Instructions for Entrance Placards


1. Entrances to LBNL technical areas where chemical and physical hazards are present shall be posted with an entrance placard.  NOTE: This does NOT apply to laser & radiological hazards.  They have their own specific posting requirements.  Consult Pub 3000.

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

3. The Area Safety Leader is responsible for updating and posting Entrance Placards.  

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 Area Personal Protective Equipment Requirements
	Determined by Area Safety Leader based on consultation with supervisors and work leads.  The minimum PPE required is safety glasses with side shields, long pants and closed toed shoes.

	Comments
	List any additional relevant safety information.  The Biosafety Plan has additional required wording for bio laboratories in this section.  Consult the Biosafety Plan to determine if this applies to your work area.  

	Applicable Formal Work Authorizations
	Process Knowledge and HMS.  This section can be deleted if there are no formal work authorizations in the work area. 

	Contact Information
	List the Area Safety Leader and other knowledgeable people who should be contacted in case of emergency.  Also list the Division Safety Coordinator, and the Building Manager.

	Building Manager
	Emergency Preparedness Website

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


b. Open the Word Document entitled: “Door Placard Template.doc”.  Two sizes are available: letter - 8 ½ x11 and legal - 8 ½ x14. 

c. Open the Powerpoint file entitled: “Icons for Door Placards.ppt” .  Note:  Use the icons provided in the Powerpoint file.  If there is a hazard in your work area for which there is no available icon, or if you have an icon you wish to add to the list, then contact the Chemical Hygiene and Safety Plan Program Manager (x 5286) for review and approval.  Do not create your own icons.  
d. Complete the placard with the information gathered from Step 1 - described above (Building, Room, hazards, etc.).  

e. Add the icons by copying and pasting the images from the Powerpoint file onto the template.  Size the icons by dragging their corners to fit the template.

f. Type in the date the placard was completed at the bottom.

5. Print the completed placards on a color printer.

6. Laminate or use a sheet protector 

7. Mount beside the door, opposite the direction of swing if possible with double sided tape or Velcro dots.  Avoid mounting on the door.

8. Update the placard whenever there are changes to hazards, authorizations or contact personnel.

