƴǘ wŜǇƻǊǘ 
CƻǊƳέ ŀƴŘ ǘƘŜ ²ƻǊƪŜǊǎ /ƻƳǇŜƴǎŀǘƛƻƴ ŦƻǊƳ άCƛǊǎǘ wŜǇƻǊǘ ƻŦ LƴƧǳǊȅ ƻǊ 
LƭƭƴŜǎǎέ όL!-1 form). 

 
Á Medical follow-up and counseling. 

 
Á Laboratory tests: an accredited laboratory at no cost to the employee shall 

conduct necessary laboratory tests. 
 

o An explanation of signs and labels and color coding. 
 

o Information on Hepatitis B Vaccine 
 

Á Efficacy 
 

Á Safety 
 

Á Method of administration 
 

Á Benefits of being vaccinated 
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Á Explanation that vaccine and vaccination are offered free of charge. 

 
POST-EXPOSURE EVALUATION AND FOLLOW-UP 
 
Following a report of an exposure incident, the employer shall make immediately available to the 
exposed employee a confidential medical evaluation and follow-up, including at least the following 
elements: 
 

¶ Documentation of the route(s) of exposure, and the circumstances under which the 
exposure incident occurred. 

 

¶ Identification and documentation of the source individual, unless the employer can 
establish that identification is infeasible or prohibited by state or local law. 

 
o TƘŜ ǎƻǳǊŎŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ōƭƻƻŘ ǎƘŀƭƭ ōŜ ǘŜǎǘŜŘ ŀǎ ǎƻƻƴ ŀs feasible and after consent 

is obtained in order to determine HBV and HIV infectivity. If consent is not 
obtained, the employer shall establish that legally required consent cannot be 
obtained. When the source ƛƴŘƛǾƛŘǳŀƭΩǎ ŎƻƴǎŜƴǘ ƛǎ ƴƻǘ ǊŜǉǳƛǊŜŘ ōȅ ƭŀǿΣ the source 
ƛƴŘƛǾƛŘǳŀƭΩǎ blood, if available, shall be tested and the results documented. 

 
o When the source individual is already known to be infected with HBV or HIV, the 
ǘŜǎǘƛƴƎ ŦƻǊ ǘƘŜ ǎƻǳǊŎŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƪƴƻǿƴ I.± or HIV status need not be repeated. 

 
o Resǳƭǘǎ ƻŦ ǘƘŜ ǎƻǳǊŎŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ǘŜǎǘƛƴƎ ǎƘŀƭƭ ōŜ ƳŀŘŜ ŀǾŀƛƭŀōƭŜ ǘƻ the exposed 

employee, and the employee shall be informed of applicable laws and regulations 
concerning disclosure of the identity and infectious status of the source individual. 

 
o Collection and testing of blood for HBV and HIV serological status. The exposed 
ŜƳǇƭƻȅŜŜΩǎ ōƭƻƻŘ ǎƘŀƭƭ ōŜ ŎƻƭƭŜŎǘŜŘ ŀǎ ǎƻƻƴ ŀǎ feasible and tested after consent is 
obtained. 

 
 
RECORD KEEPING 

 

¶ All records of exposure will be maintained for a period of 30 years, following termination of 
employment for any reason. 

 

¶ All records of personnel training in areas related to blood borne pathogens will be 
maintained in the employee file for a period of 3 years following the training. 

 

¶ The Director of Campus Safety will maintain records of training. 
 

¶ The records will be located in the Human Resources office. 
 

¶ The College shall establish and maintain a sharps injury log for the recording of 
percutaneous injuries from contaminated sharps. A copy of a sharps injury log is provided 
at the end of this Exposure Control Plan. 
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¶ The information in the sharps injury log shall be recorded and maintained in such a manner 
as to protect the confidentiality of the injured employee. 

 

¶ The sharps injury log shall contain, at a minimum 
 

o The type and brand of device involved 
 

o The department or work area where the exposure incident occurred 
 

o An explanation of how the incident occurred 
 
 
EVALUATION/ SELECTION OF SAFETY DEVICES 
 
Employers shall solicit input from non-managerial employees responsible for direct patient care, 
who are potentially exposed to injuries from contaminated sharps, in the identification, evaluation, 
and selection of effective engineering and work practice controls; and shall document the 
solicitation in the Exposure Control Plan. 
 
Documentation sheets are found at the end of this Exposure Control Plan. 
 

  



   

Page 59 of 602 
 

JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SHARPS INJURY LOG 

 

Date of 
Exposure 
Incident 

Description of  
Incident 

Department 
Work Area 

Type/Brand Device 
Used 

Initials 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 

IDENTIFICATION/EVALUATION/SELECTION OF 
WORK PRACTICE CONTROLS 

 

Date Persons  
Present 

Workplace Controls/ 
Engineering Practices 

Discussed 

Decisions/ 
Outcomes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

 Conclusions: 
 
 

 
 

Date Persons  
Present 

Workplace Controls/ 
Engineering Practices 

Discussed 

Decisions/ 
Outcomes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

 Conclusions: 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 

IDENTIFICATION/EVALUATION/SELECTION OF 
WORK PRACTICE CONTROLS 

 

SAMPLE 
 

Date Persons  
Present 

Workplace Controls/ 
Engineering Practices 

Discussed 

Decisions/ 
Outcomes 

 
4-22-2002 

James Dean 
Lucy Magillicuttie 
Peter Cottontail 
Elinor Rigby 
James Brown 
Elvis Graceland 
Tony Orlando 
Whatchma Callit 
Elmer Fudd 
Wally Doolittle 
Eliza Dootlittle 
Theresa Woddle 
A Rod 
Willie Mays 
Mickey Mantle 
Duke Snider 
Grover C Alexander 
 

Needle Safety Devices 
SIMS Portex #4140 
BD T16940 
 
 
 
 
BD Safety Glide needle for 
Syringes 
 
 
 
 
Safety Lancets 
 
BD Blood Culture 
Collection Butterflies 
 
VanishPoint needle holder 
 
 
 
 
Sage AutoDrop System 
 
 
 
 
VacuSafe Sharps Cartridge 
 

Both the Portex & 
devices were acceptable. 
The BD device did not 
rotate to allow one to get 
the bevel of the needle 
up. 
 
Too large, needle too 
long, scary to patient. 
Must use fingers to put 
needle safety device in 
place. 
 
Good. 
 
Good 
 
 
Too much interferences 
with adapter to add 
needle, spring loaded, etc 
 
 
Most participants like this 
system. Also easy release 
into sharps container 
made to go with system. 
 
Too difficult to remove 
needle safely. 

 Conclusions: The CLT Program will continue to introduce students to a variety of 
safety needle devices, but for general use in the program the Safe Auto Drop System 
and the SIMS Portex and BD safety needle devices were determined to be the best 
from those demonstrated. The SafetyGlide Needles for syringes were not 
determined to be acceptable. 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION IV: CHEMICAL SAFETY EFFECTIVE: JULY 1, 2009  

TOPIC IV-0010:  CHEMICAL HYGIENE REVISED: 

 
A Chemical Hygiene Plan is defined as a written program that sets forth procedures, equipment 
(including personal protective equipment or PPE), and work practices that are capable of 
protecting employees from the health and safety hazards presented by hazardous chemicals used 
in their work, study, or research. The provisions of the written program support compliance with 
paragraph (e) of the U.S. Department of Labor Occupational Safety and Health Administration 
(OSHA) standard 1910.1450, promulgated January 31, 1990 and subsequently adopted by the 
Kentucky Labor Cabinet as the Kentucky Occupational Safety and Health Program. 
 
In keeping with the regulations and in upholding its commitment to provide a safe and healthy 
workplace for its employees and students, Jefferson Community and Technical College has 
developed a Chemical Hygiene Plan, a copy of which is in Appendix A to this Section IV. What 
follows in this Section IV is a summary description highlighting the provisions of the full Chemical 
Hygiene Plan. Employees and students involved with hazardous chemicals are asked and 
encouraged to read the complete Plan. 

A hazardous chemical is defined by OSHA simply as any chemical that is a health hazard or a 
physical hazard.   

Health Hazard: OSHA defines a health hazard creating chemical as a chemical for which there is 
statistically significant evidence based on at least one study conducted in accordance with 
established scientific principles that acute or chronic health effects may occur in exposed 
employees. Chemicals covered by this definition include carcinogens, toxic or highly toxic agents, 
reproductive toxins, irritants, corrosives, sensitizers, hepatotoxins, nephrotoxins, neurotoxins, 
agents that act on the hematopoietic system, and agents that damage the lungs, skin, eyes, or 
mucous membranes.   

Physical Hazard: OSHA defines a physical hazard creating chemical as a chemical for which there is 
scientifically valid evidence that it is a combustible liquid, a compressed gas, explosive, flammable, 
an organic peroxide, an oxidizer, pyrophoric, unstable (reactive), or water-reactive.   

Additional Hazardous Chemicals: The broad definition OSHA uses to define hazardous chemicals 
includes not only generic chemicals but also paints, cleaning compounds, inks, dyes, and many 
other common substances. Chemical manufacturers and importers are required to determine if the 
chemicals they produce or repackage meet the definition of a hazardous chemical. A chemical 
mixture may be considered as a whole or by its ingredients to determine its hazards. It may be 
considered as a whole if it has been tested as a whole and an MSDS has been issued accordingly. 
Otherwise the mixture must be evaluated by its components. If the mixture contains 1.0 percent or 
more of a hazardous chemical or 0.1 percent of an ingredient listed as a carcinogen or suspected 
carcinogen, the whole mixture is assumed to have the same health and/or carcinogenic hazards as 
its components.   
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²ƘƛƭŜ h{I! ƎƻŜǎ ƻƴ ǘƻ ŘŜŦƛƴŜ ŀ ƭŀōƻǊŀǘƻǊȅ ŀǎ άŀ ǿƻǊƪǇƭŀŎŜ ǿƘŜǊŜ ǊŜƭŀǘƛǾŜƭȅ ǎƳŀƭƭ ǉǳŀƴǘƛǘƛŜǎ ƻŦ 
hazardous ŎƘŜƳƛŎŀƭǎ ŀǊŜ ǳǎŜŘ ƻƴ ŀ ƴƻƴǇǊƻŘǳŎǘƛƻƴ ōŀǎƛǎΣέ ƴƻǘ ŀƭƭ ǿƻǊƪǇƭŀŎŜǎ ǿƘŜǊŜ ǎǳŎƘ ǎƳŀƭƭ 
quantities of hazardous chemicals are used are necessarily labeled or designated officially as 
laboratories. However, all workplaces in all locations of the Jefferson Community and Technical 
/ƻƭƭŜƎŜ ǿƘƛŎƘ ƳŜŜǘ ǘƘŜ h{I! ŘŜŦƛƴƛǘƛƻƴ ƻŦ άƭŀōƻǊŀǘƻǊȅέ ŀǊŜ ƎƻǾŜǊƴŜŘ ōȅ ŀƭƭ ǘƘŜ ǇǊƻǾƛǎƛƻƴǎ ƻŦ ǘƘŜ 
JCTC Chemical Hygiene Plan regardless of their label or designation. 
 
Chemical Procurement and Storage 
 
The decision to procure a chemical will be considered a commitment to store, handle, and use the 
chemical properly from initial receipt to ultimate disposal. The inventory of chemicals will be 
maintained and posted both within and outside of each laboratory or workplace, and will be filed 
also in the office of the Safety Officer. A copy of the Material Safety Data Sheet (MSDS) will be filed 
in the location of use, and a second copy filed in the College MSDS Master File maintained by the 
designated file custodian. .  
 
Chemicals will be segregated for storage according to hazard classification and compatibility, each 
in a well-identified location, all cabinets bearing exterior labels, and with local exhaust ventilation 
as needed. The categories of chemicals include acids, bases, oxidants, flammable substances. 
IƛƎƘƭȅ ǘƻȄƛŎ ŎƘŜƳƛŎŀƭǎ ǿƛƭƭ ōŜ ΨŘƻǳōƭŜ ŎƻƴǘŀƛƴŜŘΩΣ ǎǘƻǊŜŘ on impervious secondary containers.  
 
Chemicals that are no longer needed, and chemical waste, will be disposed of locally if possible by 
standard methods (the Aldrich catalog is a convenient reference to methods.) Those that cannot be 
handled locally will be packaged and labeled for pickup and disposal by KCTCS Facilities 
Management on a schedule set by the division of Environmental Health and Safety . 
 
Chemical Handling 
 
All personnel (faculty, assistants, laboratory technicians, student workers) engaged in work in the 
laboratory, or similar workplaces, will be provided with training, education and resources by their 
laboratory supervisor. Each employee will develop and implement work habits consistent with this 
Plan to minimize personal exposure, and that of co-workers, to the chemicals in the laboratory. 
Given the realization that all chemicals present inherent hazard under certain conditions, exposure 
to all chemicals will be minimized. Risk assessment will be highly conservative in nature: 
precautions will be taken on the assumption that the risk is high and the hazard great. 
 
Laboratory Equipment 
 
All equipment will be properly labeled if necessary, and used only for its intended purpose. All 
equipment will be thoroughly cleaned upon task completion, and returned to storage. Particular 
care will be exercised with glassware. Broken glass will be collected immediately into an 
appropriate container. 
 
Personal Work Practice and Personal Protective Equipment (PPE) 
 
Work areas will be maintained clean and uncluttered. Professional behavior will be expected at all 
times, and vigilance for unsafe practices and conditions will be high. Close attention will be paid to 
any potential chemical exposure, and to any need for ventilation. The appropriate PPE will be 
employed as procedures dictate when necessary to avoid exposure, and will be inspected for 
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soundness prior to use. Most particularly, eye protection (safety goggles meeting ANSI Z87.1, with 
full enclosure side shields, and indirect venting) will be mandatory for all entering the work area, 
and throughout the time of occupancy. 
 
Labeling and Signage Requirements 
 
All chemical and chemical waste containers in the work area will be labeled with the contents and 
with some reference to potential hazard in the form of the National Fire Protection Agency color-
ŎƻŘŜŘ ΨŘƛŀƳƻƴŘΩ as shown on the following page. This shows Health (blue) and Fire (red) hazard, 
also Chemical Reactivity (yellow), rated on a scale of zero (innocuous) to four (extremely 
hazardous), and indicates the chemical category of Specific Hazard (white.) 
 
Conspicuous signs will be posted to show the location of safety and emergency equipment: this 
includes First Aid Kits; the means of containment, collection, and disposal, of blood-borne 
pathogens (materials of biohazard generally); and supplies for the collection and disposal of spilled 
mercury. Signs that specify evacuation route(s), and others that summarize emergency procedures 
will also be posted. 
 
Engineering Controls 
 
The engineering controls, fume hoods, electrical disconnects, gas and water main shutoff valves, 
are installed in the laboratory for use to minimize exposure to chemical and physical hazards, and 
to minimize or eliminate adverse impact to health of exposure in the workplace. The controls must 
be maintained in proper working order for this goal of this intent to be realized. It is the 
responsibility of each employee working in the laboratory to learn the location and operation of all 
engineering controls located in their work areas. Improper function of any such control must be 
reported to Maintenance  immediately. 
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Nŀǘƛƻƴŀƭ CƛǊŜ tǊƻǘŜŎǘƛƻƴ !ƎŜƴŎȅ άdiamondέΥ 
 
The material bearing this label presents a major fire hazard, an extreme danger to human health, 
undergoes rapid and violent chemical change (which would include the danger of explosion), and 
should not be brought deliberately into contact with water under any circumstances. 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION IV: CHEMICAL SAFETY EFFECTIVE: JULY 1, 2009  

TOPIC IV-0020:  CHEMICAL FUME HOODS REVISED: 

 
INTRODUCTION  
 
Laboratory fume hoods are the first defense to minimize chemical exposure to research workers. 
They are considered the primary means of protection from inhalation of hazardous vapors. It is, 
therefore, important that all potentially harmful chemical work be conducted inside a properly 
functioning fume hood. To ensure safety, all fume hoods should be inspected annually. This worker 
guide is intended to help identify fume hood types and outline exposure control practices in 
relation to the hood.  
 
Additional information regarding chemical fume hoods is found in Chapter 5 of Appendix A to this 
Section IV (that is, within the Chemical Hygiene Plan for the College). 
 
HOOD TYPES  
 
There are many types of hoods, each with its own design and function. To identify which hood type 
is present in your lab, a list of definitions describing hood features and their advantages and 
disadvantages is provided below. All hoods fall into one of two general types: Constant air volume 
and variable air volume. The constant air volume (CAV) fume hood exhausts the same amount of 
air all the time, regardless of sash position. As the sash is lowered and raised, the velocity at the 
face of the hood changes. This change in face velocity can result in less than optimal hood 
performance. 
 
A variable air volume (VAV) fume hood, also known as a constant velocity hood, is a hood that has 
been fitted with a face velocity control, which varies the amount of air exhausted from the fume 
hood in response to the sash opening to maintain a constant face velocity. This allows for optimal 
hood performance regardless of the sash position. VAV hoods also provide significant energy 
savings by reducing the flow rate from the hood when the sash is closed. 
 
Conventional Hood  
 
This term is used to describe a constant air volume (CAV) hood, an older, traditionally less 
elaborate hood design used for general protection of the worker. Because the amount of 
exhausted air is constant, the face velocity of a CAV hood is inversely proportional to the sash 
height. That is, the lower the sash, the higher the face velocity. CAV hoods can be installed with or 
without a bypass provision which is an additional opening for air supply into the hood.  
 
Conventional Hood Without A Bypass  
 
Some conventional hoods do not have a provision for a bypass. Essentially, they consist of an 
enclosed cabinet with a connection for an exhaust duct and a movable sash on the front.  
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Conventional Bypass Fume Hood  
 
The bypass fume hood is an improved variation on the conventional fume hood. The bypass is 
located above the sash face opening and protected by a grille which helps to direct air flow. The 
bypass is intended to address the varying face velocities that create air turbulence leading to air 
spillage. The bypass limits the increase in face velocity as the sash nears the fully closed position, 
maintaining a relatively constant volume of exhaust air regardless of sash position. 

 

 

Auxiliary Air Hoods  
 
This fume hood, sometimes referred to as a makeup air fume hood, was developed as a variation 
on the bypass fume hood and reduces the amount of conditioned room air that is consumed. The 
auxiliary fume hood is a bypass hood with the addition of direct auxiliary air connection to provide 
unconditioned or partially conditioned outside makeup air. Auxiliary air hoods were designed to 
save heating and cooling energy costs, but tend to increase the mechanical and operational costs 
due to the additional ductwork, fans, and air tempering facilities. In general, installation of this type 
of hood is discouraged since the disadvantages usually outweigh the benefits. 
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Variable Air Volume (VAV) Hood  
 
A VAV hood maintains a constant face velocity regardless of sash position. To ensure accurate 
control of the average face velocity, VAV hoods incorporate a closed loop control system. The 
system continuously measures and adjusts the amount of air being exhausted to maintain the 
required average face velocity. Variable air volume (VAV) hoods differ from constant air volume 
(CAV) hoods because of their ability to vary air volume exhausted through the hood depending on 
the hood sash position. VAV hoods are becoming the preferred hood due to the elimination of 
excess face velocity that can generate turbulence leading to contaminated air spillage, endangering 
the worker. They also reduce the total quantity of supply and exhaust air to a space when not 
needed, thereby reducing total operating costs. The addition of the VAV fume hood control system 
ǎƛƎƴƛŦƛŎŀƴǘƭȅ ƛƴŎǊŜŀǎŜǎ ǘƘŜ ƘƻƻŘΩǎ ŀōƛƭƛǘȅ ǘƻ ǇǊƻǘŜŎǘ ŀƎŀƛƴǎǘ ŜȄǇƻǎǳǊŜ ǘƻ ŎƘŜƳƛŎŀƭ ǾŀǇƻǊǎ ƻǊ ƻǘƘŜǊ 
contaminants. Many VAV hoods are also equipped with visual and audible alarms and gauges to 
notify the worker of hood malfunction or insufficient face velocity. 
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SPECIALTY LAB EXHAUST SYSTEMS  
 
Walk-In Hood  
 
A walk-in hood is a hood which sits directly on the floor and is characterized by a very tall and deep 
chamber that can accommodate large pieces of equipment. Walk-in hoods may be designed as 
conventional, bypass, auxiliary air, or VAV. If you have a walk-in hood, contact ORS for operating 
protocol and inspection procedures.  
 
Fume Exhaust Connections: "Snorkels"  
 
Fume exhaust duct connections, commonly called snorkels, elephant trunks or flex ducts, are 
designed to be somewhat mobile allowing the user to place it over the area needing ventilation. 
However for optimal efficiency, these connections must be placed within six (6) inches of an 
experiment, process, or equipment. These funnel-shaped exhausts aid in the removal of 
contaminated or irritating air from the lab area to the outside.  
 
Canopy Hoods  
 
Canopy hoods are horizontal enclosures having an open central duct suspended above a work 
bench or other area. Canopy hoods are most often used to exhaust areas that are too large to be 
enclosed within a fume hood. The major disadvantage with the canopy hood is that the 
contaminants are drawn directly past the user's breathing zone.  
 
Glove Boxes  
 
Glove boxes are used when the toxicity, radioactivity level, or oxygen reactivity of the substances 
under study pose too great a hazard for use within a fume hood. The major advantage of the glove 
box is protection for the worker and the product. 

 

Perchloric Acid And Radioisotope Fume Hoods  
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Both perchloric acid and volatile radioisotope work require specific fume hood use protocols. 
Questions about working with perchloric acid or volatile radioisotopes within a fume hood should 
be directed to the KCTCS office of Environmental Health and Safety. 
 
FUME HOOD DESIGN DEFINITIONS  
 
Flammable And Corrosive Material Storage Cabinets  
 
Flammable and corrosive cabinets typically comprise the bottom supporting structure of the fume 
hood. They can be vented or non-vented enclosures used primarily for storage of flammable or 
corrosive materials. If vented, the flammable storage cabinet is connected to the hood exhaust. 
The corrosive storage cabinet should be designed with a protective lining and secondary 
containment to inhibit chemical corrosion. It is highly recommended that these storage cabinets be 
vented either through the hood or through their own dedicated exhaust.  
 
 
 
Sash  
 
Sash is the term used to describe the movable glass panel that covers the face area of a fume hood. 
Sashes can be vertical, horizontal, or a combination of the two. Many hoods are installed with a 
sash stop, which stops the sash at approximately a 14 inch work level. Sash stops should never be 
removed, overridden, or modified. It is recommended that all lab work in a properly functioning 
fume hood be performed at the sash stop level or lower whenever possible.  
 
Alarms, Sensors, Controls, And Gauges  
 
Many of the newer VAV hoods are installed with alarms, sensors, controls, and gauges. These 
features are included to provide lab personnel with a constant reading of fume hood performance. 
If the face velocity falls below an acceptable work range the hood sensors will trigger an alarm to 
notify lab personnel. Hoods usually go into alarm mode either because the sash has been raised to 
a height at which the hood can no longer exhaust a sufficient amount of air, the building air 
exhaust system is not working properly, or there has been a power outage. When a hood alarms, 
no chemical work should be performed until the exhaust volume is increased. Additionally, lab 
workers should not attempt to stop or disable hood alarms. The JCTC Facilities Management 
(M&O) office should be notified for adjustment of air handling system exhaust and fume hood 
maintenance.  
 
Air Foil (Sill)  
 
The air foil or sill, located at the front of the hood beneath the sash, creates a smooth air flow, 
minimizing turbulence of the air entering the hood. The recessed work area is directly behind the 
sill. All work should be done at least six (6) inches into the recessed area.  
 
Air Jambs  
 
The air jambs are vertical sills or side posts at the front of the hood. These are tapered to promote 
smooth air flow into the hood.  
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Baffles  
 
The baffles are movable panels located on the back wall of the hood that create slots in which air is 
exhausted. The pattern of the air moving into and through the hood is determined by the setting of 
the baffles. Facilities Management should adjust the baffles according to the specific gravity of the 
chemicals used in the hood. Once the baffles are set, they should not be re-adjusted by lab 
workers.  
 
FUME HOOD OPERATING PERFORMANCE  
 
Location  
 
The location of the fume hood affects its efficiency. Ideally, fume hoods should be located in an 
area of minimal traffic. When a person walks by a fume hood, turbulence can be created causing 
contaminants to be drawn outside the hood. Also, if the air diffuser is located directly above the 
fume hood, air turbulence may be created causing contaminants to escape into the room. The air 
flow into the room has an effect on the fume hood. All doors should be closed to maintain the 
negative pressure of the lab with respect to the corridor. This ensures that any contaminants in the 
lab will be exhausted through the fume hood and not escape into the hallway.  
 
Face Velocity  
 
Face velocity is a measurement of the average velocity at which air is drawn through the face to 
the hood exhaust. The acceptable range of the average face velocity is 60-100 feet per minute 
(fpm). If non-carcinogenic materials are being used the acceptable face velocity for minimally 
hazardous materials is 50 fpm. The ideal average face velocity is 100 fpm for most operations. 
Hoods installed today are at 100 fpm as the industry norm. If using a carcinogen, reproductive 
toxin, or acutely toxic material it is recommended that the face velocity range from 60 to 125 fpm. 
At velocities greater than 125 fpm, studies have demonstrated that the creation of turbulence 
causes contaminants to flow out of the hood and into the user's breathing zone.  
 
Air Flow Indicators  
 
Small pieces of tinsel are taped to the bottom corner of the sash. Inward movement of the tinsel 
indicates air is being drawn into the hood. Air flow indicators do not determine face velocity. They 
only indicate that air is being exhausted through the fume hood.  
 
INSPECTION OF FUME HOODS  
 
When installed, fume hoods should be inspected in accordance with ASHRAE 110 to ensure proper 
ventilation. ASHRAE 110 is the industry standard tracer gas mannequin method. ASHRAE is the 
American Society of Heating, Refrigerating and Air-Conditioning Engineers. It is the responsibility of 
Facilities Management to arrange for testing and certifying the hood. An air balancing specialist is 
hired to ensure that face velocities meet design criteria and that supply and exhaust air flow are in 
proper proportion to establish a negative pressure differential between the lab and the outside 
corridor. Exhaust flow must be greater than supply to create air movement from the hall into the 
lab to contain airborne contaminants.  
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Ideally, a random sample of chemical hoods can be tested for leakage and proper capture integrity. 
A tracer gas such as sulfur hexafluoride is delivered into the hood and measurements of 
concentration are collected around the hood to determine gas escape. A mannequin is placed at 
the face of a hood to simulate an operator's presence.  
 
Fume hood inspections are to take place on an annual basis with ten percent of all VAV hoods on a 
single system are tested and averaged to determine the overall efficiency for all VAV hoods on that 
system. All conventional hoods and specialty hoods are inspected individually. After initial post-
installation checks, ORS will annually inspect fume hoods for the following:  

 
¶ Average face velocity of the hood with the sash fully opened  

 
¶ Sash height at which the average face velocity is 100 fpm  
 
¶ Smoke test to determine air flow patterns and leakage  
 
¶ Placement of airflow indicators in hood  
 
¶ Survey hood condition for spills, airflow blockage, and disabled sash stops  

If the fume hood is not functioning properly, JCTC Facilities Management or KCTCS Environmental 
Health and Safety should be contacted for an immediate assessment.  
 
SAFE WORK PRACTICES  
 
The health and safety of laboratory personnel and building occupants must be the primary goal of 
laboratory management. Properly functioning fume hoods help achieve this goal with respect to 
the hazards of chemical vapors and other harmful airborne substances. It is important to 
remember that a fume hood is not a storage area. Keeping equipment and chemicals unnecessarily 
in the hood may cause airflow blockage. Here are a few health and safety tips concerning fume 
hoods :  

 
¶ Substitute toxic chemicals with less hazardous materials whenever possible.  

 
¶ Keep fume hood exhaust fans on at all times.  
 
¶ Perform all work six inches inside the hood.  
 
¶ Never place your head inside the hood.  
 
¶ Keep the hood sash closed as much as possible at all times to ensure the optimum face 

velocity and to minimize energy usage.  
 
¶ Keep lab doors closed to ensure negative room pressure to the corridor and proper air 

flow into the hood.  
 
¶ Do not store chemicals in the hood.  
 
¶ Keep the slots of the baffle free of obstruction.  
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¶ Do not use the hood as a waste disposal mechanism (e.g., for evaporation of 
chemicals).  

 
¶ Avoid rapid movements in front of the hood including opening and closing the fume 

hood sash rapidly and swift arm and body movements in front of or inside the hood. 
These actions may increase turbulence and reduce the effectiveness of fume hood 
containment.  

 
¶ Do not override or disable mechanical stops on the sash.  
 
¶ Train and educate employees regarding specific hazards and include work methods 

that help reduce contaminant exposure.  
 
¶ Have a general awareness of the operation of your hood and be aware of any 

differences in visual or audible cues that may imply a change in function.  
 
 
NOTE: Virtually all the information as well as the graphics in this Topic IV-0020 are courtesy of 
Northwestern University. 
 
 

JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION IV: CHEMICAL SAFETY EFFECTIVE: JULY 1, 2009  

TOPIC IV-0030:  FORMALDEHYDE REVISED: 

 
DEFINITIONS AND DANGERS 
 
According to the free encyclopedia, formaldehyde (or methanol) is a chemical compound with the 
formula CH2O. It is the simplest aldehyde which is an organic compound containing a terminal 
carbonyl group consisting of a carbon atom bonded to a hydrogen atom and double-bonded to an 
oxygen atom. The aldehyde group is also called the formyl or methanoyl group. 
 
The principal use of formaldehyde is that of a disinfectant. It is a biocide which means it can kill 
most bacteria and fungi. It is also used to make dyes, to make textiles wrinkle-free, preservatives, 
explosives, and certain polymers. 
 
Occupational exposure to formaldehyde by inhalation is mainly from three types of sources: 
thermal or chemical decomposition of formaldehyde-based resings, formaldehyde emission from 
aqueous solutions (for example, embalming fluids), and the production of formaldehyde resulting 
from the combustion of a variety of organic compounds (for example, exhaust gases). 
Formaldehyde can be toxic, allergenic, and carcinogenic. Because formaldehyde resings are used in 
many construction materials it is one of the more common indoor air pollutants. At concentrations 
above 0.1 ppm in air formaldehyde can irritate the eyes and mucous membranes, resulting in 
watery eyes. Formaldehyde inhaled at this concentration may cause headaches, a burning 
sensation in the throat, and difficulty breathing, as well as triggering or aggravating asthma 
symptoms. 
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Formaldehyde is classified as a probable human carcinogen by the U.S. Environmental Protection 
Agency. The International Agency for Research on Cancer (IARC) has determined that there is 
άǎǳŦŦƛŎƛŜƴǘ ŜǾƛŘŜƴŎŜέ ǘƘŀǘ ƻŎŎǳǇŀǘƛƻƴŀƭ ŜȄǇƻǎǳǊŜ ǘƻ ŦƻǊƳŀƭŘŜƘȅŘŜ ŎŀǳǎŜǎ ƴŀǎƻǇƘŀǊȅƴƎŜŀƭ ŎŀƴŎŜǊ ƛƴ 
humans. The United States Environmental Protection Agency (USEPA) allows no more than 16 ppb 
formaldehyde in the air in new buildings constructed for that agency. On April 11, 2008, FEMA 
announced that all trailers purchased by that agency in the future must meet the same standard. 
Formaldehyde can cause allergies and is part of the standard patch test series. People with 
formaldehyde allergy are advised to avoid formaldehyde releasers as well. 
 
All JCTC laboratories that use formaldehyde gas, its solutions, and materials that release 
formaldehyde shall adhere to the requirements stated in this Topic IV-0030. 
 
RESPONSIBILITIES 
 
Lab supervisors and principal investigators are responsible for: 
 

¶ Ensuring that lab personnel working with formaldehyde gas, its solutions, and 
materials that release formaldehyde are trained in the hazards related to 
formaldehyde exposure, and, 
 

¶ Ensuring personnel wear the proper personal protective equipment. 
 

EXPOSURE MONITORING 
 
All laboratories, which have any form of formaldehyde in the workplace, must monitor employee 
exposure unless it can objectively be documented that the presence of airborne formaldehyde will 
not exceed the action level (AL) or the short-term exposure level (STEL) under foreseeable 
conditions. ¢ƘŜ ά!Ŏǘƛƻƴ [ŜǾŜƭέ ό![ύ ǊŜǇǊŜǎŜƴǘǎ ǘƘŜ ŎƻƴŎŜƴǘǊŀǘƛƻƴ ƻŦ ŀ ŎƻƴǘŀƳƛƴŀƴǘ ǿƘƛŎƘΣ ƛŦ 
ŜȄŎŜŜŘŜŘΣ ǘǊƛƎƎŜǊǎ ŀ ǘǊŜŀǘƳŜƴǘ ƻǊ ƻǘƘŜǊ ǊŜǉǳƛǊŜƳŜƴǘ ǿƘƛŎƘ ŀ ǿŀǘŜǊ ǎȅǎǘŜƳ Ƴǳǎǘ ŦƻƭƭƻǿΦ ¢ƘŜ ά{Ƙƻrt 
¢ŜǊƳ 9ȄǇƻǎǳǊŜ [ƛƳƛǘέ ό{¢9[ύ ƛǎ ŘŜŦƛƴŜŘ ōȅ !/DLI ŀǎ ǘƘŜ ŎƻƴŎŜƴǘǊŀǘƛƻƴ ǘƻ ǿƘƛŎƘ ǿƻǊƪŜǊǎ Ŏŀƴ ōŜ 
exposed continuously for a short period of time without suffering from irritation, chronic or 
irreversible tissue damage, or narcosis of sufficient degree to increase the likelihood of accidental 
injury, impair self-rescue or materially reduce work efficiency. 
 
Initial Monitoring 
 
Initial exposure monitoring shall be requested by the lab supervisor for employees who may be 
exposed at or above the AL of 0.5 parts per million (ppm) or at or above the STEL of two ppm. 
 
Initial monitoring shall again be requested each time there is a change in production, equipment, 
personnel, or the control measures which may result in new or additional exposure to 
formaldehyde. 
 
Periodic Monitoring 
 
Periodic monitoring shall be requested by the lab supervisor for those employees with initial 
monitoring results at or above the AL or STEL.  Monitoring shall be conducted at least every six 
months. 
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Termination of Monitoring  
 
Periodic monitoring shall be discontinued if the results from two consecutive sampling periods 
show that the employee exposure is below the AL and the STEL. 
 
 
EMPLOYEE NOTIFICATION 
 
Employees shall be notified of the monitoring results within 15 business days of receiving the 
ǊŜǎǳƭǘǎ ƻŦ ŜȄǇƻǎǳǊŜ ƳƻƴƛǘƻǊƛƴƎΦ  bƻǘƛŦƛŎŀǘƛƻƴ ǎƘŀƭƭ ōŜ ƛƴ ǿǊƛǘƛƴƎΦ  LŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŜȄǇƻǎǳǊŜ ƛǎ ƻǾŜǊ 
either the permissible exposure limit (PEL) established by OSHA, the STEL, or the AL, the lab 
supervisor, working as necessary with the KCTCS Environmental Health and Safety office or 
external agencies, shall develop and implement a written plan to reduce employee exposure and 
give written notice to the employees. The written notice shall contain a description of the 
corrective action being taken to decrease the exposure. 
 
 
RECORDKEEPING 
 
Employee exposure monitoring results shall be maintained by the lab supervisor.  The records shall 
include: the date of the measurement; the operation being monitored; the methods of sampling 
and analysis and evidence of their accuracy and precision; the number, durations, time, and results 
of samples taken; types of protective devices worn; and the names, job classifications, social 
security numbers, and exposure estimates of the employees whose exposures are represented by 
the actual monitoring results.   
 
Where the lab supervisor has determined that no monitoring is required, a record of the objective 
data relied upon to support the determination that no employee is exposed to formaldehyde at or 
above the action level shall be maintained.  
 
REGULATED AREAS 
 
Regulated areas shall be established where the concentration of airborne formaldehyde exceeds 
the time weighted average (TWA) or the STEL.  Signs shall be posted at all entrances and access 
ways with signs bearing the following information: 
 

DANGER 
FORMALDEHYDE 

IRRITANT AND POTENTIAL CANCER HAZARD 
AUTHORIZED PERSONNEL ONLY 

 
Access to the regulated area shall be limited to authorized persons who have been trained to 
recognize the hazards of formaldehyde. 
 
METHODS OF COMPLIANCE 
 
Engineering and work practice controls shall be instituted to maintain employee exposure to 
formaldehyde at or below the TWA and the STEL.  Whenever the lab supervisor, the KCTCS office of 
Environmental Health and Safety, or another authority has established that feasible engineering 
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controls and work practices cannot reduce employee exposure toτor belowτeither of the PELs to 
the extent feasible, respirators which satisfy this standard shall be provided.  
 
Respiratory Protection 
 
Respirators shall be worn in the following situations:  

 
¶ During periods necessary to install or implement feasible engineering and work-

practice controls;  
 

¶ During work operations, such as maintenance and repair activities or vessel cleaning, 
for which the employer establishes that engineering and work-practice controls are not 
feasible;  

 
¶ During work operations for which feasible engineering and work-practice controls are 

not yet sufficient to reduce employee exposure to or below the PELs; and  
 
¶ In an emergency.  

 
 
 
 
The following table indicates the minimum requirements for respiratory protection under specific 
concentrations of formaldehyde. 
 

Formaldehyde 
Concentration 

Minimum Respirator Concentration Required 

Up to 7.5 ppm Full face-piece with cartridges or canisters specific for formaldehyde. 
Note: Half-mask respirators with formaldehyde cartridges are 
permitted if gas-proof goggles are used. 

Up to 75 ppm Full face-piece with chine, back, or chest style industrial sized canisters 
specific for formaldehyde. 

Above 75 ppm Self-contained breathing apparatus with positive pressure full face-
piece. 

Escape Self-contained breathing apparatus, demand pressure-demand mode. 

 
When air-purifying cartridge respirators are used, the cartridge shall be replaced after three hours 
of use or at the end of the work shift, whichever is shorter.  
 
Personal Protective Equipment 

 
Jefferson Community and Technical College shall provide personal protective equipment to the 
employee at no cost.  Lab supervisors shall ensure that the employee wears the personal protective 
equipment provided to them.  The type of protective clothing and equipment used shall be based 
upon the form of formaldehyde to be encountered, the conditions of use, and the hazard to be 
prevented.  
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 All contact of the eyes and skin with liquids containing one percent or more of formaldehyde shall 
be prevented by the use of chemical protective clothing made of a material impervious to 
formaldehyde.   
 
Emergency showers and eyewashes shall be readily accessible for employees if there is a possibility 
that the eyes or skin may be splashed with solutions containing 0.1% or greater of formaldehyde.  
 
HAZARD COMMUNICATION 

 
All employees who, under reasonably foreseeable conditions of use, could be exposed to 
concentrations of formaldehyde reaching or exceeding 0.1 ppm shall have the hazards associated 
with formaldehyde exposure communicated to them.  
 
Labels  
 
Hazard warning labels shall be affixed to formaldehyde gas containers, all containers with mixtures 
or solutions composed of greater than 1% formaldehyde, and containers with materials capable of 
releasing formaldehyde into the air.  The label shall identify that the product contains 
formaldehyde, list the name and address of the responsible party, and state that physical and 
health hazard information is readily available from a Material Safety Data Sheet.  
 
TRAINING  
 
Training shall be provided to all employees and students who have the potential to be exposed to 
formaldehyde at or above 0.1 ppm.  The training shall include, at a minimum, a description of the 
medical surveillance program, an explanation of the Material Safety Data Sheet for formaldehyde, 
a description of the potential health effects associated with exposure to formaldehyde, instructions 
for handling spills and emergencies, an explanation in the purpose for, proper use of, and 
limitations of personal protective equipment.  Employees shall be trained at the time of initial 
assignment and whenever a new exposure to formaldehyde is introduced to the workplace.  The 
training shall be repeated annually. 
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION IV: CHEMICAL SAFETY EFFECTIVE: JULY 1, 2009  

TOPIC IV-0040:  HYDROFLUORIC ACID REVISED: 

 
DESCRIPTION 

 
The free encyclopedia provides an article on hydrofluoric acid defining it as a solution of hydrogen 
fluoride in water. While it is extremely corrosive and dangerous to handle, it is technically a weak 
acid. Hydrogen fluoride, often in the aqueous form as hydrofluoric acid, is a valued source of 
fluorine, being the precursor to numerous pharmaceuticals (e.g. Prozac), diverse polymers (e.g., 
Teflon), and most other synthetic materials that contain fluorine. 
 
Hydrofluoric acid is best known to the public for its ability to dissolve glass by reacting with SiO2  
(silicon dioxide), the major component of most glass, to form silicon tetrafluoride gas and 
hexafluorosilicic acid. This property has been known since the 17th century, even before 
hydrofluoric acid had been prepared in large quantities. 
 
¢ƘŜ ǇǊƛƴŎƛǇŀƭ ǳǎŜǎ ƻŦ ƘȅŘǊƻŦƭǳƻǊƛŎ ŀŎƛŘ ŀƴŘ ƘȅŘǊƻƎŜƴ ŦƭǳƻǊƛŘŜ όōƻǘƘ ǊŜŦŜǊǊŜŘ ǘƻ ƘŜǊŜƛƴŀŦǘŜǊ ŀǎ άICέύ 
is in organofluorine chemistry. Many organofluorine compounds are prepared using HF as the 
fluorine source, including Teflong, fluoropolymers, fluorocarbons, and refrigerants such as Freon. 
Organofluorine chemistry describes the chemistry of organofluorine compounds, organic 
compounds that the carbon-fluorine bond. The carbon-fluorine bond can confer different 
properties to different compounds, and organofluorine compounds have diverse properties, 
reflecting the diversity of their structures. Organofluorine compounds find diverse applications 
ranging from oil- and water-repellants to pharmaceuticals and reagents in catalysis. In addition to 
these applications, some organofluorine compounds are pollutants because of contributions to 
ozone depletion, global warming, bioaccumulation, and toxicity. The area of organofluorine 
chemistry often requires special techniques associated with the handling of fluorinating agents. 
 
DANGERS 
 
Hydrofluoric acid is an extremely corrosive liquid and is a contact poison. It should be handled with 
extreme care, beyond that accorded to other mineral acids. Owing to its low dissociation constant, 
HF penetrates tissue more quickly than typical acids. Symptoms of exposure to hydrofluoric acid 
may not be immediately evident. HF interferes with nerve function, meaning that burns may not 
initially be painful. Accidental exposures can go unnoticed, delaying treatment and increasing the 
extent and seriousness of the injury. 
 
More seriously, once absorbed into blood through the skin, it reacts with blood calcium and may 
cause cardiac arrest. Burns with areas larger than 25 square inches (160 cm2) have the potential to 
cause serious systemic toxicity from interference with calcium blood and tissue levels. In the body, 
hydrofluoric acid reacts with the ubiquitous biologically important ions Ca2+ and Mg2+. In some 
cases, exposures can lead to hypocalcemia. Thus, hydrofluoric acid exposure is often treated with 
calcium gluconate, as source of Ca2+ that sequesters the fluoride ions. HF chemical burns can be 



   

Page 81 of 602 
 

treated with a water wash and 2.5% calcium gluconate gelor special rinsing solutions. However, 
because it is absorbed, medical treatment is necessary; rinsing off is not enough. In some cases, 
amputation may be required. 
 
Hydrogen fluoride is generated upon combustion of many fluorine-containing compounds, such as 
products containing Viton and Teflon parts. Hydrogen fluoride converts immediately to 
hydrofluoric acid upon contact with water. 
 
INFORMATION AND TRAINING 
 
Employees who handle hydrofluoric acid shall be trained on the hazards of HF and what to do in 
the event of an exposure or a spill by the lab supervisor or principal investigator. A Material Safety 
Data Sheet (MSDS) on HF shall always be kept in the immediate work area where HF is used. 
 
The MSDS together with this Safety Manual Topic IV-0040 shall be used to train employees on the 
hazards of HF. 
 
BASIC PRELIMINARY PRECAUTIONS 
 
Before beginning work with HF: 
 

¶ Familiarize yourself thoroughly with this document, the Material Safety Data Sheet 
(MSDS) for the specific form of HF being used, and have a written standard operating 
procedure (SOP) that can be incorporated into your required Chemical Hygiene Plan.   
 

¶ Consider your work area carefully to anticipate what can happen if a bottle is dropped, 
a flask cracks, a line ruptures, chemicals are spilled, or something topples.  

 
¶ Remove all clutter from the work area and, if practical, mount your apparatus in a 

plastic catch pan.  
 
¶ Have sodium bicarbonate (baking soda, saturated solution and dry solid) available for 

neutralization of spills and/or placement in the catch pan.  
 
¶ Know the location of the emergency safety shower/eyewash stations and be prepared 

to operate both with eyes closed.   
 
¶ Inform your colleagues about your experiment.  If HF is being used, your supervisor 

must determine whether you can work alone.  
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PERSONAL PROTECTION 
 
HF is more hazardous than most users realize. The following list of protective equipment should be 
considered carefully and the necessary items acquired before using HF: 

¶ Absorbents:  Calcium carbonate (CaCO3, limestone), magnesium carbonate 
[(CaMg(CO3)2, dolomitic limestone], calcium sulfate (CaSO4, gypsum).  Do not use kitty 
litter or any material containing silicates as SiF4 (toxic and corrosive gas) may be 
formed.  
 

¶ Apron:  rubber or approved plastic. (Neoprene has a 60 min. breakthrough time.)  
 

¶ Decontamination supplies:  locate and check HF kit before working.  
 
¶ Eye wash:  locate and know how it is used.  
 
¶ Face protection:  face shield is very important.  Splash-proof goggles and face shield 

are recommended.  Use of contact lenses is prohibited.  
 
¶ Glasses, safety:  safety goggles are better.  See Face protection.  
 
¶ Gloves:  two layers recommended--inner layer of latex or nitrile, outer layer of 

Neoprene, nitrile, or buna.  Inner gloves should be new; all gloves should be checked 
for leaks.  Have spare gloves in reserve.  

 
¶ Goggles:  splash-proof; see Face protection.  
 
¶ HF kit:  check contents (see below for list).  
 
¶ Hood:  make certain it is working.  Is verification current? (Never use HF outside of the 

hood).  
 
¶ Phone:  locate and decide in advance what kind of emergency help should be sought--

see emergency section.   Remember 911 (give building and room number).   Emergency 
phone numbers, name of building, building number, and room numbers should be 
posted by the phone.  

 
¶ Safety shower:  locate and know how it is used.  
 
¶ Sleeve protectors:  or gloves that pass the elbow.  
 
¶ Emergency HF kit and a supply of other items wherever HF is used: 
 

o Aluminized plastic sheet. 
 

o Antacids (calcium and magnesium-based). 
 

o Calcium carbonate for preparation of aqueous paste. Magnesium sulfate paste 
may be substituted. However, the anhydrous magnesium sulfate powder 
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evolves much meat on exposures to water and the heptahydrate (Epson salt) is 
a hard, needle-shaped crystal. The latter can be ground in a mortar to a fine 
powder. In either case, practice preparing a paste by drop wise addition of 
water, with stirring, to the powdered, solid calcium carbonate or magnesium 
sulfate heptahydrate (when tried, calcium carbonate gave the better paste). 

 
o Calcium gluconate, gel, 2.5%, two or more 309-gram tubes. 

 
o Calcium gluconate, solid. 

 
o Eye wash. Include two 500-ml eye irrigation bottles filled with 1% calcium 

gluconate solution. 
 

o Sodium bicarbonate (solid) and sodium bicarbonate (saturated solution). 
 

o Hydrofluoric acid MSDS. 
 

o Color-changing neutralizer with instructions. 
 

o Shoe covers. 
 

o Hazardous waste container and tag. 
 

o Spill scoop and brush. 
 

 
STORAGE AND USE OF HF 
 
Store all HF and HF waste in labeled chemically compatible containers (e.g., polyethylene or 
Teflon®). Glass, metal, and ceramic containers are not compatible with HF. HF should never be 
stored with incompatible chemicals such as ammonia or other alkaline materials. Always place HF 
on a low protected shelf or other location where it will not be accidentally spilled or knocked over. 
 
Aqueous HF is highly corrosive and highly toxic and must, therefore, be stored in a well-ventilated 
cabinet or hood. With each use, the bottle should be tightly recapped and rinsed with water to 
remove any acid from the cap area or the outside of the container. Aqueous HF (about 50% max. 
conc.) attacks silica-containing glass, so HF is supplied in wax or plastic bottles (keep this in mind 
should you prepare solutions containing HF). 
 
Anyhydrous HF is a gas at room temperature (bp 67 F, 19C) and is supplied in steel cylinders. A 
vented (to exterior of building) toxic gas enclosure is required. HF can be withdrawn from a 
cylinder, as a gas, through copper or Teflon ® tubing and then recondensed to a liquid by chilling 
the tubing. Because the vapor pressure of anhydrous HF is 775 mm Hg at 20 C, it must not be 
resealed in bottles. Anhydrous HF is the most dangerous form. Do not use any form of HF without 
thorough prior training and preparation. 
 
There is a specific MSDS for each form of HF. 
 
CHEMICAL SPILLS 
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In general, two types of chemical spills (a.k.a. releases) can occur at JCTC facilities: 

 

¶ Incidental Spill ς a small chemical spill that the user can clean up safely, easily and 
without assistance from emergency response personnel. 

 
¶ Hazardous Spill ς a chemical spill requiring the assistance of a trained individual or spill 

response team or outside commercial firm. 
 

Incidental Spill 
 
An incidental spill of HF in the work area may be cleaned by the user if they are knowledgeable of 
the material and have the ability and equipment to safely accomplish this. In the event of a spill, 
consult the MSDS again to ensure that you and others follow the recommended cleanup 
procedures. HF spill kits are required in areas where the chemical is used. 
 
Incidental spill cleanup procedures are as follows: 
 

¶ Attend to any person that has been exposed to HF, utilizing emergency drench hoses, 
eyewashes, or shower, and then phoning for assistance. 
 

¶ Alert all other personnel that may be affected by the spill. 
 
¶ Keep fume hoods operating to remove vapors. 
 
¶ Limit the area of the spill as much as possible by using absorbent materials that are 

available in the HF spill kit). 
 
¶ After cleanup, manage the contaminated materials as hazardous waste and request a 

waste pickup. 
 

Hazardous Spill 
 
A hazardous spill is any spill of HF that is not considered by the user to be an incidental spill. Follow 
these steps in the event of a hazardous spill: 
 

¶ Report the emergency to Campus Safety, the campus emergency contact, or 911. 
 

¶ Warn others in the spill area to evacuate. Generally, the spill area is defined by the 
extent and location of the spill. For example, if the spill is within the lab, evacuate the 
lab; if the spill is within the hall, evacuate the immediate area of the hall. 

 
¶ Evacuate to a safe area and prevent entry to the spill area. 
 
¶ Attend to any person that has been exposed to HF if safe to do so. 
 

 
CHEMICAL WASTE 
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HF waste shall be placed in a chemically compatible container (e.g., polyethylene or Teflon ®) with 
a sealed lid and clearly labeled. Do not store HF waste in glass or metal containers. 
 
EMERGENCY PROCEDURES 
 
All exposure to or contact with HF shall receive immediate first aid and medical evaluation even if 
the injury appears minor or there is no sense of pain. HF can produce delayed effects and serious 
tissue damage without necessarily producing pain. 
 
In the event of an HF exposure, immediately start the first aid procedures described below to avoid 
HF burns or other permanent damage. Once first aid has been started, contact Campus Safety or 
the campus emergency contact. 
 
First Aid for Skin Contact  
 
NOTE: hose who assist HF victims should be careful not to contaminate themselves and should 
wear proper personal protective equipment while assisting after an HF exposure. 
 
The following first aid procedures shall be initiated for skin contact: 
 

¶ Immediately proceed to the nearest emergency shower and flush affected area for at 
least 15 minutes. 
 

¶ Remove all contaminated clothing while in the shower; and 
 

¶ Contact Campus Safety or the campus emergency contact for medical assistance. 
 

First Aid for Eye Contact 
 
The following first aid procedures shall be initiated for eye contact: 
 

¶ Immediately proceed to the nearest eyewash or sink and while holding the eyelids 
open, flush the eyes for at least 15 minutes with large amounts of water; and 

 
¶ Contact Campus Safety or the campus emergency contact for medical assistance. 
 

First Aid for Ingestion 
 
The following first aid procedures shall be initiated for ingestion: 
 

¶ Dilute the acid by drinking large quantities of water; 
 

¶ Give several glasses of milk or several ounces of milk of magnesia or eight to twelve 
Tums ® or Rolaids ®; 

 
¶ Contact Campus Safety or the campus emergency contact for medical assistance; 
 
¶ Do not induce vomiting; and 
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¶ Never give anything by mouth to an unconscious or convulsing person. 
 

 
First Aid for Inhalation 
 
The following first aid procedures shall be initiated for inhalation: 
 

¶ Remove victim to fresh air; and 
 
¶ Contact Campus Safety or the campus emergency contact for medical assistance. 
 

TRANSPORTING HF 
 
If an HF containing solution must be transported from one lab area to another: 
 

¶ Place the object in a clean, chemically compatible container and close the lid. 
 

¶ Remove your gloves before transporting the container to avoid the possibility of 
chemical contamination on your gloves spreading to door handles and other objects. 

 
¶ Or consider putting on a single clean glove with which to carry the container, leaving 

any ungloved hand to open doors and handle other objects. 
 
¶ Or have a lab mate open doors and handle objects for you.  
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JEFFERSON COMMUNITY AND TECHNICAL COLLEGE 
SAFETY MANUAL 

SECTION IV: CHEMICAL SAFETY EFFECTIVE: JULY 1, 2009 

APPENDIX A: CHEMICAL HYGIENE PLAN REVISED: 

 
 

(PLAN BEGINS ON THE FOLLOWING PAGE) 
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Jefferson Community and Technical College 
 

CHEMICAL HYGIENE PLAN 
 

For 
 
 

Principal investigator/laboratory supervisor 
 
 

Department 
 
 

Room and Building 
 
 

Campus phone After-hours emergencies phone 
 
Location of laboratories (specify all rooms in which hazardous materials are 
stored). 
_____________________________________________________________ 
 
_____________________________________________________________ 
 
Authorized Personnel 
 
Laboratory personnel: list all employees and students that use hazardous 
materials under your jurisdiction. Also list the laboratory supervisor, if 
applicable, and his or her after-hours emergency telephone number.  
 
Name                              Status (e.g. research asst., student) 
  

____________________________       _____________________________ 
 
____________________________       _____________________________ 
 
____________________________       _____________________________ 
 
____________________________       _____________________________ 
 
____________________________       _____________________________ 
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____________________________       _____________________________ 
 
____________________________       _____________________________ 
 
____________________________       _____________________________ 
 
____________________________       _____________________________ 
 
 
 
 

Signature of Principal Investigator/Lab Supervisor Date 
 
 
As an alternative to listing after hours phone numbers laboratory supervisors can make 
arrangements with JCTC Campus Safety Department to provide relevant emergency after hours 
telephone numbers. 

 
 
NOTE: Maintain the original copy of this form in Laboratory Chemical 

Hygiene Plan binder. Submit photo copy to: 
 
Jefferson Community and Technical College 
 Business Affairs Office 

      200 West Broadway   
   Louisville, KY  40203 
 
 

 
PLEASE ATTACH ADDITIONAL PAGES IF NECESSARY TO INCLUDE ALL 
NAMES.  
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CHAPTER 1 
 
 
INTRODUCTION 
 

The purpose of this model Chemical Hygiene Plan is to define work practices and procedures to 

help ensure that laboratory workers at Jefferson Community and Technical College are protected 

from health and safety hazards associated with the hazardous chemicals with which they work. The 

/ƘŜƳƛŎŀƭ IȅƎƛŜƴŜ tƭŀƴ ƛǎ ǇŀǊǘ ƻŦ W/¢/Ωǎ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜ ǊŜƎǳƭŀǘƛƻƴǎ ǇǊƻƳǳƭƎŀǘŜŘ ƻƴ WŀƴǳŀǊȅ 

31, 1990 by the U.S. Department of Labor Occupational Safety and Health Administration (OSHA) 

and adopted by Kentucky OSH. This staƴŘŀǊŘ ŜƴǘƛǘƭŜŘ άhŎŎǳǇŀǘƛƻƴŀƭ 9ȄǇƻǎǳǊŜǎ ǘƻ IŀȊŀǊŘƻǳǎ 

/ƘŜƳƛŎŀƭǎ ƛƴ [ŀōƻǊŀǘƻǊƛŜǎέ ƛǎ ƘŜǊŜŀŦǘŜǊ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ǘƘŜ [ŀō {ǘŀƴŘŀǊŘΦ See Appendix I to this 

Chemical Hygiene Plan for a summary of the OSHA regulations and a reference to the full text. 

 

The Chemical Hygiene Plan must include: 

 

¶ Standard operating procedures; 

 

¶ Criteria to determine and implement specific control measures, such as engineering 
controls and personal protective equipment; 
 

¶ A requirement that an ongoing program be developed to ensure that fume hoods and 
other engineering controls are functioning properly; 

 

¶ Information and training requirements; 
 

¶ /ƛǊŎǳƳǎǘŀƴŎŜǎ ǳƴŘŜǊ ǿƘƛŎƘ ŀ ǇŀǊǘƛŎǳƭŀǊ ƭŀōƻǊŀǘƻǊȅ ŦǳƴŎǘƛƻƴ ǿƛƭƭ ǊŜǉǳƛǊŜ άǇǊƛƻǊ ŀǇǇǊƻǾŀƭέΤ 
 

¶ Provisions for medical consultation and medical exams; 
 

¶ Designation of Chemical Hygiene Officer; and 
 

¶ Additional precautions for work with select carcinogens, reproductive toxins, and 
extremely toxic substances. 

 
h{I! Ƙŀǎ ŘŜŦƛƴŜŘ ŀ ƘŀȊŀǊŘƻǳǎ ŎƘŜƳƛŎŀƭ ŀǎ άŀ ŎƘŜƳƛŎŀƭ ŦƻǊ ǿƘƛŎƘ ǘƘŜǊŜ ƛǎ ǎǘŀǘƛǎǘƛŎŀƭƭȅ ǎƛƎƴƛŦƛŎŀƴǘ 
evidence based on at least one study conducted in accordance with established scientific principles 
ǘƘŀǘ ŀŎǳǘŜ ƻǊ ŎƘǊƻƴƛŎ ƘŜŀƭǘƘ ŜŦŦŜŎǘǎ Ƴŀȅ ƻŎŎǳǊ ƛƴ ŜȄǇƻǎŜŘ ŜƳǇƭƻȅŜŜǎέΦ Lƴ ŀŘŘƛǘƛƻƴΣ h{I! ŘŜŦƛƴŜǎ ŀ 
ƭŀōƻǊŀǘƻǊȅ ŀǎ άŀ ǿƻǊƪǇƭŀŎŜ ǿƘŜǊŜ ǊŜƭŀǘƛǾŜƭȅ ǎƳŀƭƭ ǉǳŀƴǘƛǘƛŜs of hazardous chemicals are used on a 
non-ǇǊƻŘǳŎǘƛƻƴ ōŀǎƛǎέΦ CƛƴŀƭƭȅΣ ǘƘŜ ƭŀōƻǊŀǘƻǊȅ ǿƻǊƪŜǊǎ ǊŜŦŜǊǊŜŘ ǘƻ ƛƴ ǘƘŜ [ŀō {ǘŀƴŘŀǊŘ ŀǊŜ 
ŜƳǇƭƻȅŜŜǎΦ h{I! ŘŜŦƛƴŜǎ ŜƳǇƭƻȅŜŜ ŀǎ άŀƴ ƛƴŘƛǾƛŘǳŀƭ ŜƳǇƭƻȅŜŘ ƛƴ ŀ ƭŀōƻǊŀǘƻǊȅ ǿƻǊƪǇƭŀŎŜ ǿƘƻ Ƴŀȅ 
be exposed to hazardous chemicalǎ ƛƴ ǘƘŜ ŎƻǳǊǎŜ ƻŦ Ƙƛǎ ƻǊ ƘŜǊ ŀǎǎƛƎƴƳŜƴǘǎΦέ !ƴ ŜȄŀƳǇƭŜ ƻŦ ŀ 
laboratory worker would be a college teaching assistant, research assistant or faculty member 
instructing an academic lab. Students in an academic laboratory would not be considered 
laboratory workers by OSHA. However, as a matter of university policy, the principles outlined in 
this Chemical Hygiene Plan will apply to students in our laboratories. Thus, laboratory supervisors 
must ensure that students in their laboratories are adequately instructed in relation to safe 
laboratory procedures. If there is any question about where the Lab Standard applies and who it 
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covers, the Occupational Health Department, upon request, will make this determination. 
 
This Chemical Hygiene Plan must be read by all laboratory workers prior to the commencement of 
lab duties. In addition to the Plan, the laboratory workers must be familiar with and adhere to 
prudent lat oratory safety guidelines developed by their laboratory supervisor, Jefferson 
Community and Technical College requirements and other relevant regulatory requirements (e.g. 
Radiation Safety). 
 
A written record stating that each laboratory worker has reviewed the Chemical Hygiene Plan and 
related health and safety policies and guides must be kept by the person in charge of the lab. 
Appendix II to this Chemical Hygiene Plan contains an example of a training record form labeled, 
ά!ǿŀǊŜƴŜǎǎ /ŜǊǘƛŦƛŎŀǘƛƻƴΦέ 
 
This model Chemical Hygiene Plan (referred to as the Plan throughout this document) will be 
reviewed annually by the institutional Chemical Hygiene Officer and/or the JCTC Safety Committee. 
9ŀŎƘ ƭŀōƻǊŀǘƻǊȅΩǎ /ƘŜƳƛŎŀƭ IȅƎƛŜƴŜ tƭŀƴ Ƴǳǎǘ ōŜ ǊŜǾƛŜǿŜŘ ŀƴƴǳŀƭƭȅ ōȅ ǘƘŜ ƭŀōƻǊŀǘƻǊȅΩǎ /ƘŜƳƛŎŀƭ 
IȅƎƛŜƴŜ hŦŦƛŎŜǊ ŀƴŘ ǘƘŜ άǊŜǾƛǎŜŘ ŘŀǘŜέ Ƴǳǎǘ ōŜ ƭƛǎǘŜŘ ƻƴ ǘƘŜ tƭŀƴΦ CƻǊ a discussion of the 
Institutional Chemical Hygiene Officer and Chemical Hygiene Officer see Chapter 9. 
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CHAPTER 2 
 
 
RESPONSIBILITIES 
 
Jefferson Community and Technical College is committed to providing a safe and healthful 
environment for all persons associated with the institution. The college intends to be a role model 
for the Commonwealth in its environmental stewardship, health protection and safety standards 
and its compliance with all laws and regulations relating to the environment, health and safety. 
Management, faculty, staff, and students are asked to support these goals in all college activities 
and the College administration will provide the necessary resources to achieve these goals. 
 
A vast array of educational activities and research utilizing hazardous materials is conducted at the 
college which requires cooperation of all parties involved to ensure that such activities are 
conducted safely with regard to workers, students, the community, and the environment. The 
following outlines specific responsibilities associated with laboratory safety and this Chemical 
Hygiene Plan. 
 
Environmental Health and Safety responsibilities include the following: 
 

¶ Appoint an Institutional Chemical Hygiene Officer who will routinely review the model 
Chemical Hygiene Plan and suggest modifications as needed; 

 

¶ Provide technical assistance to laboratory supervisors and workers concerning appropriate 
storage, handling and disposal of hazardous chemicals; 

 

¶ Provide general laboratory safety training upon request; 
 

¶ Conduct exposure assessments and laboratory inspections upon request and on a routine 
basis; 

 

¶ Provide technical assistance concerning personal protective equipment and laboratory 
safety equipment; and 

 

¶ Remain current on rules and regulations concerning chemicals used on campus. 
 
Deans, Directors, Division Chairs, Department Heads, Program Coordinators, the College  President, 
and other heads of academic and administrative units have the primary responsibility for the 
health and safety of their staff and students. Specific responsibilities regarding the implementation 
of the Chemical Hygiene Plan include: 
 

¶ Collaborate with faculty and staff to adapt the Model Chemical Hygiene Plan to include lab-
specific guidelines and to develop strategies to implement the Plan; 

 

¶ Consider the idea of developing departmental-wide laboratory safety training programs 
and/or committees, and 

 

¶ Make budget arrangements for health and safety improvements. It is your responsibility to 
request those monies in the budget process. 
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Faculty and staff in charge of supervising laboratories (referred to as laboratory supervisors or 
Principal Investigators throughout document) have the following responsibilities for implementing 
the Chemical Hygiene Plan: 
 

¶ Inform and train employees concerning chemical safety as required by this Plan. Retain 
training records and all documentation; 

 

¶ Implement and enforce rules and standards of this plan concerning health and safety for 
ƭŀōƻǊŀǘƻǊƛŜǎ ǳƴŘŜǊ ǘƘŜ ǎǳǇŜǊǾƛǎƻǊΩǎ ƧǳǊƛǎŘƛŎǘƛƻƴ ŀƴŘ ǊŜǎǘǊƛŎǘ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ƭŀōƻǊŀǘƻǊȅ όǎŜŜ 
Authorized Access ƛƴ /ƘŀǇǘŜǊ о ά{ǘŀƴŘŀǊŘ hǇŜǊŀǘƛƴƎ tǊƻŎŜŘǳǊŜǎέύΤ 

 

¶ Ensure compliance of laboratory workers with this Plan; 
 

¶ Ensure the availability and enforce the proper use of appropriate personal protective 
equipment and relevant health and safety reference materials; 

 

¶ Remain cognizant of chemicals stored and used in labs and their associated hazards; 
 

¶ Develop an annual inventory of chemicals present in the laboratory. Appendix III to this 
Chemical Hygiene Plan contains a sample chemical inventory form. 

 

¶  Conduct internal inspections of labs for health and safety concerns and maintain an 
inspection log of inspection findings. Appendix IV to this Chemical Hygiene Plan contains a 
sample lab self inspection form. 

 

¶ Request assistance from KCTCS Environmental Health and Safety, as needed; and, 
 

¶ Request allocation of funds from superiors for health and safety improvements as needed, 
or budget into research grant proposals. 

 
Laboratory worker responsibilities regarding implementation of the Chemical Hygiene Plan: 
 

¶ Follow all health and safety standards and rules; 
 

¶ Report all hazardous conditions to the Laboratory Supervisor; 
 

¶ Wear or use prescribed protective equipment; 
 

¶ Report any suspected job-related injuries or illnesses to the Laboratory Supervisor and seek 
treatment immediately; 

 

¶ Refrain from the operation of any equipment or instrumentation without proper 
instruction and authorization; 

 

¶ Remain aware of the hazards of the chemicals in the lab and how to handle hazardous 
chemicals safely; and, 
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¶ Request information and training when unsure how to handle a hazardous chemical or 
procedure. 

CHAPTER 3 
 
 

STANDARD OPERATING PROCEDURES 

 

The Lab Standard requires operating procedures relevant to safety and health considerations to be 

followed when laboratory work involves the use of hazardous chemicals. 

 

This Plan represents a minimum set of guidelines for the handling of hazardous chemicals in 

laboratories at Jefferson Community and Technical College. Individual administrative units, 

laboratories or research groups are required to develop more detailed procedures as their 

ǎƛǘǳŀǘƛƻƴǎ ǿŀǊǊŀƴǘΦ ¢ƘŜǎŜ ǇǊƻŎŜŘǳǊŜǎ Ƴǳǎǘ ōŜ ǿǊƛǘǘŜƴΣ ŀŘŘŜŘ ǘƻ ǘƘŜ ƭŀōƻǊŀǘƻǊȅΩǎ /ƘŜƳƛŎŀƭ IȅƎƛŜƴŜ 

Plan, and made available to laboratory workers. Acceptable lab safety references such as those 

indicated in Appendix I to this Chemical Hygiene Plan may be adopted in whole or may be useful in 

developing additional procedures. In all situations, individual faculty or staff will be responsible for 

enforcing adequate safety and hygiene measures in laboratories they supervise. If necessary, 

additional assistance from KCTCS Environmental Health and Safety is available. 

 

The following standard operating procedures apply to all labs at the College: 

 
GENERAL STANDARD OPERATING PROCEDURES 
 

Respect and understand the safety and health hazards associated with the chemicals and 

equipment in your laboratory, and practice the following general safety guidelines at all times: 

 

Authorized Access. The laboratory supervisor must restrict access to laboratories. Children (under 

age 17) are not allowed in laboratories except as authorized by the laboratory supervisor for an 

officially sanctioned activity (e.g. class or open house). Pets are also prohibited from laboratories. 

 

Containers. Check the integrity of containers and if damaged or leaking, transfer to an acceptable 

container or call Hazardous Materials Management for assistance. For ŘƛǎǇƻǎŀƭ Ŧƛƭƭ ƻǳǘ ŀ άƘŀȊŀǊŘƻǳǎ 

ǿŀǎǘŜ ǘƛŎƪŜǘέ ŀƴŘ Ƴŀƛƭ ǘƻ IŀȊŀǊŘƻǳǎ aŀǘŜǊƛŀƭǎ aŀƴŀƎŜƳŜƴǘΦ hōǎŜǊǾŜ ŎƻƳǇŀǘƛōƛƭƛǘƛŜǎΣ ŦƻǊ ŜȄŀƳǇƭŜΣ 

hydrofluoric acid must not be stored in glass and some oxidizers should not be stored in plastic 

containers. 

 

Cylinder Handling. Use appropriate hand carts to move cylinders. Cylinders must be secured at all 

times. Extremely toxic gases (e.g. hydrogen sulfide, chlorine, arsine) should not be moved through 

regular exit corridors, particularly during business hours. Always consider cylinders as full and 

handle them with corresponding care. 

 

Glass Tubing. When inserting tubing into stoppers, lubricate tubing to help protect hands from 

being cut in the event of the tubing slipping and breaking. 

 

No Smoking. This policy exists throughout the College and applies in all laboratories. 
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Unattended Experiments. Frequently, laboratory operations are carried out continuously or 

overnight. For experiments involving hazardous operations, it is essential to plan for interruptions 

in utility services such as electricity, water and inert gas. Operations are to be safe and plans made 

to avoid hazards in case of failure. If necessary, arrangements for routine inspection of the 

operation are to be made and, in all cases, the laboratory lights should be left on and an 

appropriate sign posted on the door. 

 

Working Alone. When working with acutely hazardous materials, it is advisable to have a second 

person present, or at a minimum, maintain surveillance via telephone contact. 

 

Housekeeping. Exits, aisles and safety equipment must not be obstructed in any way with 

equipment, furniture, etc. No items must be stored in the corridors. For questions related to the 

use of corridors or any exiting or Fire Marshal issue, contact the Fire and Accident Prevention 

office. 

 

Food. Drink. Cosmetics. Eating, drinking and the application of cosmetics (including lip balm) is 

forbidden in areas where hazardous chemicals are used and must be done only in well-defined 

designated non-chemical areas. Do not store food in the same refrigerator with chemicals, 

biohazards or radioactive materials. 

 

Horseplay. Horseplay, practical jokes or other inappropriate and unprofessional behavior in the 

laboratory setting is forbidden. Avoid distracting or startling any other workers. 

 

Equipment. Use proper equipment that is in good condition. For example, never use chipped or 

cracked glassware. Shield pressurized or vacuum apparatus and safeguard against bumping or 

overheating. 

 

Disposal of Waste. It is important to segregate wastes. To request pick-up of hazardous waste, bio-

hazardous waste or chemicals, call Hazardous Materials Management. Disposal of all laboratory 

waste must follow the procedures specified by Hazardous Materials Management.  
 

Hazardous Materials. Hazardous materials should not be used on open laboratory benches. 

 

Mouth Pipetting. Mouth pipetting is forbidden. 

 

Mercaptans. To avoid false reporting of natural gas leaks, the department should be contacted 

when mercaptans are used in a laboratory in such a manner that persons outside of the laboratory 

could smell the mercaptan and suspect a natural gas leak in the building. 

 

Perchloric Acid. If perchloric acid is heated above ambient temperature it will give off vapors that 

can condense and form explosive perch/orates. Hence, when heating perchloric acid above 

ambient temperature, a specifically designed and dedicated perch loric acid fume hood with a 

wash down system or a local scrubbing or trapping system must be used. 
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PERSONAL STANDARD OPERATING PROCEDURES 
 

Personal protection and personal hygiene are two very basic aspects of laboratory safety. Wearing 

appropriate personal protective equipment and practicing good personal hygiene as described 

below will minimize exposures to hazardous chemicals during routine use and in the event of an 

accident. 

 

Attire. Wear a lab coat or apron, cover legs and feet (no sandals or open-toed shoes), and confine 

loose clothing and long hair. 

 

Gloves. Gloves are essential when working with hazardous substances. The proper gloves will 

prevent skin absorption, infection or burns. All glove materials are not equally effective in 

protection from chemical hazards.  

 

Fume Hoods and Other Engineering Controls. See Chapter 5. 

 

Eye Protection. It is Jefferson Community and Technical College policy that personnel including 

students, staff and visitors in laboratories wear appropriate safety glasses, goggles, or face shields 

at all times where chemicals are stored or handled. Goggles are recommended when chemical 

splashes are possible. 

 

The wearing of contact lenses in labs is a controversial issue. If contact lenses must be worn consult 

your optometrist or ophthalmologist. When wearing contact lenses in the laboratory it is necessary 

to wear chemical splash goggles at all times. 

 

Safety Shower/Eye Washes. Safety showers and/or eye washes are required in labs where 

corrosive chemicals are used. Eye washes must be tested monthly by laboratory personnel. Safety 

showers must be tested monthly by building maintenance staff. 

 

Face Shields. Full face shields must be worn when conducting a procedure which may generate an 

aerosol or when splashing is a potential. Full face shields with bottom caps to protect under the 

chin are preferred due to the tendency to raise the chin when a splash occurs. 

 

Personal Hygiene. Hands should be washed frequently throughout the day, before leaving the lab, 

after contact with any hazardous material, and before eating. 

 

Respiratory Protection. The use of some substances may require the use of respiratory protection 

(respirators). SeŜ /ƘŀǇǘŜǊ п ŦƻǊ ŀ ŘƛǎŎǳǎǎƛƻƴ ƻŦ ά/ƻƴǘǊƻƭƭƛƴƎ /ƘŜƳƛŎŀƭ 9ȄǇƻǎǳǊŜǎέΦ 

 

 
HAZARDOUS MATERIAL HANDLING AND STORAGE STANDARD OPERATING PROCEDURES 
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Hazards associated with various chemicals and gases vary widely. Understanding the hazards 

associated with a compound and minimizing the quantity used and stored in the lab will decrease 

chance of injury. 

 

 

Chemical Spills and Accident Response. As a matter of policy, College personnel should handle 

their own spills and releases, unless they are severe in magnitude. Hazardous Materials 

Management will be called to advise and assist in these operations. For more severe incidents, call 

911. Severe incidents include: 

 

¶ Fire or fire potential 

¶ Explosion or danger of explosion 

¶ Injury requiring emergency medical treatment 

¶ Release to the sanitary or storm sewer system 

¶ Threat to occupants in a building or adjacent area 

¶ Release of an unknown chemical. 

 

For large spills or leaks, evacuate the area and call 911. 

 

Chemical Storage. Chemicals ideally should be stored by compatibility, not simply by alphabetical 

arrangement. Oxidizers should be separated from organics, air/water reactives must be kept dry 

and cyanides should be stored away from acids. Appendix V to this Chemical Hygiene Plan 

contains a partial but extensive list of incompatible chemicals. 

 

Volatile toxic substances must be stored in volatile storage cabinets adequate to the purpose. 

When volatiles must be stored in a cooled atmosphere, explosion-proof refrigerators or similar 

specially designed equipment must be used. 

 

Chemical Handling. Encourage the use of poly coated bottles or use bottle carriers for transporting 

chemicals which are in regular glass containers. Close caps securely and avoid storing chemical 

containers in hard to reach areas. Pour chemicals carefully, and never add water to concentrated 

acid. Metal containers and non-conductive containers (e.g., glass or plastic) holding more than five 

gallons must be grounded when transferring flammable liquids. 

 

Cylinder Storage. Cylinders must be stored in well ventilated areas with their protective caps 

screwed on and the cylinder secured (e.g., strapped or chained in an upright position) to reduce 

the chance of the cylinder being knocked over. Do not store cylinders near heat or high traffic 

areas. Do not store flammables and oxidizers together. Do not store empty and full cylinders 

together. Storage of large quantities of cylinders must be done in an approved gas cylinder storage 

area. 

 
LABELS STANDARD OPERATING PROCEDURES 
 

All labels must be legible, in English and include chemical/product name (chemical formulas alone 

are not acceptable) and include information related to relevant hazards. Appendix VIII to this 

Chemical Hygiene Plan contains hazard rating information for NFPA fire diamonds. Labels on 
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incoming containers must not be removed or defaced. Date all peroxidizable and other chemicals 

which may become unstable over time (e.g. picric acid, ethers); test and/or dispose of them when 

ŀǇǇǊƻǇǊƛŀǘŜΦ ²ŀǎǘŜ ŎƘŜƳƛŎŀƭ ŎƻƴǘŀƛƴŜǊǎ Ƴǳǎǘ ōŜ ŎƭŜŀǊƭȅ ƳŀǊƪŜŘ άIŀȊŀǊŘƻǳǎ ²ŀǎǘŜέ ƛƴŘƛŎŀǘƛƴƎ 

specific name of waste chemical and date when full. 

 

 

 

 
LABORATORY DOOR SIGNAGE STANDARD OPERATING PROCEDURES 
 

Each laboratory door must be legibly marked with the following information: 

 

¶ Room number 

 

¶ Department 

 

¶ [ŀōƻǊŀǘƻǊȅ {ǳǇŜǊǾƛǎƻǊΩǎ Name 

 

¶ Emergency contacts, including names, office location, and office and emergency telephone 

ƴǳƳōŜǊǎΦ όLƴ ŎŀǎŜǎ ǿƘŜǊŜ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ŘƻŜǎ ƴƻǘ ǿƛǎƘ ǘƻ άǇƻǎǘέ ƘƛǎκƘŜǊ ƘƻƳŜ ǘŜƭŜǇƘƻƴŜ 

numbers, they may register the information with the Jefferson Community and Technical 

College Campus Safety Department). 

 

¶ Special hazards or instructions (e.g. location of large quantities of flammables or the 

ǇǊŜǎŜƴŎŜ ƻŦ ŀ άƭƻŎŀƭ ŀƭŀǊƳέ ǎȅǎǘŜƳύΦ 
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CHAPTER 4 
 
 

CONTROLLING CHEMICAL EXPOSURES 

 

The Lab Standard requires the employer to determine and implement control measures to reduce 

employee exposure to hazardous chemicals; and particular attention must be given to the selection 

of control measures for chemicals that are known to be extremely hazardous. There are three 

major routes of entry for a chemical to enter the body: inhalation, skin and eye contact, and 

ingestion. Three types of controls for prevention of these various routes of entry include 

engineering controls, personal protective equipment and administrative controls. Each route of 

entry a chemical can take to enter the body can be controlled in a number of ways, as explained 

below. 

 

Inhalation Hazards 

 

Inhalation of chemicals is the most common route of entry a chemical can take to enter the body. 

To avoid inhalation exposures, hazard reduction methods such as substituting a less volatile or a 

less toxic chemical or substituting a liquid or solid chemical for a gaseous one are the best means of 

control. If substitution is not practical, engineering controls such as ventilation should be used to 

lessen the chance of exposure. The use of well-functioning local exhaust ventilation such as fume 

hoods, biological safety cabinets, vented glove boxes and other local exhaust systems is often 

required to minimize exposure to hazardous chemicals. Dilution ventilation may be used to reduce 

exposure to non hazardous nuisance odors. For extremely toxic chemicals such as those classified 

as poison gases by State or Federal agencies (e.g., arsine, phosgene) the use of closed systems, 

vented gas cabinets, fail-safe scrubbing, detection or other stricter controls may be required. 

 

If both substitution and engineering controls are unavailable, the use of personal protective 

equipment may be required to reduce inhalation exposures. Respiratory protection from dust 

masks to self-contained breathing apparatus may be utilized to this end. If respirators are worn by 

laboratory employees, requirements of the OSHA Respirator Standard (1910.134) must be met and 

a written respirator program must be implemented.  This Standard requires training on the proper 

use of respirators, medical surveillance to ensure the user is capable of wearing a respirator, and fit 

testing to ensure that the respirator fits properly. A lab worker or his or her supervisor should 

contact the KCTCS office of Environmental Health and Safety in the event that respiratory 

protection is to be utilized to control exposures to hazardous chemicals. 

 

In addition the following principles should be utilized to reduce the risk of exposure to hazardous 

chemicals: 

 

¶ Immunization of exposure time for individual employees; 

 

¶ Restricted access to an area where a hazardous chemical is used; and 

 

¶ Proper signage on lab doors to indicate special hazards within. 
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Skin/Eye Contact Hazards 

 

To reduce the risk of a chemical entering the body via skin and eye contact, engineering controls 

include substitution and appropriate ventilation as described above in Inhalation Hazards. The 

more obvious means of preventing skin and eye contact is the wearing of personal protective 

equipment such as eye protection, face shields, gloves, appropriate shoes, lab aprons, lab coats, 

and other protective equipment as appropriate to the hazard. Since the chemical resistively of the 

different types of protective equipment varies significantly, the lab supervisor should consult or 

other references to ascertain that the protective equipment material is resistant to the chemical 

being protected against. Safety showers/eye wash equipment is required where corrosive 

chemicals are used. Such equipment should be prominently labeled and not obstructed. 

 

Ingestion Hazards 

 

Ingestion of chemicals is the least common route of entry into the body. However a laboratory 

worker can easily ingest chemicals into the body via contaminated hands if they are not washed 

prior to eating, smoking or sticking part of the hand or a writing tool that has been in contaminated 

hands into the mouth. Some controls for preventing this route of exposure include engineering 

controls, such as isolating the hazardous substance so minimal contact is required (e.g., use glove 

box), personal protective equipment such as the wearing of gloves, and administrative controls 

such as restricting mouth pipetting, encouraging good personal hygiene and designating a well-

marked non-chemical area where eating, drinking and the application of cosmetics is permitted. 

 

Exposure Assessment 

 

At the request of faculty, staff or students, exposure evaluations may be conducted by 

Occupational Health for any suspected overexposure to substances regulated by OSHA. Records of 

exposure evaluations will be provided to the department and affected employees and any other 

appropriate authorities at the Jefferson Community and Technical College. 
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CHAPTER 5 
 
 
FUME HOODS AND OTHER ENGINEERING CONTROLS 
 
Fume Hood Face Velocities 
 
All fume hoods at Jefferson Community and Technical College facilities should have face velocities 
between 80 and мрл ŦŜŜǘ ǇŜǊ ƳƛƴǳǘŜ ǿƛǘƘ ǘƘŜ ǎŀǎƘ ŀǘ ŀ άǿƻǊƪƛƴƎ ƘŜƛƎƘǘέ όŀǇǇǊƻȄƛƳŀǘŜƭȅ мн ƛƴŎƘŜǎύΦ 
As a general rule, fume hoods should not be operated with the sash fully open and should have the 
sashes closed when not being used. The office will conduct a fume hood inspection and 
certification program for all fume hoods at the college. Fume hoods with face velocities within the 
80-150 feet per minute range may be used without restriction and will be marked with a fume 
hood sticker showing face velocity at a height designated with an arrow. 
 
Hoods Needing Repairs 
 
Non radiological use fume hoods with face velocities below 80 feet per minute or above 150 linear 
feet per minute must be marked with a sign indicating that the hood may not be used for chemical 
manipulations. A work order to repair these hoods should be processed as soon as possible. 
 
Safe Work Practices for Laboratory Fume Hoods 
 
When using a fume hood, one must remember that the hood does not provide absolute 
containment or absolute protection from the materials in the hood. However, for most exposures, 
a properly designed hood in a properly designed room can provide adequate protection if certain 
work practices are followed. The work practices listed below are recommended by the American 
Conference of Governmental Industrial Hygienists in their text: Industrial Ventilation: A Manual of 
Recommended Practices. 
 
No large open face hood with a low face velocity and a worker standing at the face can provide 
complete safety against all events which may occur in the hood, especially for volatile or other 
airborne contaminants with an exposure limit in the low part per billion range. For more ordinary 
exposures, a properly designed hood in a properly ventilated room can provide adequate 
protection. However, certain work practices are necessary in order for the hood to perform 
capably. The following work practices are required; more stringent practices may be necessary in 
some circumstances. 
 

¶ Conduct all operations which may generate air contaminants at or above the appropriate 
exposure limit inside a hood. 

 

¶ Keep all apparatus at least 6 inches back from the face of the hood. A stripe on the bench 
surface is a good reminder. 

 

¶ Do not put your head in the hood when contaminants are being generated. 
 

¶ Do not use the hood as a waste disposal mechanism except for very small quantities of 


