Instructions for Entrance Placards


1. All entrances to LBNL work areas where chemical and physical hazards are present shall be posted with a caution placard.  

2. Use the enclosed Microsoft Word templates and Powerpoint file. Note: Basic Microsoft Word and Powerpoint skills are required.

3. Divisions are responsible for updating the placards.  If Safety Coordinators carry out this duty please ensure PIs and Safety Line Managers are involved. 

4. Follow these instructions for completing the template:

a. Identify the information you will need:

	Information
	Source

	Building and Room
	Process knowledge

	Chemical and physical hazards (needed for selecting icons)
	Process knowledge, Job Hazard Analysis Database (JHA), Hazard Management System (HMS) & Chemical Management System (CMS)

	Minimum Required Personal Protective Equipment
	Determined by Safety Line Manager* based on hazards, review of Chemical Hygiene & Safety Plan or consultation with the Industrial Hygienist assigned to Division.  Recommend the following wording be used: “Safety glasses with side shields, lab coat & chemically resistant gloves when handling chemicals”

	Applicable Formal Work Authorizations
	Process Knowledge and HMS 

	Responsible Individuals
	Normally the PI and the Safety Line Manager*

	Building Manager
	Emergency Preparedness Website

	Division Safety Coordinator
	Division Safety Coordinator List  Be sure to list the applicable Division in the header


*A PI, supervisor or non management work lead who guides the day-to-day activities of one or more workers and who serves as a safety contact for the operations conducted in the work area.

b. Open the MS Word Document entitled: “Door Placard Template EETD”.  

c. Open the MS PowerPoint file entitled: “Icons for Door Placards EETD” 
d. Complete the placard with the information gathered from Step 1 - described above (Building, Room, hazards, etc.). Add the icons by dragging and dropping the images from the Powerpoint file onto the template.  You can size the icons by dragging their corners.

5. Print the completed placards on a color printer.

6. Laminate or use a sheet protector 

7. Mount beside the door (not on the door) with double sided tape or Velcro dots.

8. Update the placard whenever there are changes to hazards, authorizations or key personnel: Responsible Individuals (i.e., PIs and Safety Line Managers), Building Manager and Division Safety Coordinator.

