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Policy Statement

To ensure those affected workers are adequately informed of hazards in the workplace, and are better able to control and protect themselves against those hazards.

Scope
This policy applies to all employees who are routinely exposed to hazardous chemicals, harmful physical agents and infectious agents.

Standards
In January 1983, the State of Minnesota enacted the Minnesota Employee Right To Know Act requiring periodic training of workers whose jobs routinely expose them to certain chemicals, physical agents, or infectious agents.  Collection of hazard information on chemicals is also required.

Program Components
1.

  Responsibility














2.

  Hazard Evaluation

3. Custodial Products

4. MSDS Availability

5. Labeling

6. Training

7. Definitions

8. Appendices

1.
Responsibility
Supervisors
· Assure new employees receive new employee training and are trained on the hazards to which they may be exposed before they begin work.

· Complete Part Two of "New Employee Safety Orientation Checklist". 

· Keep an inventory list of products containing hazardous chemicals used by employees and obtain MSDS's for all products on the list.

· Provide a copy of MSDS to an employee within 24 hours upon request.

· Assure that products containing hazardous chemicals and their containers are labeled as to contents and hazards.

· Provide training to employees on new products introduced to the work environment through safety meetings.

· Complete ERTK training form (Appendix A) and send a copy to the Safety Director.
· Send a copy of the New Employee Safety Orientation Checklist to the Safety Director for documentation purposes.

· Provide a system to maintain MSDS book and process new MSDSs into system.

· Monitor employee ERTK Training Status.

· Conduct or coordinate annual ERTK refresher training.

· Order labels, charts, pocket guides as needed for individual. 

· Provide Safety Committee with MSDS for approval before supervisor can purchase a new chemical.

Employees
· Attend initial and annual ERTK training and sign "Record of Training Form" (Appendix A) to document attendance.

· When hired complete "New Employee Safety Orientation Checklist" with the aid of your supervisor.

· Demonstrate knowledge of training material through written or practical exam if required by supervisor.

· Assure chemical containers in one's own work areas are labeled as to contents and hazards.

· Follow safety procedures to prevent exposure to hazardous chemicals, physical or infectious agents during the course of work assignments.

Safety Director
· Develop written ERTK program; evaluate, update, and revise as necessary.

· Assist Supervisor to provide MSDS to employees within 24 hours upon request.

· Assist Supervisor by providing training materials for annual ERTK training.

· Provide technical assistance to supervisors for training.

2.
Hazardous Evaluation and Inventory Control
Work areas and work activities must be evaluated to determine potential chemical, physical, or infectious agent hazards to workers.  The supervisor shall prepare and submit an inventory of hazards and update the list whenever a new hazardous substance or physical agent is introduced into the workplace.  This list shall be completed with the assistance of the field staff and returned to the Safety Director.  Appendix F and G have been designed to complete the respective lists.
All new chemicals shall be reviewed by the Supervisor, and the crew should be trained on the hazards and safe work practices for the chemicals.
3.
Custodial Products
· If employee wants a new chemical to be used, the Safety Committee must first approve it.
1. To start the review of a chemical the supervisor must receive a MSDS sheet from the vendor. 

2. An MSDS sheet must be submitted to the Safety Committee with the New Material Request Form (Appendix J), which is to be filled out by the supervisor requesting the new product.

3. Once the committee reviews the chemical, it will appoint a special task force to perform a field test.  The task force will report back with their findings in a timely manner (three to six weeks). If the chemical is not approved, the evaluation will be filed by the Safety Director if future reference is needed.
4. After the Safety Committee approves the change purchasing will be notified. This information will be distributed to all custodial supervisors and the Safety Director so the MSDS book can be kept up to date.
4.
MSDS Availability
The supervisor is required to have MSDSs on file for all hazardous substances to which workers may be routinely exposed.  An MSDS of a new substance must be obtained before workers are allowed to work with that substance.  An MSDS not found in the work unit may be obtained from the Manufacture, Distributor or the Safety Director.

The supervisor must incorporate the operating units MSDS book into the master file located within the Safety Directors Office.  The area from which the MSDS was sent should be indicated in the upper right hand corner so that records may be kept on file in the Safety Office.  Copies of the MSDSs must be readily accessible for review by workers on each shift in areas which a hazardous substance is used or handled.  Location in a central office, which is accessible during work hours, is adequate for workers who are sent out to various complex locations.

If a chemical is no longer used in a particular area, the MSDS can be removed from the area MSDS book.  Although the chemical is not used, the MSDS must still be filed away within that area for no less than 30 years.

5.
Labeling
Hazardous Substances
Hazardous substances must be labeled with this minimum information:

1. Name of substance(s)

2. Appropriate hazard warning - Label Personal Protective Equipment (PPE) Section

3. Named manufacture

The above information is needed any time a chemical is transferred from its original container to another container.  This information can be obtained from the MSDS or sometimes from the original container.  If a label is missing, please see your supervisor.  
Pipes need not be labeled but employees must be trained in the hazards associated with unlabeled pipes in their work areas.

If chemicals are transferred from a labeled container to a portable container intended only for immediate use, no labels are required on the portable container.

Harmful Physical Agents
Equipment or a work area that generates harmful physical agents at a level expected to approximate or exceed the exposure limits shall be labeled with the following information:

1.
Name of physical agent

2.
Appropriate hazard warning - PPE

6.
Training
Hazard Awareness Training
Training must be provided to all workers assigned to jobs in which they are routinely exposed to hazardous substances, harmful physical agents, or infectious agents (See Appendix D for training outline).

Training must be done upon initial assignment, annually and when a new substance is introduced into the work place.  Completed "Training Forms" must be sent to the Safety Director.

Training may relate to specific exposure hazards, to hazards of a broad class of hazardous substances, harmful physical agents, infectious agents, or to hazards of a complete work operation.

An outline that summarizes the complete training session must accompany the training form.

New Employee Training
ERTK training for new employees is available through the supervisors.  

Annual Training


Annual training should be operating area specific and may include audio-visual resources, handouts, guest speakers, or hands-on demonstrations.  These annual updates may be brief summaries of information included in previous sessions.  Training may be accomplished through monthly, quarterly, or annual sessions, but must be repeated at intervals of not greater than one year.

7.
Definitions
Harmful physical agent: The following physical agents are covered under ERTK: heat, noise, ionizing and non-ionizing radiation.  These must be covered in ERTK training when there is a reasonably foreseeable potential for exposure at or above the permissible exposure limit.

Hazardous substance: A chemical or substance, or mixture of same, which is toxic, an irritant, corrosive, a strong oxidizer, a strong sensitize, combustible, flammable, dangerously reactive, pyrophoric, pressure generating, a compressed gas, a carcinogen, teratogen, mutagen, or reproductive toxic agent.  (A list of the majority of hazardous substances encountered in Minnesota is included in Minnesota OSHA rule 5206.0400).

Infectious agent: A communicable bacterium virus, or fungus which causes substantial acute or chronic illness or permanent disability as a foreseeable and direct result of any routine exposure to the infectious agents encountered in Minnesota (included in Minnesota OSHA rule 5206.0600).

Manufacturer:  Anyone who produces, synthesizes, extracts, or otherwise makes processes, blends, packages, or repackages a hazardous substance or harmful physical agent.  This includes anyone who imports into or distributes within this state a hazardous substance or harmful physical agent.  It does not include anyone whose primary business is in retail sales to the public.

Material Safety Data Sheet (MSDS): A data sheet that contains information regarding physical, chemical, and hazardous properties of a substance or mixture.

New Employee Safety Orientation Checklist: A list of worker health and safety items that a supervisor should discuss with a new employee and then return it to the Safety Director.

Permissible Exposure Limit (PEL): An exposure level established by OSHA.  It is the highest airborne concentration of material in which the majority of adults can be repeatedly exposed, day after day without experiencing adverse health effects.  The concentrations are usually expressed as time weighted averages taken over an eight-hour period.

Record of Training Form: A document to be signed by the worker certifying attendance at ERTK training session.  

Routinely exposed: A reasonable potential for exposure exists during the normal course of assigned work.  It includes the exposure of an employee when assigned to work in an area where the hazardous substance has been spilled.  It does not include walk through or assignment to work in an area where a container of hazardous substance is present but there is no actual exposure unless spill should occur.

Tyler Treichel, Safety Director

Department of Administration &

Office of Enterprise Technology    

APPENDIX A

Safety Training Record   
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         _____________________________


Instructor:                                                                  
	TOPIC:
	ERTK Training
	
	

	Employee will:

Objective 1:
Knows where hazardous materials are used or stored in their work area.

Objective 2.   Knows the labeling system for these materials.

Objective 3.   Knows what a Material Safety Data Sheet (MSDS) is, the specific location of the MSDS book in work area and the process for obtaining an MSDS.
Objective 4.  Understands how to safely handle the hazardous materials will be using, including PPE.

Objective 5.  Understands the bloodborne pathogens/infectious agents that they may be routinely (reasonable potential for exposure exists during normal course of assigned work) exposed to in work area. 

Objective 6.  Understands how to clean up a bloodborne pathogen spill. (Link to Standard Operating Procedure for Bloodborne Pathogens http://www.mainserver.state.mn.us/admin/hr/DOC/sop-bbp.doc )

Objective 7.  Understands the postexposure process if exposed to a bloodborne 

· pathogen.   

.

Objective 3:
Understand the means to obtain an MSDS.

Objective 4:
Know how to label unlabeled products correctly.

Objective 5:   Understand the hazards of the specific chemicals, physical hazards (noise, heat, radiation) and infectious agents that will routinely exposed to..
Objective 6: 
Know where to obtain PPE and spill kits and how to use them.
· Knows where hazardous materials are used or stored in their work area.

· Knows the labeling system for these materials.

· Knows what a Material Safety Data Sheet (MSDS) is and the specific location of the MSDS book in work area.

· Understands how to safely handle the hazardous materials will be using.

· Understands the bloodborne pathogens/infectious agents that they may be routinely (reasonable potential for exposure exists during normal course of assigned work) exposed to in work area. 

· Understands how to clean up a bloodborne pathogen spill. (Link to Standard Operating Procedure for Bloodborne Pathogens http://www.mainserver.state.mn.us/admin/hr/DOC/sop-bbp.doc )

· Understands the postexposure process if exposed to a bloodborne 

· pathogen.   




	MEETING SUMMARY:
	
	
	

	Discussion Safety Issues, FRI, Near Misses:


	Date:

Start Time:
	Site:

Ending Time:


Next Topic: 

Safety Meeting Attendance Record
   Month: ______________

	NAME
	SIGNATURE
	
DEPT.
	Employee ID #

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


APPENDIX B

Area:                                     
	Chemical Name
	Location/Building #
	Hazard Warning 

(if applicable)
	MSDS obtained:

Yes/No

	
	
	
	


APPENDIX C
PHYSICAL AND INFECTIOUS AGENT CHECKLIST

	Area
	Building/Room #
	Physical Agent
	Infectious Agent

	
	
	
	


For examples of hazardous physical agents and infectious agents, please refer to definition section on page 7.

APPENDIX E

ERTK QUIZ






NAME:                                                                               DATE:                          ___ Employee ID:                __
T/F
1.
All chemicals should be considered hazardous.

T/F
2.
As an employee, you have the responsibility to ask questions when you are unsure about hazardous chemicals.

T/F
3.
The container label is only important for identifying its contents.

T/F
4.
Chemical labels should tell if a respirator is needed for protection from hazardous vapors and gas.


5.
You have the right to review copies of the following document (circle one).

A.
Material  Safety Data Sheet (MSDS)

B.
Company ERKT policy

C.
OSHA ERKT State Regulations

D.
all of the above

E.
none of the above 

T/F
6.
MSDS's can only be reviewed during breaks.

T/F
7.
Chemicals have to be capable of causing death in order to be listed as hazardous.

T/F
8.
If your department has a good safety record, training is not required for MERKTA.

T/F
9.
Carcinogens cause cancer.

T/F
10.Labels that are difficult to read should be reported to your supervisor and replaced.


11.
Where can you find specific information on chemicals (such as ingredients, characteristics, and acute and chronic symptoms)?

A.
Material Safety Data Sheet (MSDS)

B. 
The Random House dictionary (TRHD)

C.
Occupational Safety and Health Association (OSHA)

D. American National Standard Institute (ANSI)


APPENDIX F

ERTKA QUIZ - Answer Guide






T/F
1.
All chemicals should be considered hazardous.

T/F
2.
As an employee, you have the responsibility to ask questions when you are unsure about hazardous chemicals.

T/F
3.
The container label is only important for identifying its contents.

T/F
4.
Chemical labels should tell if a respirator is needed for protection from hazardous vapors and gas.


5.
You have the right to review copies of the following document (circle one).

A.
Material  Safety Data Sheet (MSDS)

B.
Company MERKTA policy

C.
OSHA MERKTA State Regulations

D.
all of the above 

E.
none of the above

T/F
6.
MSDS's can only be reviewed during breaks.

T/F
7.
Chemicals have to be capable of causing death in order to be listed as hazardous.

T/F
8.
If your department has a good safety record, training is not required for MERKTA.

T/F
9.
Carcinogens cause cancer.

T/F
10.
Labels that are difficult to read should be reported to your supervisor and replaced.


11.
Where can you find specific information on chemicals (such as ingredients, characteristics, and acute and chronic symptoms)?

A.
Material Safety Data Sheet (MSDS)
B. 
The Random House dictionary (TRHD)

C.
Occupational Safety and Health Association (OSHA)






D.
American National Standard Institute (ANSI)

APPENDIX I
New Material Request Form







It is required to complete this form before the Safety Committee will review this new material for approval to bring on site.  After you’ve completed this form and have attached an MSDS, route all materials to the Committee to begin the review for approval process.
Requested by:                                                                                            Date:                                                              
PRODUCT IDENTIFICATION
	Vendor Name:

	Chemical Name:

	Manufacturer:
	Trade:

	 yes      no
Is the direct cut sheet attached to this form?

	Product Classification: (check all that apply, use blank to specify other areas)
 Floor Finish

 Floor Sealer


 Floor Stripper

 Floor Restorer

 Glass Cleaner

 Quaternary Disinfectants
 All Purpose Cleaner
 Restroom Cleaner

 Degreasers

 Carpet Cleaners/Spotters
 Odor Eliminator
 Shower Cleaners

 Stainless Steel Cleaner
 Hand Soaps/Lotions

 Graffiti Remover
 Polishes/Protectors

 Ice Melts

 Mop Oils/Sweeping Compound
 Lubricants

 

 Specialty                                                              

	1.  yes      no
 Is the chemical a custodial cleaning chemical?     

2.  yes      no
 Does this chemical replace another chemical or product?

3.  yes      no
 If yes to question two, have you compared the hazards of the two chemicals/products to ensure   we are not increasing our hazard level?

	What product(s) will be replaced by this product?



	Identify locations where chemical will be used:



	What precautions are needed to work with this chemical?



	 yes      no
Can we accommodate the manufactures recommended precautions?

	How will the chemical be used?




PRIMARY STORAGE AREA OF THE CHEMICAL (check all that apply, use blanks to specify other areas)
	 Closets

 Bathrooms

 Outside

 Other                                       
 Mechanical Space
 Entry Ways

  


                                                     


PLEASE CITE SPECIFIC ADVANTAGES OF THIS PRODUCT OVER CURRENT APPROVED PRODUCTS IN SAME CLASSIFICATION (i.e. time savings, cost, durability, ease of use, safety, etc.)
	1)
 
OTHER:




APPENDIX J
Health and Safety and Environmental Attributes Evaluation Form

Purpose:   Responses will be scored and rated to reflect the products overall safety, health, and environmental attributes.  This rating will determine if the particular product advances to functional performance testing per the S.O.P. on Chemical Purchasing, Receiving, Storage, and Handling.  The rating criteria shall apply to all constituent chemical components of the product, both active and inert.  A Material Safety Data Sheet (MSDS) must accompany each product evaluated.

Brand Name:





Stock #:






Product Application (check those that apply)

( Acids

              ( Adhesives
    ( All Purpose Cleaner
 ( Deodorant
          ( Disinfectant

( Extraction Cleaner        ( Finisher                 ( Glass Cleaner
 ( Graffiti Remover


( Mop Oils
              ( Odor Eliminator   ( Polishers
               ( Sealers
           ( Shampoo

( Spotter/Remover           ( Spray Buff
    ( Strippers
               ( Treatments

PHYSICAL PROPERTIES

What’s the Product’s: Boiling point?
       
Vapor pressure?






        Evaporation rate?




PRODUCT SAFETY

(  For oral exposure, the product Lethal Dose 50 is: 1 and 2

   (    less than or equal to 50 mg/kg      ( 50 mg/kg to 500 mg/kg      (   greater than or equal to 500 mg/kg

(  For skin exposure, the product Lethal Dose 50 is: 1 and 2

    (   less than or equal to 200 mg/kg    (  200 mg/kg to 1,000 mg/kg    (  greater than or equal to 1,000 mg/kg

(  For inhalation exposure, the product Lethal Concentration 50 is: 1 and 2

     (  less than or equal to 200 ppm       (    200 ppm to 2,000 ppm          (    greater than or equal to 2,000 ppm

(  Product ingredients are listed in Minnesota’s OSHA’s current Employee Right-to-know Standards as a regulated carcinogen (see attached handout)

    (  Yes, ingredient(s) appear on list
       (   No, ingredient(s) do not appear on list

(  Product has a flash point of  
 degrees Fahrenheit

    (  less than 73   (  between 73 and 100    (   between 100 and 140    (   between 140 and 200   

    (  greater than or equal to 200

(  Product’s % volatility by weight is:

    ( 0-30%
( 31-55%
( 56-71%
( 72-84%
( 85-90%
( 91-95%


    ( 96-100%

(  Product requires the use of a respirator:
( Yes

( No

(  Product’s ventilation requirements:

    ( Local
( General
( None


(  Product has a pH of 



   (  pH less than 2.0 or greater than 12.5
      (   pH between 2.0 and 12.5

Total Points Scored for Product Safety:

 

1 The LD 50 and LC 50 tests are further defined in 29 CFR 1910.1200 Appendix A- Health Hazard Definitions

2 If a mixture/product has not been tested as a whole to determine its hazards, the mixture shall be assumed to present the same health hazards as do the components which comprise 1% (by weight or volume) or greater of the mixture

ECOLOGICAL STRESSORS

(  Product ingredients are listed by the Minnesota Toxics Indexing System as a concern for their potential environmental impact (see attached handout).  (Check all boxes that apply)

( Yes, ingredient(s) appear on list 1 of Index    (   Yes, ingredient(s) appear on list 2 of the Index

( Yes, ingredient(s) appear on list 3 of Index    (   No, ingredient(s) do not appear on list 1,2,3 of the Index

(  Percentage of the product formulation that is derived from plant matter:

( 0-9 %               ( 10-39 %                    (   40-59 %                       (    60-79 %                     (    80-100 %

List bio-based or plant components: 





 
(  Product ingredients are listed by the Montreal Protocol as an ozone depleting substance (see attached handout)

( Yes


( No

(  Phosphate and phosphonate concentrations are:


( greater than 0.5 % by weight


( less than or equal to 0.5 % by weight

(  Recommended disposal method for product? 








Total points Scored for Ecological Stressors 


PACKAGING

(  Product comes in concentrate (defined as a liquid product that contains less than 20 % water by weight) or bulk form

( Yes


( No

  If yes, is dispensing equipment available? (List)




  If yes, any features to minimize exposure to concentrate. (List)






  If yes, what is the manufacture's mixing ratio?




(  Size of container delivered

( Quart


( Gallon
( 5-gallon
( Bulk drum (greater than 5-gallons)

(  Product is available in:

( only in aerosol container
( both aerosol and non-aerosol containers
( only non-aerosol containers

(  Product label contains Hazardous Material Identification System (HMIS) ratings

( Yes


( No

(  Product can come in color coded containers per specifications for color identification and association

( Yes


( No

(  Additional labels are available for secondary containers

( Yes


( No

Total Points for Packaging: 
 
FRANGRANCE AND DYES

(  Product contains synthetic fragrances

( Yes


( No

( Product contains synthetic dyes

( Yes


( No

Total Points for Fragrances and Dyes:

TOTAL POINTS FOR HEALTH AND SAFETY AND ENVIRONMENTAL ATTRIBUTES: 
 
Sources:


Luck, K., Moore, E., Patrick, S. (1997). “Vendor Certification of Environmental Attributes”. Minnesota Office of Environmental Assistance (OEA).  Minnesota Department of Administration.
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