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HAZARDOUS CHEMICAL PROCEDURE

Introduction
This procedure outlines the requirements for the management of hazardous chemicals in the workplace to minimise affects to health and safety from exposure and reduce the impact on the environment. The procedure summarises labelling, safety data sheets (SDSs), risk assessment requirements, storage and disposal. 
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Scope
This procedure relates to all Career Employment group workplaces and work processes that any worker, contractor or visitor may undertake using hazardous substances. This procedure excludes the management of asbestos.

Definitions
Class of dangerous goods, means the number assigned to the goods in the ADG Code indicating the hazard, or most predominant hazard, exhibited by the goods.

GHS means the ‘Globally Harmonized System of Classification and Labelling of Chemicals, 3rd Revised Edition’, published by the United Nations as modified under Schedule 6 of the WHS Regulations.

Hazard category means a division of criteria within a hazard class in the GHS.

Hazard class means the nature of a physical, health or environmental hazard under the GHS.
Note: This includes dangerous goods.

[bookmark: Roles_and_Responsibilities]Hazardous chemical means a substance, mixture or article that satisfies the criteria for a hazard class in the GHS (including a classification referred to in Schedule 6 of the WHS Regulations) – Note: refer to WHS Regulations for classes that are excluded.

Hazard pictogram means a graphical composition, including a symbol plus other graphical elements, that is assigned in the GHS to a hazard class or hazard category.

Safety Data Sheets (SDS) provides information on the properties of hazardous chemicals, how they affect health and safety in the workplace and on how to manage the hazardous chemicals in the workplace

Roles and Responsibilities
Managers/Supervisors are responsible for:
· keeping the hazardous chemical register and SDS up to date 
· identifying hazardous chemicals  and completing risk assessments where required
· providing appropriate information and training to workers in relation to hazardous chemicals
· implementing appropriate risk control measures in consultation with workers in line with the Hierarchy of Control 
· conducting  investigation of incidents involving hazardous chemicals 
· reporting any notifiable incidences involving hazardous chemicals to SafeWork SA

Workers are responsible for: 
· using control measures and any other actions designed to protect health and safety 
· participating in the development of appropriate risk control measures for hazardous chemicals in keeping with the Hierarchy of Control. 
· reporting any incident involving a hazardous chemicals to management. 
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Risk Assessment
A risk assessment should be performed on processes using hazardous chemicals where required to determine control measures. This must be done in consultation with workers.
The process shall compromise the following;
· The risks associated with the chemicals should be assessed utilising the SDS. Other risks associated with the task should also be considered. Complete form WHSFOR 329B
· Implement all controls prior to the process commencing.
· All risk assessments are to be included in the hazardous chemicals registry.
· Generic risk assessments can be undertaken for processes which are performed on a regular basis and are utilizing the same processes. 
· Risk assessments need to be reviewed in the event of; change of process, plant or substance, new information on hazards, inadequate exposure control being identified and new or improved controls becoming reasonably practicable. All risk assessments must be reviewed every 5 years at a minimum
· A more detailed assessment might involve obtaining additional information about health hazards, a thorough evaluation of the work to determine exposures (including monitoring where appropriate), and examination or testing of existing control measures. 

Note: If atmospheric monitoring is required, it needs to be carried out by an appropriately qualified person (or competent person depending on the complexity of the task) and the data must be recorded/kept (30 years).

Detailed assessments on hazardous chemicals
A detailed assessment may be needed when there is a significant risk to health and for very high risk chemicals such as carcinogens, mutagens, reproductive toxicants or sensitisation agents in the case of health hazards. Information on the label and SDS will allow you to determine whether the chemical has these hazards. Quantity or type of storage may also indicate the need for a detailed assessment of the chemical.

Hazardous Chemicals Register
A hazardous chemicals register will be prepared and maintained for all hazardous chemicals used or stored at the worksite. The register (form WHSFOR-304A) will include a list of all products, location, their hazard category and class, current SDS and any relevant risk assessments. 
The register should be current at all times and should be updated when new substances are introduced to the company.
The register will be readily accessible to all workers required to use hazardous chemicals.

Safety Data Sheets (SDS)
SDS are required for all hazardous chemicals that are in use or stored at the workplace. It is the responsibility of the manufacturer/importer/supplier to have available the SDS but all PCBU’s must request the SDS from them.
The SDS must: 
· be readily available to personnel using the substances with information on chemicals in a form that is easily understood by the user 
· have been reviewed within the last 5 years
· identify if the substance , its hazards, storage requirements, physiochemical properties and health effects
· meet the needs of those workers with language or literacy difficulties. 

Manifest 
A manifest is a written summary of specific types of hazardous chemicals that are used, handled or stored at a workplace. A manifest is only required where the quantities of those hazardous chemicals exceed prescribed threshold amounts (see schedule 11 WHS Regulations). The main purpose is to provide the emergency services with information on the quantity, classification and location of hazardous chemicals at the workplace. It should be located at a place determined in agreement with emergency services and within ready access of emergency personnel.
Where there is a manifest required SafeWork SA must be notified in writing. 
Refer to Schedule 12 of the WHS Regulations for manifest requirements.

Labelling
All containers and pipes containing any substance must be labelled appropriately. SDS’s will provide the information required for labelling. 
Labels must include meet the following requirements, be written in English, identify the product, Australian details of the manufacturer or importer, hazard pictograms, hazard statements, information on hazards, first aid and emergency procedures and expiry date (where relevant). Any decanted substance must be labelled if it is not to be used immediately and include at least the product identifier, hazard pictogram or statement and is written in English.
Full information is available in the Approved Code of Practice for the Labelling of Workplace Hazardous Chemicals.

Placarding
Legislative requirements for placarding of premises are dependent on volumes, hazard classes and hazard categories of chemicals and are outlined in schedule 11 of the WHS Regulations 2012. The following can be recommended as a minimum requirement for the organisation to minimise risk to emergency services, contractors and workers;
· Hazchem Placarding on any external points or entrance roads to the premises
· Placarding at the entrance to the buildings
· Placarding on entrance doors to storage facilities
[bookmark: Transportation]Placards must comply with the WHS Regulations Regulation 349 – 350 and schedule 13.

[bookmark: Use_and_Storage]Storage
[bookmark: Disposal]All hazardous substances are kept in secured storage facilities. The doors are kept locked except when there is a worker present who has been assigned the responsibility of accessing this area. 

General Requirements for the storage of all Hazardous Chemicals 
The area where hazardous chemicals are stored should be: 
· Well ventilated and well lit. 
· Separated from ignition sources. 
· Secured from the public. 
· Protected from temperature fluctuations and direct sunlight. 

Secondary containment (e.g. spill trays) should be considered for liquid hazardous chemicals stored outside of a chemical storage cabinet. 
Dedicated areas should be provided for measuring out chemicals. 

Segregation of Chemicals 
In general, each class of hazardous chemicals should be segregated by a physical barrier.  More detailed information is available from the SDS. 
The risks involved in the interaction of incompatible substances can include;
· uncontrolled release of heat 
· emission of noxious fumes 
· explosion.
It is important that Hazardous Chemical Risk Assessment form is completed prior to the mixing of chemicals

Shelf Storage
Where chemicals are kept on shelves or racks the following is recommended;
· shelving must be compatible with the goods stored
· be constructed of chemically resistant materials
· shelving systems must be designed to hold the maximum holding capacity of the chemical containers; 
· incompatible chemicals should not be stored together on shelves. 
· solid chemicals should preferably be stored on upper shelves above liquid chemicals; 
· secondary containment (bunding) is essential for large containers.  As a priority all dangerous goods of this size should be bunded. 
· shelves should have raised edges to reduce the likelihood of dislodging. 
· the most dangerous chemicals should be stored at easily accessible heights (eg. 1.5 m from the floor) 
· chemicals should not be stored in direct sunlight. 

Storage in Refrigerators
Where refrigeration is required for hazardous chemicals, there must be a dedicated refrigerator which is or has been made intrinsically safe. Substances for human consumption must not be stored in the same refrigerator. 

Storage in Cabinets 
Where chemicals are stored in cabinets it must be ensured that;
· The cabinet is marked with the appropriate hazardous  class diamonds
· They are constructed of chemically resistant material
· Flammable liquid storage cupboards must be self closing with two points of contact
· Incompatible substances are not stored together.


Disposal
SDS should be viewed to determine the most appropriate means of disposal. All substances no longer required are to be removed from the site by a licensed operator for disposal, as per Environment Protection Authority (EPA) guidelines. 
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Purchase of hazardous substances
Prior to purchasing any hazardous chemical, consideration should be given to the possibility of using a safer substance. The following procedure will be followed prior to any purchase:
1. Request SDS on identified substance. Review health hazard information.
2. Conduct a risk assessment taking into account the potential hazards and exposures. 
3. Make a determination, are there adequate controls in place, are more required, is there a more suitable substance with less risk?
4. Ensure on receipt of substance all measures are in place to control identified risks. 

Emergency Preparedness  
An emergency plan must be prepared where the quantity of hazardous chemicals exceeds the manifest quantity listed in schedule 11 WHS Regulations 2012.
Types of emergencies contributed to by the use of hazardous chemicals will be identified and the planned responses documented. This will include the potential for spills and their safety and environmental consequences.

Spill Kits
Where required spill kits should be available for use in the event of a spill and documented on the risk assessment. All personal protective equipment should be available and used in the event of spills.
In the event of a spill/leakage the following procedures should occur:
1. Ensure there is no danger to anyone in the area.
2. Attempt to contain the spill using appropriate PPE.
3. Absorb any liquids with sand/kitty litter etc.
4. Inform the senior manager of the spill
5. Dispose of waste as per disposal instructions on SDS
6. Inform any regulatory bodies as required i.e. EPA/SafeWork SA

The contents of the spill kit should be relevant to the area and the potential spill; this may include such things as;
· heavy duty plastic bags or plastic drums (with a lid) to contain hazardous material prior to disposal (this can be used to store all items)
· a couple of bags of kitty litter, saw dust or sand to absorb spilt liquids 
· brooms, dustpans and a square mouth shovel to sweep up the absorbent material 
· absorbent pillows or booms to contain larger liquid spills and prevent spills entering drains 
· appropriate personal protective clothing (such as chemical resistant gloves, safety glasses) 
· Instructions on how to contain clean up and dispose of the spill

Ensure that the spill kit is clearly labelled and located in an easily accessible position for all staff. Spill kits should be restocked following use and the contents should be checked on a monthly basis.
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Information, Instruction, Supervision and Training
All workers and visitors who use or are exposed to hazardous chemicals must receive adequate information, training, supervision and instruction regarding the nature of the hazards, control measures, emergency arrangements, selection, use, storage and care of PPE, legislative and organisational requirements.
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