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[Enter Dept Name Here] Procedures

Hazardous Material and Waste Program
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I. Policy
The [Enter Dept Name Here] policy is to be in full compliance with the requirements of The Worker and Community Right to Know Act to ensure the health and safety of its employees. Those requirements are as follows:

A. The Employee Workplace Notice must be posted prominently at a location where employee notices are normally posted.

B. Training must be provided to all employees on the provisions of the act and their rights under the law. Annual training must be provided to those employees exposed to hazardous substances.

C. An inventory must be completed annually on all hazardous substances and/or products stored or used in the workplace.

D. Material safety data sheets (MSDS) must be:

1. Obtained for all hazardous substances and/or products stored or used in the workplace.

2. Readily available to employees without intervention or permission of management or supervision in the work area where the hazardous substance and/or product is stored or used.

3. Provided to the employee within 5 workdays upon request.

E. A workplace Hazardous Substance Survey Form (HSSF) is to be completed and posted by April 1 annually and must be immediately revised as soon as a new hazardous substance or product is stored or used in the workplace.

F. All containers and pipelines of hazardous substances are to be properly labeled. Containers and pipelines containing non-hazardous substances do not need to be labeled. 

G. No employee is to be discharged, disciplined, or discriminated against for exercising his or her rights granted under the act.

II. References

A. Commonwealth of Pennsylvania P.L. 734, No. 159, “The Worker and Community Right to Know Act”

B. Code of Federal Regulations, Title 29, part 1910.1200, “Hazard Communication”

III. Definitions

Hazardous Substance: - Any chemical or mixture defined under Section 3 of the Act (35 P.S. §7303). The term includes hazardous mixture. The term does not include substances naturally existing and not created as a result of, or in connection with, a manufacturing process, such as animal manures and coal.

Hazardous Substance Survey Form: - A form containing specific information on the hazardous substances stored or used in the workplace. The specific information to be listed is stated in Title 34 Labor and Industry, Part XIII, Worker and Community Right to Know Regulations, Chapter 303, “Preparation of Hazardous Substance and Environmental Hazard Survey Form.”
Label: - A sign, emblem, sticker, or marker affixed to or stenciled onto a container listing the information required under Section 6 of the Act (35 P.S. §7306) and Chapter 309 (relating to labeling and substances).

Material Safety Data Sheet (MSDS): - A written document prepared by a manufacturer, supplier, or importer in conformity with Section 4 of the Act (35 P.S. §7304) for the purpose of transmitting information concerning a chemical or chemicals in a mixture.

Work Area: - Any room, section of a room, or defined space within a workplace where workers are based for the regular performance of their duties. 

Workplace: - Any building or work area or contiguous group of buildings or work areas at one geographical location comprising a plant site in this department used by the employer on a permanent or temporary basis to conduct business. 

IV. Responsibilities

A. Heads of departments are to:

1. Designate a Department Right to Know Coordinator and provide the name, address, and phone number to Risk Management. Duties and responsibilities should be included in Department Right to Know Coordinator job descriptions. When a change of assignment of the Right to Know Coordinator occurs, agencies should immediately notify Risk Management of the change.

2. Ensure the implementation of the provisions of the law within their Department and field unit(s).

3. Provide administrative support to the Right to Know Coordinator to ensure Department compliance with the requirements of the law.

4. Ensure, as appropriate, that a Right to Know Coordinator is assigned to each of the Department’s field operations.

B.
Department Right to Know Coordinators are to:

1.
Implement Department and/or field unit Right to Know program policies and procedures in conjunction with the Office of Administration and Department of Labor and Industry.

2.
Ensure that information is provided to managers, supervisors, and employees regarding responsibilities and rights under the law.

3.
Ensure that Employee Workplace Notices are permanently posted in all locations where notices to employees are normally posted.

4.
Conduct an annual inventory of hazardous substances stored or used in the Department/field unit by April 1 of each year.

5.
Complete and post the HSSF for the workplace and each work area by April 1 of each year. The form should be completed as defined in Section V.b.1.

6.
Revise and post the HSSF as soon as a new hazardous substance or product is stored or used in the workplace and/or work area.

7.
Ensure that a MSDS is maintained for each hazardous substance/product stored or used in the workplace. Ensure that MSDSs are accessible to employees without permission or intervention of management or supervision.

8.
Ensure that all containers and pipelines containing hazardous substances are labeled according to the requirements of the Right to Know regulations.

9.
Ensure that technical information and assistance is provided to organizational units and committees to resolve issues regarding Right to Know regulation implementation.

C.
Human Resources, in collaboration with Right to Know Coordinators, are to:
1.
Ensure that all employees exposed to hazardous substances are provided annual training and new employees are trained within 120 days of hire.

2.
Ensure Right to Know law training records are maintained for the current year and contain date, material covered, and names of employees trained.

3.
Ensure Right to Know health and exposure records are maintained in separate folders and that confidentiality is maintained at all times.

D.
Procurement Services Directors, in collaboration with Right to Know Coordinators, are to:
1.
Implement the required contract language to ensure that hazardous substances covered by the Right to Know law are properly labeled when purchased.

2.
Ensure that the required MSDS is supplied with the initial product shipment.

3.
Ensure that any covered hazardous substance not properly labeled or for which an MSDS was not supplied is not purchased.

4.
Ensure that copies of all MSDSs are forwarded to the Department Right to Know Coordinator for required distribution.

E.
Supervisors, in collaboration with the Right to Know Coordinator and Human Resources, are to:

1.
Ensure that their employees are trained according to the requirements of Chapter 313, “Employer Educational and Training Program,” of the right to know law.

2.
Ensure that, for hazardous substances in their work area, employees have access to MSDS without permission or intervention from management or supervisors.

3.
Ensure that, upon written request, employees are supplied a copy of their work area MSDS as stated in §307.11 of the Right to Know regulations.

V.
Procedures
All [Enter Dept Name Here] are required to implement the following procedures, which meet the applicable regulations of the Right to Know law.

A.
Health/Medical and Exposure Records

1.
Upon an employee’s reported incident or accident with a hazardous substance or mixture, the Department/field Personnel Officer should establish a separate, single personnel folder containing the employee’s name and social security number. The folder should be designated as the Right to Know Health/Medical and Exposure folder. All documents pertinent to the incident or accident should be maintained in this folder.

2.
The Right to Know Health/Medical Exposure folder must be maintained for the duration of employment plus 30 years.

3.
The employee’s Official Personnel Folder should be annotated that such a folder exists.

4.
The supervisor should inform the Department/field facility Right to Know Coordinator of the employee’s hazardous substance incident or accident.

5.    The Right to Know Health/Medical and Exposure folder is forwarded to other departments upon employee transfer. If the next employer is not a city department, a copy of the folder is maintained by the losing Department.

B.  Hazardous Substance Survey Form (HSSF)

1.
Departments are required to use Option 1 for the completion of the HSSF, as outlined in the Department of Labor and Industry’s Worker and Community Right to Know Annual Compliance Document. Completion of Column C is required.

2.
After the initial completion of the HSSF, the form should be revised as soon as a new hazardous substance is received for storage and/or use in the workplace and/or work area or an existing product’s content has been changed. Verification of these revisions for completeness and accuracy is to be accomplished no later than April 1 of each year.

3.
The Work Area List is to be a completed HSSF for that work area.

4.
The completed HSSF is to be posted in all workplaces and work areas of the Department/field facility. If no hazardous substances are present in the workplace or work area, there is no requirement to post an HSSF.

VI.
Training
The Department of Labor and Industry has a Right –To-Know Training Guide with support materials to help meet the training needs and minimize staff time needed for this purpose. There is a letter dated September 25, 2000 that summarizes the training needs and the support materials. To obtain a copy of these materials, call them at 717-787-8667.

Individual training responsibilities are covered in Section IV.

VII. Record Keeping
The responsibilities for record keeping are detailed in Section IV.

VIII.
Appendices 
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