POLICY FOR HANDLING HAZARDOUS SUBSTANCES

Work Safety and Health Regulations 

The Person Conducting a Business or Undertaking (PCBU) or Officer must identify all hazards, potential risk of injury or harm to a person and ensure that a register is prepared detailing all hazardous substances used on site.

The register must provide information on:

· Details of all hazardous substances used in the workplace;

· The products Material Safety Data Sheet (MSDS); and

· The details of any assessments as carried out under the requirements of the Regulation 

This register must be available to all persons who are or might be exposed to a hazardous substance in the workplace.

This assessment must include:

· Identification of each hazardous substance;

· A review of the MSDS for each hazardous substance;

· Review of labeling for hazardous substance containers; and

· Identification of any likelihood of injury or harm as a result of exposure to any hazardous substance, 

A record of any assessment must be included in the register and must be reassessed if:

· There is risk of injury or harm resulting from exposure to any hazardous substance; and/or

· When 5 years have elapsed since the last assessment was conducted.

The PCBU must ensure that exposure to hazardous substance in the workplace must not exceed the exposure standards.

Responsibilities

Managers and Supervisors are responsible for complying with this Policy on the Management of Hazardous Substances and ensure that:

· Workers are provided with instructions, training, information on the use of that hazardous substance;

· Personal protective equipment (PPE) used as per Material Safety Data Sheet (MSDS); and

· Hazardous substances are used and disposed of in accordance with the MSDS 

Contractors and Workers using hazardous substances shall comply with the Management of Hazardous Substances Policy. 

INFORMATION, INSTRUCTION, TRAINING AND SUPERVISION
Prior to using a hazardous substance in the workplace, the Manager/Supervisor will ensure that:

· A current Material Safety Data Sheet (MSDS) for the hazardous substance is used;

· Information of the exposure standards as per on the MSDS;

· Information the acute and chronic health effects as per in the MSDS;

· The correct labeling of containers and interpretation of information;

· Safe work practices and controls to follow when handling, storing and disposing of product;

· The correct use and maintenance of personal protective equipment (PPE);

· The procedures for first aid and in case of an emergency;

· Their responsibilities to report any hazardous situation or process to their supervisor.

Managers/Supervisors MUST record and maintain Training records for a minimum of 5 years. 

Contractors MUST supply MSDSs in advance to the Manager for work to be conducted.

Purchase Of Hazardous Substances

· A MSDS must be obtained prior to a hazardous substance is either used or supplied to the workplace. 

· Ensure the MSDS is current and renewed every 5 years.

· Where possible, chemicals should be purchased in small quantities to eliminates decanting and manage storage.

· The manager/supervisor SHALL ensure that all workers have read the MSDS and understand the correct procedures for the safe use as well as the potential health effects and safety precautions.

Labeling of Hazardous Substances

Supervisors and workers must ensure that manufacturers labels on original hazardous substances container are not removed, defaced or modified. Where a substance is decanted the recommended method of labeling is as follows:

Signal word**

Identification

i. Product name

ii. Chemical name**

iii. UN Number

iv. Ingredients & formula details

Should a worker find a container without a label, they are required to advise their supervisor immediately,

Register of Hazardous Substances

The manager/supervisor must ensure that a Register of Hazardous Substances has been established and kept on the work site; that all MSDS are current and readily available to the contractors and workers.  

Personal Protective Equipment

· Managers/supervisors are responsible for ensuring their workers are provided with appropriate PPE 

· Personal protective equipment (PPE) to be used as per instruction on MSDS

Emergency Procedures

· Emergency and safety procedures are to be followed as per the MSDS unless otherwise directed by an authorized person (Emergency Services).

· Advise Manager/supervisor of any spills or leakages at the workplace

· Records of emergency incidents and hazards are to be forwarded to the Manager, to office.

· MSDS shall be stored in a location that is readily accessible to all workers and Emergency Services and Medical Personnel.

Disposal of Hazardous Substances

Managers/Supervisors shall ensure that all hazardous substances are disposed of as per MSDS. 

Contractors for the collection, storage and disposal of waste and refuse shall follow legal requirements.

Manager:: …………………………………………………………….. Signed:  ……………………………………….

Date:  December 2011
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