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Comments and Questions Regarding This Manual Section Should Be Directed To: 
The DGS Safety Coordinator at 717-346-1526 or email at TimBurke@pa.gov or mail at: 

Tim Burke 
403 North Office Building 

Harrisburg, PA 17125 
 

 
I. General 

 
Act 1984-159, the Worker and Community Right to Know Act of October 5, 1984, 
commonly called the “Right to Know” or “R2K” Act, is a State law referencing the 
handling and storage of hazardous chemicals. The purpose this program is to inform: 

 
A. Employees of: 

 
1. Hazardous substances stored and/or used in the workplace; 

 
2. The hazards they pose; and 

 
3. The precautions that should be taken when using/disposing such 
substances or being potentially exposed to them; and 

 
B. The community and emergency services of what hazardous substances are 
present, and where they are located, in order to protect themselves and be better 
prepared in case of an emergency. 

 
The Department of Labor and Industry (L&I) administers the R2K Act. The Bureau of 
Worker and Community Right to Know, L&I, provides training and technical assistance 
for implementation of the law and is responsible for enforcement. 

 
II. Policy 

 
Employees, the general public and emergency service organizations shall be provided 
information on hazardous chemicals in accordance with the Pennsylvania Community 
and Worker Right to Know Act (R2K). 

 
III. Exemptions to the Act: 

 
A. “Articles”: manufactured items in a shape or design which have an end use function 
and which, under normal conditions, do not release harmful chemicals (i.e. chairs, 
paper, etc.). Note: Self-contained cartridges, such as toner cartridges, are considered 
an “article,” and therefore exempt. 

 
B. Products intended for personal use or consumption by the employee. 
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C. Products primarily intended for sale on the retail market to the general public and 
sealed in a package. 

 
D. Food, drugs, cosmetics as defined in the Federal Food Drug and Cosmetic Act, and 
tobacco products as defined under the Federal Cigarette Labeling and Advertising Act. 

 
E. Consumer products packed in containers which are primarily designed for 
distribution and use by the general public. 

 
F. Research and development laboratory products need not meet all the requirements 
of this law. 

 
G. Sealed packages. 

 
IV. Responsibilities 

 
A. DGS Fire, Safety and Environmental Section will: 

 

1. Develop and maintain Department-wide implementation guidelines. 
 

2. Provide technical Hazardous handling, exposure and disposal assistance to 
any/all DGS supervisors. 

 
3. Monitor compliance with all the requirements of the Act. 

 
B. Supervisors are responsible to ensure: 

 

1. Posters: 

The R2K Employee Workplace Notice, Attachment 2, is posted on work 
area official bulletin board(s) where mandatory employee notices are 
posted. 

 
2. Hazardous Substance Survey Forms(HSSF): 

a) An area Hazardous Substance Survey Form (HSSF) is completed 
annually prior to April 1 of each year. 

b) The HSSF must be posted on official bulletin board(s) where 
mandatory employee notices are posted, and a copy sent to the building 
manager where the work area is located and to the DGS Safety 
Coordinator. Note: if no hazardous substances are located in the work 
area, complete a work area HSSF, indicating “negative” in column B. 
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c) To complete an HSSF Option 1 (Attachment 1) is preferred but if 
Option 1 is impracticable Option 2 is acceptable. 

d) If the workplace is comprised of several work areas which are distinct 
from the workplace, a HSSF should be completed for each work area and 
all work area HSSFs should then be combined into one workplace HSSF. 

e) For DGS managed buildings; a copy of all HSSF and MSDS will be 
sent to the Building Manager to combine into an area HSSF. 

f) If the office is the sole occupant of a leased building, the supervisor is 
responsible for the workplace HSSF. 

g) If the office is located in a leased building of mixed occupancy (other 
Departments and/or private firms) each DGS office/bureau must consider 
itself a workplace for completing the HSSF and other R2K 
responsibilities. 

 
3. Material safety Data Sheets: 

a) The required Material Safety Data Sheets (MSDS) are obtained for all 
hazardous substances stored and/or used in the work area. 

b) Place MSDS in locations easily accessible to all employees, during 
normal work hours, without having to request permission or intervention 
from their supervisor/manager. They should be filed for quick and easy 
access in case of emergency. 

c) Provide a copy of an MSDS to an employee within five days of 
receiving a written request. If not in possession of the requested MSDS, 
try to obtain it from the manufacturer, or other source, within 15 days. 
Inform the employee in writing (within five working days of receiving 
his/her written request) of your action(s). If the requested MSDS is not 
provided or an attempt to get it is not taken, the employee has the right to 
refuse to work with that particular substance. Reassignment of an 
employee to other work, at equal pay and benefits, is not considered a 
penalty. 

 
4. Ensure TRAINING is provided: 

a) R2K awareness training is provided for all DGS employees during 
orientation. 

b) Specific R2K training is provided annually for employees working with 
hazardous substances (see Section E.2). 

c) Written R2K training records are maintained (see Section E.3). 
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d) To inform employees of their right to request information from the 
Department of Labor and Industry (L&I) or to complain to L&I if they 
believe that their rights under the R2K Act were violated. Requests for 
information or complaints should be addressed to L&I, Bureau of Right to 
Know 7th and Forster Streets, Harrisburg, PA 17120. 

 
5. Labeling 

a) Ensure that all containers and ports of pipelines of hazardous 
substances are properly labeled with a sign, emblem, sticker, tag or mark 
affixed or stenciled onto the container. 

b) The label must contain: 

(1) The chemical name or common name of the substance; 
(2) Hazard warnings if any (i.e., health, flammability, reactivity, 
explosive, and/or personal protection); 
(3) The name, address and phone number of the manufacturer. 

c) If a container is already labeled by the manufacturer, and the label 
contains the aforementioned information, it does not have to be relabeled 
by the employer. 

d) When a hazardous substance is transferred from a labeled container 
into another container for immediate and complete use by the employee 
performing the transfer, the “other” container does not have to be labeled. 
However, if left unattended, it must be labeled, 

6. Records: 

Ensure that R2K medical/exposure records are forwarded to HR and the 
Safety Coordinator. 

7. Disposal 

a) All hazardous materials are disposed of according to the information 
contained on the MSDS. 

b) Contact the manufacturer or the Safety Coordinator for any technical 
assistance. 

C. Storeroom/Warehouse manager/clerk is responsible for: 

1. Collecting MSDSs for all hazardous substances received. If an MSDS is not 
available, contact the supplier. 
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2. Distributing copies of the MSDS to: 

a) Right to Know Coordinator 

b) Work area supervisor/unit head where the hazardous substance is to 
be stored or used. 

3. Verifying that all containers of hazardous substances are appropriately 
labeled. 

D. Human Resources Office is responsible for ensuring that: 

1. New employee orientation program includes a R2K session; 

2. R2K training records are established and maintained; 

3. R2K medical/exposure records are kept in the human resources office in a 
separate, secure, and confidential file, not part of the Official Personnel File, for 
at least 30 years beyond the employee’s termination. Refer to Attachment 3 for 
details. 

V. Training 

The following R2K training must be provided: 

A. R2K awareness training to all employees within 120 days of employment and later 
as deemed necessary. The content of this R2K awareness training should include the 
following information: 

1. The provisions of the R2K Act; 

2. The location of the Employee Workplace Notice; 

3. The location of the HSSF; 

4. The location of the MSDSs; 

5. The identity of the Right to Know Coordinator; 

6. The employee’s right to access their own exposure record (Attachment 3). 

7. How to determine that proper handling and disposal techniques for any/all 
hazardous materials. 

B. Specific R2K training on hazardous substances for those employees working with 
or potentially exposed to hazardous substances. This training must be provided: 

1. Within 120 days of employment; 

2. Whenever the potential for exposure to hazardous substances is different 
from that for which training was previously provided (i.e. new hazardous 
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substances have been introduced, employee has been reassigned to different 
work area, new and significant information concerning hazardous substance is 
received, etc.); and 

3. Annually thereafter. 

Note: the content of this specific R2K training should include the following information, 
most of which can be found in the hazardous substances’ MSDSs: 

a. Location of the hazardous substance; 

b. Location of the MSDS for the hazardous substance; 

c. Chemical or common name; 

d. Properties; 

e. Hazards (flammability, explosive, etc.); 

f. Acute and chronic health effects; 

g. Symptoms arising from exposure; 

h. Appropriate personal protective equipment (PPE) and proper condition for 
safe use; 

i. Appropriate emergency treatment; 

j. Emergency procedures for spills, fire, etc.; 

k. Reminded of employee’s right to access to own exposure record 
(Attachment 3). 

C. R2K training records must be accurately maintained on a roster (example found in 
Attachment 4), indicating the date/time of training, the names of employees trained and 
the hazardous substances which were the topic of their training. A copy of this training 
roster should be immediately forwarded to the Safety Coordinator who will keep a R2K 
training file. 
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VI. References 
 

 Act 1984-159, Rules and Regulations, are contained in 34 Pa Code, Chapters 
301-323 

 Management Directive 505.27, The Worker and Community Right to Know Act 
(P.L. 734, No. 159) 

 DPW Safety/Occupational Health Manual 7067.16, Safety Standards for 
Asbestos Containing Materials 

 
VII. Appendix 

a. Hazardous Substance Survey Form and Directions 
b. Employee Workplace Notice 
c. Employee Medical/Exposure Records 
d. Sample R2K Training Roster 
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DEPARTMENT OF GENERAL SERVICES 
EMPLOYEE MEDICAL/EXPOSURE RECORDS 

 
 

A. Definitions 
 

1. Employee Exposure Record means a record containing any of the following kinds 
of information concerning employee exposure to toxic substances or harmful 
physical agents: 

 
a. Environmental (workplace) monitoring or measuring, including personal, 

area, grab, wipe, or other form of sampling, as well as related collection and 
analytical methodologies, calculations, and other background data relevant 
to interpretation of the results obtained; 

 
b. Biological monitoring results which directly assess the absorption of 

substance or agent by body systems (e.g. the level of a chemical in the 
blood, urine, breath, hair, fingernails, etc.) but not including results which 
assess the biological effect of a substance or agent; 

 
c. Material Safety Data Sheets; 

 
d. In the absence of the above, any other record which reveals the identity (e.g. 

chemical, common, or trade name) of a toxic substance or harmful physical 
agent, such as the Hazardous Substance Survey Form (HSSF). 

 
e. A copy of the JPA-797, Workers’ Compensation Claim Form, and other 

related documents (e.g. Accident/Injury Witness Statement(s), DPW 
Supervisors Accident/Injury/Incident Investigation Report); and 

 
f. Copies of the training records documenting that the employee has been 

trained on the hazardous substances in question. 
 

2. By comparison, an Employee R2K Medical Record means a record concerning the 
health status of an employee, resulting from exposure to a hazardous substance, 
which is maintained by a physician, nurse, or other health care or administrative 
person, including: 

 
a. Medical and employment questionnaires and histories (including job 

description and occupational exposure); 
 

b. Material Safety Data Sheet(s) for hazardous substance(s) involved; 
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c. The results of medical examinations (pre-employment, pre-assignment, 
periodic, or episodic) and laboratory test (including x-ray examinations and 
all biological monitoring); 

 
d. Medical opinions, diagnoses, progress notes, and recommendations; 

 
e. Descriptions of treatments and prescriptions; and 

 
f. Employee medical complaints. 

 

B. General 
 

1. Records must be kept on each employee exposed to chemical/ hazardous 
substances. An exposure record begins when an employee has an actual exposure 
to a chemical (ingestion, inhalation, absorption through the skin or eyes or 
otherwise comes into contact with a chemical mixture). If the employee already has 
a medical record (or will have a medical record) as a result of the exposure, the 
exposure record can become part of the medical record. If no medical record exists, 
a separate exposure record must be initiated. 

 
2. All R2K medical and exposure records are to be retained by facilities/offices for at 

least 30 years beyond the employee’s termination of employment in a separate, 
secure, and confidential R2K file which must not be part of the employee’s official 
personnel file. The official personnel file shall be annotated that such a separate 
R2K exposure file exists. 

 
3. The R2K exposure file shall not be forwarded to the State Records Center with the 

terminated employee’s Official Personnel File. It shall remain for 30 years in the 
Human Resource Office of the employee’s last place of employment. 

 
4. The R2K exposure file shall be forwarded to the gaining agency (along with the 

official personnel file) when an employee transfers to an agency under the 
Governor’s jurisdiction. If the gaining employer is not an agency under the 
Governor’s jurisdiction, the exposure file is to be maintained in the losing DPW Unit 
Human Resource Office for 30 years from the date of termination. If DPW were to 
rehire a former state employee, the gaining Unit Human Resource Office shall 
request the employee exposure file from the former Unit Human Resource Office. 

 
C. Record Accessibility 

 
1. The following individuals have access to medical records without written permission 

of the affected employee: 
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a. Authorized representatives from the Department of Labor and Industry. 
 

b. The employee (or former employee). 
 

c. The employee’s physician. 
 

d. Recognized or certified union representative. 
 

2. Access by any individual(s) must be in accordance with the requirements as stated 
in 29-CFR Subpart C General Safety and Health Provisions Section 1910.20 
Access to Employee Exposure and Medical Records. 
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R2K TRAINING ROSTER 
 

Pg. of    
 

Work Location    
 

Date:   Time:  
  

 

Trainer  
  

 

   General R2K Awareness Training 
 

   Specific training on the following hazardous substances: 
 
 

****************************************************************************
******************** Note: Records of employees’ exposure to 
hazardous substances are kept in the Human Resources Office. 
An employee has the right of access to his/her exposure and 
medical record to the extent required by OSHA (under 29 CFR 
1910.20). 
**********************************************************************************************
** 

 
PLEASE PRINT CLEARLY: 

 
Employee Name Employee Number Bureau & Code # 

 
 
 
 

 
 

 
 

 
 

 
 

 
 

 

 


