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This instruction implements AFPD 48-1, Aerospace Medicine Program. It establishes the procedures and
responsibilities for implementing Air Force Occupational Safety and Health (AFOSH) Standard 161-21,
Hazard Communication (HAZCOM), at Hickam Air Force Base, Hawaii. Work areas will maintain a
copy of AFOSH Std 161-21, Hazard Communication, and this instruction along with all required attach-
ments, and will be accessible to all assigned personnel. Compliance with this instruction is mandatory.
This instruction applies to US Air Force personnel assigned to the 15th Airlift Wing (15 AW), and any
Hickam AFB tenant personnel administered by the 15 AW Occupational Health Program. 

SUMMARY OF REVISIONS

This revised edition of the Workplace Written Hazardous Communication Program was updated to clarify
HAZCOM exempt non-industrial chemical use, better define relevant agency program responsibilities,
and integrate Hazardous Materials Pharmacy procedures. A bar (|) indicates revisions from the previous
edition. 

http://www.e-publishing.af.mil
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Chapter 1 

REFERENCES 

1.1.  Occupational Safety and Health Administration (OSHA) Standard 29 CFR 1910.1200, Hazard
Communication.  

1.2.  AFOSH Standard 161-21, Hazard Communication.  

1.3.  AFPD 48-1, Aerospace Medicine Program.  
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Chapter 2 

INTRODUCTION 

2.1.  This instruction covers the dissemination of information and required training for Air Force employ-
ees' occupationally exposed to hazardous materials. This instruction does not apply to products, person-
nel, and work areas specifically exempted in the introduction of AFOSH Standard 161-21, Hazard
Communication. 
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Chapter 3 

RESPONSIBILITIES ASSIGNED 

3.1.  Unit Commanders: Will ensure supervisors and employees who handle, use, or are potentially
exposed to hazardous materials in the course of official Air Force duties are provided information and
training on the Air Force Hazard Communication Program (AFHCP) and the specific hazards in the work
areas under their control. 

3.2.  Supervisors will:  

3.2.1.  Maintain all documentation required by the HAZCOM program, and ensure all employees
have access and are aware of its location. 

3.2.1.1.  Maintain a copy of AFOSH Standard 161-21. 

3.2.1.2.  Maintain a copy of this instruction, the Workplace Written Hazard Communication Pro-
gram. 

3.2.1.3.  Develop a work area specific employee education and training plan. (See paragraph 5.4.
and Attachment 1) 

3.2.1.4.  Maintain a hazardous chemical inventory, update as necessary, and review the inventory
at least annually. (See paragraph 5.1.) 

3.2.1.5.  Maintain current manufacturer specific Material Safety Data Sheet (MSDS) for all chem-
icals in the work area. (See paragraph 5.2.) 

3.2.1.6.  Maintain a list of non-routine tasks performed in the work area which involve the use of
hazardous materials and supporting unit operating instructions or technical order references. (See
paragraph 5.5.) 

3.2.1.7.  Review and maintain a HAZCOM program checklist (Attachment 2) for periodic unit
program self-assessment. 

3.2.2.  Prepare and coordinate an AF Form 3952, Chemical/Hazard Material Request Authorization,
through the Hazardous Materials Pharmacy, before a new chemical is introduced into the work area. 

3.2.3.  Coordinate the acquisition of bypass material (items purchased with Government Purchase
Card) with Hazardous Materials Pharmacy, Contracting, and Bioenvironmental Engineering Flight
(BEF) to ensure proper contracting procedures are followed for the acquisition of hazardous materials. 

3.2.4.  Ensure all material (including bypass material) is labeled in accordance with paragraph 5.3. 

3.2.5.  Be trained by Public Health, and hold certification of completion, on the Federal Hazard Com-
munication Training Program (FHCTP). 

3.2.6.  Ensure all workers are trained on the FHCTP 3.2.10. Ensure all personnel assigned to the work
area receive HAZCOM training for their work area at Hickam AFB within 30 days of arriving, or
before using chemicals to perform their duties, whichever occurs first. 

3.3.  Bioenvironmental Engineering Flight (BEF) will:  
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3.3.1.  Identify and determine work places or areas occupationally exposed to hazardous materials,
thus requiring compliance with the HAZCOM program. 

3.3.2.  Maintain manufacturer specific MSDS master file containing all hazardous chemicals used on
Hickam Air Force Base, through the Hazardous Materials Pharmacy local purchase file or electronic
Hazardous Material Information System (HMIS). 

3.3.3.  Assist shop supervisor in obtaining MSDS using established procedures and determine if the
material should be added to the hazardous materials inventory. 

3.3.4.  Advise any Air Force organization or individuals concerning labeling of containers. Govern-
ment Owned, Contractor Operated (GOCO) facilities will receive advice concerning labeling of con-
tainers for only nationally stock listed items. 

3.3.5.  Advise contractors on use of hazardous materials in Air Force workplaces potentially effecting
contract employees, and on requirements for using contractor sponsored hazardous materials on base.
(See paragraph 3.6.2.) 

3.3.6.  Provide additional information on health hazards of hazardous materials, evaluate workplace’s
scope of use, required engineering controls, and certify personal protective equipment. 

3.3.7.  Provide technical assistance to Public Health, and other formal organizational training compo-
nents conducting supervisor training. 

3.3.8.  Provide work area supervisors technical assistance in development of work area hazardous
materials inventory and non-routine tasks involving hazardous materials, and development of work
area specific training plan. 

3.3.9.  Review work area HAZCOM programs during BEF evaluations. 

3.4.  Public Health (PH) Flight will:  

3.4.1.  Conduct supervisory level HAZCOM training and document on AF Form 55, Employee Safety
and Health Record. 

3.4.2.  Assist supervisors in development of training programs, approved training content and method,
evaluate measures or program effectiveness, and aid supervisors in establishing tools to measure
employees understanding of HAZCOM principles. 

3.5.  15 LRD Customer Service, Hazardous Materials Pharmacy (HMP) will: 

3.5.1.  Upon receipt of hazardous materials, ensure containers are identified and labeled with: Identity
of the hazardous material, appropriate hazard warning, and the name, address, and phone number of
the manufacturer, importer, or other responsible party. Inspectors should not accept improperly
labeled containers. 

3.5.2.  Prior to issue, ensure all unlabeled hazardous materials are properly labeled using DD Form
2521, Hazardous Chemical Warning Label, (8 1/2 in x 11 in) or DD Form 2522, Hazardous Chemical
Warning Label, (4 in x 6 in). 

3.5.3.  Prior to ordering hazardous materials, ensure an approved AF Form 3952 is on file in the elec-
tronic automated data processing program, Environmental Management Information System (EMIS). 

3.5.4.  Provide organizations a manufacturer specific MSDS with material issues. 
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3.5.5.  Maintain local purchase MSDS, hard copy or electronic version in EMIS. 

3.6.  15 AW Contracting Officers will: 

3.6.1.  Include Federal Acquisition Regulation (FAR) clause 52.223-3, "Hazardous Material Identifi-
cation and Material Safety Data," in all contracts where a hazardous material is being procured as
identified by the originator of the requirement. BEF must approve the use all hazardous materials
prior to arrival on base and documented on AF Form 3000. MSDSs must also be forwarded to BEF
within 7 working days after receipt for inclusion in the base master file. 

3.6.2.  Advise PH of pre-performance conferences for any contracts that may involve the use of haz-
ardous materials in government facilities. Include in pre-performance conferences points of contact
information for BEF and PH. 

3.6.3.  Include in Functional Commander and Quality Assurance Personnel training that government
and contractor compliance with 29 CFR 1910.1200, “Hazard Communication,” is mandatory. 

3.6.4.  Coordinate contracts that involve supplying hazardous materials as a portion of the contract
through the BEF. For example, the procurement of a steam cleaner and the cleaning solvent requires
BEF approval of the solvent to be delivered. 

3.7.  Employees will:  

3.7.1.  Participate in HAZCOM training and understand training information and materials. Compre-
hend workplace specific training and workplace orientation. 

3.7.2.  Know location of workplace specific HAZCOM program materials and MSDS. 

3.7.3.  Follow safe work practices established by supervisors, BEF, operating instructions, technical
orders, MSDS, and manufacturer’s guidance when working with hazardous materials. 

3.7.4.  Read MSDS and understand potential health hazards and emergency procedures. 

3.7.5.  Report unsafe working conditions and health hazard exposure concerns to supervisors. 
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Chapter 4 

HAZARD DETERMINATION 

4.1.  Hickam AFB will rely on the MSDS hazard determination information provided by the supplier/
manufacturer, for purchased potentially hazardous materials. 

4.2.  For those potentially hazardous materials produced by AF components, the activity controlling the
formulation will make the hazard determination and develop an MSDS. Hazard determinations will be
made according to Appendix B of the OSHA Hazard Communication Standard, 29 CFR 1910.1200. 

4.3.  BEF will determine chemical health hazards and identify hazardous materials to workplaces, con-
tractors, and HMP. BEF can provide additional information on health hazards of hazardous materials,
evaluate workplace’s scope of use, required engineering controls, and certify personal protective equip-
ment. 

4.4.  Non-industrial workplaces using potential hazardous materials must contact BEF to coordinate mate-
rial use and hazard determinations, using the HMP process. Note: All chemical products may have a pub-
lished MSDS, although the existence of a MSDS does not necessarily classify the material as hazardous.
Some chemicals or materials may be tracked by HMP or require an AF Form 3952 prior to issue, although
this in itself does not constitute the material as hazardous, only that the item may require issue tracking. 

4.5.  Non-industrial workplaces are normally exempt from AFOSH Standard 161-21, Hazard Communi-
cation, program requirements due to the consumer use clause. BEF is the sole agency to identify and
determine work places or areas occupationally exposed to hazardous materials, thus mandating a work-
place specific HAZCOM program and BEF workplace risk assessment evaluations. 
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Chapter 5 

HAZCOM PROGRAM ELEMENTS 

5.1.  Hazardous Chemical Inventory:  

5.1.1.  The hazardous chemical inventory is developed by the work area supervisor and should be a
print-out version of the EMIS shop chemical authorization list, maintained by the HMP (See Attach-
ment 3, for an example). However, proprietary information will not be included on the hazardous
chemical inventory. BEF reviews this inventory during workplace surveys. Headings should include
the identity of the material (as it appears on the MSDS), the manufacturer, National Stock Number
(use manufacturer part number or LPN if NSN does not exist), and the estimated amount use per pro-
cess (e.g. gal/month). 

5.1.2.  The shop supervisor will maintain the hazardous chemical inventory, update as necessary, and
review at least annually. 

5.1.3.  Before a new chemical is introduced into the work area, the shop supervisor will prepare and
coordinate an AF Form 3952 through the Hazardous Materials Pharmacy, and add approved chemical
to inventory. 

5.1.4.  Shops will not borrow or share hazardous materials, without coordinating material transfer
through the HMP. 

5.2.  Material Safety Data Sheets (MSDS):  

5.2.1.  BEF maintains the manufacturer specific MSDS master file containing all hazardous chemicals
used on Hickam Air Force Base, through HMP local purchase file or electronic HMIS. 

5.2.2.  Workplace supervisors will ensure MSDS, electronic access or hard copy, are readily available
to all workers. 

5.2.3.  Workplace supervisors will prepare an index of hard copy MSDS, to more efficiently retrieve
specific records. 

5.2.4.  Workplace supervisors will request MSDS from the manufacturer when requesting new mate-
rials that do not have an MSDS in HMP master file. 

5.2.5.  The National Stock Number (NSN) or Local Purchase Number (LPN) will be annotated on the
MSDS. 

5.2.6.  Workers desiring MSDS information and an explanation of the information contained in the
MSDS should contact their work area supervisor, the HMP, or BEF. 

5.3.  Labels and Other Forms of Warning:  

5.3.1.  Supervisors of workplaces with hazardous material will ensure all hazardous material contain-
ers retain the manufacturer’s label in good conditions. Supervisors will ensure the manufacturer’s
label contains the following information: 

5.3.1.1.  Identity of the hazardous materials: Material name, NSN (if available), and Part Number
(if available). 
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5.3.1.2.  Appropriate hazard warnings. 

5.3.1.3.  Name, address, and phone number of the manufacturer or other responsible party. 

5.3.2.  Where manufacturer labels are unavailable, deteriorated, or material is transferred to a new
container (including storage tanks and process vats), supervisors will ensure that DD Form 2521 or
DD Form 2522 (or sign/placard with the same information fields) are used to label the hazardous
material container and includes all information described in section 5.3.1. (See example at Attach-
ment 4). The exception for this rule is when a material is temporarily placed in an unmarked container
and used up or returned to the original container within one work shift. 

5.3.3.  Supervisors can find information needed to complete new labels in the HMIS labeling field, on
the bulk packaging label, in the MSDS, or by contacting the material manufacturer. Supervisors may
request BEF support to confirm their label information is correct. 

5.4.  Employee Information and Training:  

5.4.1.  Supervisors will ensure all workers are trained in accordance with AFOSH STD 161-21 (5.c.3),
Federal Hazard Communication Program and 29 CFR 1910.1200. Training must include the shop
developed work specific training (See example Attachment 1), before the workers handle or are
occupationally exposed to hazardous materials. This training may be provided by the supervisor or by
any other formal organizational training component (e.g., maintenance trainers). 

5.4.2.  Supervisors will develop an Employee Education and Training Plan; Attachment 1 provides
an example format supervisors may use to outline a workplace specific plan. 

5.4.3.  Supervisors will ensure all additional hazard communication training is documented on AF
Form 55, "Employee Safety and Health Record". 

5.5.  Non-routine Tasks Involving Hazardous Materials:  

5.5.1.  Non-routine tasks are: 

5.5.1.1.  Those tasks included within a work area normal activity but performed infrequently. For
example, cleaning with a solvent, changing the solvent from a tank, or cleaning up a spill. 

5.5.1.2.  Temporary duties outside an individual’s normal Air Force Specialty Code (AFSC) or job
series. 

5.5.1.3.  Augmentees to other industrial workplace areas or processes. 

5.5.2.  Supervisors will maintain a list of the shop’s non-routine tasks as part of the work specific
training plan. The supervisor will ensure that the list thoroughly describes non-routine task(s), includ-
ing: Task, frequency, chemicals used, associated health hazards, protective measures, and controls. 

5.5.3.  Supervisors will ensure workers review workplace non-routine task description before per-
forming the non-routine tasks. 

5.5.4.  When workers temporarily perform duties outside their normal job, the supervisor of the activ-
ity will ensure these workers receive the following training prior to beginning the activity: 

5.5.4.1.  The initial training described in paragraph 5.4. for workers not previously trained. 

5.5.4.2.  Supplemental training, as necessary, on specific chemical hazards will be used or will be
at the job site. 
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5.5.4.3.  Measures the worker can take to reduce the risk of exposure at the job site and steps
already instituted to reduce the risk (e.g. ventilation system). 

5.5.4.4.  The location of the MSDS for hazardous chemicals present. 

5.5.4.5.  The labeling system used for hazardous chemicals present. 

5.5.4.6.  The methods and observations that may be used to detect the presence or release of a haz-
ardous chemical into the workplace. 

5.5.4.7.  The physical and health hazards of chemicals in the work area. 

5.5.4.8.  The specific measures personnel can take to protect themselves. 

5.5.5.  The supervisor of the temporary duty activity will forward a letter to each worker’s formal
supervisor describing the training conducted so the individual’s AF Form 55 can be updated. 

5.6.  Prescribed Form : 15AW Form 51, Workplace HAZCOM Self Inspection Checklist 

RAYMOND G. TORRES,  Colonel, USAF 
Commander, 15th Airlift Wing 
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Attachment 1 

EXAMPLE EMPLOYEE INFORMATION AND TRAINING PLAN 

(Name of Work Area) 

1. Overview. This plan outlines supervisory training requirements to meet Hazard Communication 
(HAZCOM) program employee training. HAZCOM workplace specific training must be documented on 
respective AF Forms 55. The goal of the HAZCOM is to reduce the incidence of occupational illness and 
injury caused by hazardous chemicals in the workplace. 

2. HAZCOM Program Elements. 

 a. Program Management. The (Workplace Name) maintains a HAZCOM Program binder, located 
(location). The program binder has a copy of AFOSH Std 161-21 and 15 AWI 48-103. 

 b. Chemical Inventory. The inventory of all hazardous chemicals used in the workplace is located 
(location). The actual chemicals are stored in (state the location where the chemicals are stored and what 
types of storage cabinets are used). 

 c. MSDS. Material Safety Data Sheets (MSDS) are maintained (location). (Workplace) maintains 
hard copy/electronic version of MSDS. 

 d. Labels. Supervisors of workplaces with hazardous material will ensure all hazardous material con-
tainers retain the manufacturer’s label in good condition. Supervisors will ensure the manufacturer’s label 
contains the following information: Identity of the hazardous materials: Material name, NSN (if avail-
able), and Part Number (if available); appropriate hazard warnings; and Name, address, and phone num-
ber of the manufacturer, importer, or other responsible party. 

 e. Non-routine tasks Supervisors will maintain unit Operating Instructions (OI) or Technical Orders 
(TO) to thoroughly describe non-routine tasks. The supervisor will ensure the documented format thor-
oughly describes non-routine task(s), including: Task, frequency, chemicals used, associated health haz-
ards, protective measures, and controls. A unit OI does not need to be prepared if technical orders or other 
documents adequately describe these tasks. 

3. Workplace Industrial Processes. 

 a. Identify Industrial Processes. Supervisors may develop a table or other type of format to provide: 
The physical and health risks of each hazardous chemical, signs and symptoms of overexposure, controls 
used to minimize potential health exposures, and the method of determining the presence/release of a haz-
ardous materials in the work area. Supervisors may also use summary documents provided during Bioen-
vironmental Engineering surveys. 

 b. Steps taken to reduce exposure. List specific personnel protective equipment available in the work 
center and when it must be worn. Ensure employees know of local administrative controls and policies 
used to minimize health hazard exposures. Also list engineering controls (such as an exhaust fan) that 
must be used to reduce the risk of exposure. 
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4. Spill Procedures. Most spills are cleaned by following (Workplace) Hazardous Material Spill Cleanup 
Procedures, reviewed prior to working with any chemical. An emergency eyewash is available (state 
location of emergency eye wash). Immediately after flushing the exposed area for 10 minutes, personnel 
involved will be taken to the emergency room for further evaluation. Additionally, (Workplace) personnel 
receive training on responding to hazardous material spills (state location of spill plan). If at any time 
there is a spill beyond our capabilities, personnel are to evacuate the building and call the Fire Department 
for assistance. 

5. Technical Assistance. Base agencies, such as Bioenvironmental Engineering, Public Health, Safety, 
and the Fire Department will provide technical assistance to clarify hazardous chemical use, operating 
procedures, and provide supplemental workplace specific training, when requested. 

WORKPLACE SUPERVISOR SIGNATURE BLOCK 
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Figure A1.1.  What a HAZCOM Binder Should Have 
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Attachment 2 

WORKPLACE HAZCOM SELF INSPECTION CHECKLIST 

Table A2.1.  Workplace HAZCOM Self Inspection Checklist 

 15AW Form 51, 20030918 (IMT-V1) 

Bioenvironmental Engineering (BEE) Workplace HAZCOM Self Inspection Checklist 

Workplace: 
Y N Is a copy of AFOSH Std 161-21 maintained in work area? 
Y N Is a copy of AWI 48-103 maintained in the work area? 
Y N Are workplace supervisors trained IAW Federal Hazardous Communication Training 

Program by PH? 
Y N Is a workplace specific “Employee Education and Training Plan” in place that addresses the 

hazards and hazard communication/mitigation of the HAZMAT and is used to inform their 
employees? 

Y N Are all employees trained in the Federal Hazard Communication Training Program and 
documented on the AF Form 55? 

Y N Does the workplace have any non-routine tasks? 
Y N Are T.O s or O.I.s readily available that describe hazards associated with routine and 

non-routine tasks? 
Y N Are there Material Safety Data Sheets readily available for all authorized chemicals? 
Y N Do all employees know where the Material Safety Data Sheets area and how to use them? 
Y N Does the workplace have a Hazardous Chemical Inventory? 
Y N Are all containers labeled properly? 
Y N Do the “transfer containers” where materials have been poured from their original container 

to another have proper labeling? 
Y N Does the workplace use hazardous chemicals or have an account with Hazmat Pharmacy 

(449-2715)? 
SELF-INSPECTION POC:                                                                  DATE: 
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Attachment 3 

HAZARDOUS MATERIALS PHARMACY INVENTORY EXAMPLE 

Figure A3.1.  Hazardous Materials Pharmacy Inventory Example 
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Attachment 4 

HAZARDOUS MATERIAL LABEL EXAMPLE 

Figure A4.1.  Hazardous Material Label Example 
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