“Right-to-Know” Training

Pennsylvania’s Worker and Community Right-to-Know (RTK) Act requires that all public employers provide annual training to its employees who use, handle or are exposed to hazardous substances in their work areas.  

This document is designed to meet those training requirements.  It provides general information about the RTK Act, specific information about compliance with the various provisions of the Act and electronic links to documents containing additional information.  

There are five basic components of the RTK Act:  Hazardous Substance Survey Form, Labeling and Hazard Warning, Material Safety Data Sheet, Workplace Notice and Training.  

Hazardous Substance Survey Form (HSSF):  

The HSSF is a listing of the hazardous substances found in a workplace.  The form is designed to alert you to the presence of these hazardous substances.  We are required to inventory all chemical products in our workplaces once each year.  Chemicals present in our workplaces that have been identified by the Pennsylvania Department of Labor and Industry as being reportable must then be listed on our HSSFs.  The completed HSSFs must be posted in our workplaces and updated annually.  

The HSSF lists the chemical name of the hazardous substance along with its Chemical Abstracts Service number.  The form also shows whether the chemical is an environmental hazard or a special hazardous substance.  If the "E" column on the form is marked, the chemical is a substance that can pose a danger if it's released into the environment.  If the "S" column is marked, the hazardous substance poses a special hazard to health and safety.  Special hazardous substances are those that are toxic, tumorigenic, mutagenic, reproductive hazards, flammable, explosive, corrosive or reactive.  

For an alphabetical index of Hazardous Substance click on the following link.

Hazardous Substance Index

Hazardous Substance Survey Form & Instructions
The following two pages contain the electronic Hazardous Substance Survey Form (Word Document).  The required information for the Hazardous Substance Survey Form can be directly inputted by you onto the computer simply by clicking once on the desired block or section and typing the information in via your keyboard.
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Pennsylvania Worker & Community Right to Know Act:  Option 1

[image: image19.png]


[image: image20.png]


PART I

[image: image21.png]


[image: image22.png]


[image: image23.png]


[image: image24.png]


[image: image25.png]


[image: image26.png]













 

 [image: image1.png]



 [image: image2.png]


     [image: image3.png]



 [image: image4.png]


     [image: image5.png]



 [image: image6.png]


     [image: image7.png]



 [image: image8.png]


     [image: image9.png]















HAZARDOUS SUBSTANCE SURVEY FORM

Pennsylvania Worker & Community Right to Know Act:  Option 1

PART 2

DATE





 

 [image: image10.png]



 [image: image11.png]


     [image: image12.png]



 [image: image13.png]


     [image: image14.png]



 [image: image15.png]


     [image: image16.png]



 [image: image17.png]


     [image: image18.png]







Labeling and Hazard Warning System:  

The Labeling and Hazard Warning System allows you to evaluate the potential hazard involved with any chemical.  The RTK Act requires that each container or pipeline have a label showing the name of the chemical, a hazard warning and the name, address and phone number of the chemical manufacturer or supplier.  

A Hazard Warning is any labeling system that combines words, pictures, symbols, numbers, or colors.  Any nationally recognized warning system is acceptable.  Many labels use either the National Fire Protection Association (NFPA) system or the Hazardous Materials Identification System (HMIS).  Both of these systems use color to represent the type of hazard and numbers to identify the degree of the hazard.  
Suppliers, as a condition of doing business in Pennsylvania, must ensure that containers of hazardous substances are labeled in accordance with the RTK Act.  

Material Safety Data Sheet (MSDS):  

MSDSs are supplied by the manufacturer and provide detailed information on the properties of hazardous chemicals.  MSDSs from various manufacturers may differ in organization and appearance because regulations do not specify a standard format.  However, MSDSs must all contain the same basic information on hazardous ingredients, health effects, legal and recommended exposure limits, physical properties, and control methods.  

Older, OSHA style MSDSs are usually organized into eight sections:  

· Section I.  Material Identification (including the name of the product and the name, address and emergency telephone number of the manufacturer).  

· Section II.  Hazardous Ingredients / Identity Information.  

· Section III.  Physical / Chemical Characteristics.  

· Section IV.  Fire and Explosion Hazard Data.  

· Section V.  Reactivity Data.  

· Section VI.  Health Hazard Data.  

· Section VII.  Precautions for Safe Handling and Use (Spill or Leak Procedures).  

· Section VIII.  Control Measures.  

Newer, ANSI style MSDSs are organized into sixteen sections:  

· Section 1.  Product and Company Identification.  

· Section 2.  Composition / Information on Ingredients.  

· Section 3.  Hazards Identification.  

· Section 4.  First Aid Measures.  

· Section 5.  Fire Fighting Measures.  

· Section 6.  Accidental Release Measures.  

· Section 7.  Handling and Storage.  

· Section 8.  Exposure Controls / Personal Protection.  

· Section 9.  Physical and Chemical Properties.  

· Section 10.  Stability and Reactivity.  

· Section 11.  Toxicological Information.  

· Section 12.  Ecological Information.  

· Section 13.  Disposal Considerations.  

· Section 14.  Transportation Information.  

· Section 15.  Regulatory Information.  

· Section 16.  Other Information.  

MSDSs for hazardous substances present in a work area must be made readily available to employees working in that area without permission or intervention from management or a supervisor.  

Obtaining an MSDS can be done on the internet via a search engine.  First, click on one of the following three links MSDS Search, Cornell MSDS Search, or SIRI to view a listing of the MSDSs available for the hazardous substances currently used and/or stored in your work areas.  

Workplace Notice:  

The Workplace Notice provides a summary of all the “Right-to-Know” program information.  Its purpose is to provide employees with basic information regarding their rights under the RTK Act.  The Act requires that the Workplace Notice be prominently posted in the workplace where employee notices are usually posted.  

To view or print a copy for your own records, click on the following link to the Employee Workplace Notice (English & Spanish Version) 

Training:  

Annual RTK training should provide information about the basic components of the RTK Act and specific work area information.  

This document was developed to provide information about the basic components of the RTK Act.  

Specific work area training is the responsibility of your supervisor.  Your supervisor must provide you with the following information about the specific hazardous substances that you use, handle or are exposed to in your work areas:  

1. The location.  

2. The properties.  

3. The chemical and common name.  

4. The acute and chronic effects.  

5. The symptoms arising from exposure.  

6. The potential for flammability, explosivity and reactivity.  

7. Appropriate emergency treatment.  

8. Appropriate personal protective equipment and proper conditions for safe use.  

9. Emergency procedures for spills, leaks, fires, pipeline breakdowns or other accidents.  

Most of this information is found on a substance’s Material Safety Data Sheet (MSDS).  Your supervisor can meet the specific work area training requirements by providing you with information on the location of the hazardous substances that you use, handle or are exposed to in your work areas along with an MSDS for each of those hazardous substances.  

See the previous section on Material Safety Data Sheets for information about obtaining our MSDSs.  
Questions:  

Questions regarding the components of the RTK Act or request for further assistance should be directed to the Bureau of PENNSAFE by e-mail at mailto:pennsafe@dli.state.pa.us or by phone at 717-783-2071.  

Questions regarding the specific hazardous substances that you use, handle or are exposed to in your work areas should be directed to your supervisor.  

Additional Sources of Information:  

For training on the basic components of the RTK Act developed by the Pennsylvania Department of Labor and Industry, click on either of the following links:  

· Public Sector Employees Right to Know Training Workbook  

· Leader’s Guide: Right to Know Training Program for Public Sector Employers
· Right to Know Training Guidelines for Public Sector Employers
· Right-To-Know Training Program (PowerPoint Presentation)  

For copies of the RTK Act and its Regulations, click on the following links:  

· Act 1984-159 - Pennsylvania Worker and Community Right to Know  

· Pennsylvania Code, Title 34, Chapters 301-323, Right To Know Regulations  

For copies of the Pennsylvania Department of Labor and Industry’s pamphlets on the RTK Act, click on the following links:  

· You Have A Right To Know - Public Sector Employees  

· What It's All About  

For information on the enforcement, inspection and fines and penalties components of the regulations, click on the following links:

· The Right to Know Steps to Processing an Inquiry
· The Request for Information/Complaint Form
· After the Inspection: What Happens Next?
· Right to Know Compliance Checklist for Public Sector Employers
	You will need the Acrobat Reader 3.0 or later to successfully view/print some information. This program can be downloaded to your computer for free; simply click on "Acrobat Reader". 
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* Physical & health hazards (fire, sudden release of pressure, reactivity, immediate or acute, delayed or chronic) may be found on the product label and Material Safety Data Sheet.
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1.   NAME OF EMPLOYER

































































DATE


		





3.   WORKPLACE COVERED BY THIS FORM


		





E �  �    INDICATES ENVIRONMENTAL HAZARDS


		





S �  �    INDICATES SPECIAL HAZARDOUS SUBSTANCE


		





PHYSICAL & HEALTH HAZARD(S)


(C)


CHECK ALL THAT APPLY


		





LIST PRODUCT NAME, THEN LIST THE


CHEMICAL NAME OF HAZARDOUS 


INGREDIENTS	(B)


		





CHEMICAL ABSTRACTS


SERVICE NUMBER


(A)


		





DELAYED


(CHRONIC)


		





IMMEDIATE


(ACUTE)		





REACTIVITY


		





SUDDEN RELEASE


		





FIRE


		








		








		








		








		








		








		








		








		








		





* Physical & health hazards (fire, sudden release of pressure, reactivity, immediate or acute, delayed or chronic) may be found on the product label and Material Safety Data Sheet.


		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








		








