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HAZARD INFORMATION FOR COMMON OFFICE PRODUCTS
Aerosols
—Aerosol cans generally contain a p
ropellant, such as alcohols, which are flammable, or hydrofluorocarbons (HFC’s). Prior to HFC’s, 
chlorofluorocarbons
 (CFC’s)
 were us
ed, but these were found to 
be
 destructive to 
the ozone layer, so these are no longer used. The other main 
hazard with aerosol cans is the fact that these are under pressure, so these should not be stored in or around a heat source.
Correction fluid
—Correction fluids, such as “W
h
i
te O
ut
” may contain petroleum based solvents or mineral spirits which are flammable. These chemicals also produce vapors that 
can be
 
harmful when inhaled.
Permanent markers
-generally contain dyes, and alcohols, which are flammable. 
However, these chemicals are usually present in small amounts. As is the case with correction fluids, these may produce vapors that are harmful when inhaled.
Toner
-Toners
 in printers and copy machines
 
contain powders that may be irritating if inhaled. 
They may also use a small amount of alcohols. Additionally, copy machines can emit ozone, an irritating gas. However
, under normal use and conditions, the typical user should not be in contact with these substances. 
Dry erase markers
—contain a small amount of alcohol and solvents, but are safe when used as intended
.
Glass cleaner
s
-
-
are composed primarily of water. However, a small amount of alcohol may be present as well. Certain glass 
cleaners may also contain ammonia. Users of these products should avoid repeated exposure and avoid inhalation of vapors.
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RIGHT TO 
KNOW 
INFORMATION FOR OFFICE STAFF
)
 (
 the product wi
ll indicate on the label if 
it
 poses a serious risk
 with certain key words such as “Flammable”
, 
“Corrosive”, “Toxic.” 
The next 
section details what 
some of these 
terms mean.
COMMONLY USED TERMS
Flammable liquid-
means a liquid having 
a flashpoint less than 100
°
F. A flashpoint is the temperature at which a flammable liquid, when heated, will produce 
sufficient vapors
 to ignite.
 A good example of a flammable liquid is
 gasoline.
Flammable aerosol
-
means an aerosol (such as a spray can), that when ignited, will yield a flame at least 18 in. long from the valve opening. Your typical hairspray can is a flammable aerosol.
Flammable gas
—is a gas, which when mixed with air at a concentration of 13% or less, will produce a flammable mixture. The propane in your grill is a flammable gas.
Corrosive liquid-
is a liquid that will degrade steel at a certain rate, or will cause a chemical burn 
or destroy tissue 
when exposed to bare skin. B
leach (sodium hypochlorite solution) is a corrosive liquid. 
Toxic—
is 
a substance that may be a he
alth hazard, which is 
something 
that will cause adverse health effects in a person, whether short term (acute) or long term (chronic).  Scientific studies are used to measure the toxic
ity of a substance
. Toxic chemicals include substances that are carcinogens (cancer causing), irritants
 (causes inflammation) 
neurotoxins (causes nerve damage) and mutagens (causes birth defects). Examples of substances that are toxic
 include asbestos 
(a 
known 
carcinogen) and 
mercury (a neurotoxin). 
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If you put another substance into that bottle,
you 
must change the label on that container as
 well.
Material Safety Data Sheets
, more
commonly known as MSDS’s are 
informational fact sheets on a hazardous substance.  These documents 
are provided by the manufacturer of the product. 
An MSDS will have 
information on the manufacturer of the product,
 including name, address and phone number, its
 chemical ingredients
, any
 safety and environmental regulat
ions applicable to the product, as well as 
emergency and other pertinent
information.  Under OSHA regulations
MSDS’s are
 not required to be provided to employees if the use of that product is no different than its use by a typical household consumer. For example, if you use correction fluid occasionally, then you
 are not required to be provided an MSDS. However, if your sole job is to apply correction fluid to documents everyday, then, by law, you are required to be provided 
with 
the MSDS for the correction fluid. If you have any concerns regarding a chemical product used in your office, please contact the EHS Office with information on the product, and 
we will contact the
manufacturer or distributor for the MSDS.
The third requirem
ent is training
Employees 
routinely 
exposed to a toxic substance are required to be trained regarding the effects of exposure to these chemicals, any applicable regulations, as well as understanding the information on the MSDS. 
WHAT IS A HAZARDOUS CHEMICAL?
In theory, any chemical can be considered
“hazardous”. However, the manufacturer of
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WHAT IS RIGHT TO KNOW
?
Right to Know, officially known as “
Hazard Communi
cation
”
,
 is a law 
enact
ed by the Federal Occupational Safety and Health
 
Administration (
OSHA) and the NY State Pub
lic Employee
 Safety and Health (PESH). This law is designed to inform workers of the hazards posed by 
chemicals
 found 
and used 
in the workplace.
 The goal of this law 
is to
 reduce injuries and illnesses due to exposure to hazardous chemicals.
 
OSHA does not regulate substances 
that are
 normally found and used as consumer products
, 
including office supplies 
such 
a
s toners and correction fluid. Regardless, t
his guide
 is designed to provide you
 with the basic health and safety information on these products
 as well as an understand
ing of the safety information
 posted on some of these items.
WHAT IS REQUIRED IN A HAZARD
COMMUNICATION PROGAM?
Hazard communication comprises of 
three elements:
Labeling
Material Safety Data Sheets
Training  and information
Under Hazard Communication
 laws,
hazardous 
chemicals
 bought and used in the workplac
e have to be labeled with its
 contents as well as 
with 
any safety information. This is especially important if the material is transferred from an original c
ontainer to another container. For e
xample, if you keep glass cleaner around, and you decide to transfer it to another container, you must label that container with its contents and 
as well as with 
any applicable safety in
formation.  
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