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	1.  Introduction
	BBC has the responsibility to provide a safe work environment for all staff. Chemical products, in many forms, are used within BBC facilities / Services and these chemicals may be poisonous, flammable, explosive, oxidising, sensitising agents or corrosive. As many chemicals have dangerous properties, the overall aim is to progressively eliminate or substitute hazardous substances and dangerous goods wherever possible.

	2.  Purpose
	The organisational duty under State legislation is to ensure legislative compliance regarding workplace hazardous substances and Dangerous Goods.

	3.  Scope
	This procedure applies to all Facilities, services, sections and departments within Babcock & Brown Communities.

	4.  Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions

	
	Note:

Hazardous substances controls will be implemented in accordance with legislation covering health and safety, dangerous goods and environment, as well as the National Standards for Hazardous Substances. Where possible the need for hazardous substances will be eliminated.




	5.  Procedure / Application Step
	Facility / Service Manager(s)
	OH&S Representative 
	Employee

	5.1  Conduct Audit
	Assist / support & the OHS Representative in their audit requirements
	· Audit & log all chemicals within facility using OHS 10.3.3.1 Hazardous Substances Register Template.

Note all relevant information is available on the Material Safety Data Sheet (MSDS)
	Assist & support the OHS Representative in their audit requirements.

	5.2  Chemical Register
	
	Once all information is collected the OHS 10.3.3.1 Hazardous Substances Register Template will be logged as the Facility Chemical register.
	

	5.3  MSDS

Records
	Ensure MSDS material is maintained by a responsible person.
	· Collect all MSDS sheets from the appropriate suppliers. The MSDS should be less than 5 years old, and contain information on safe work practices PPEC, storage and disposal.
A full copy of all facility MSDS’s should be housed in the Chemical Register.
	Be aware of what is an MSDS and what information it contains.

	5.5  Location of Register.
	Ensure No products come onto the premises without an MSDS

	5.6  Risk Assessments
	· Ensure the chemical register is in easy access of the Essential Services eg Fire Brigade. For use in an emergency.

·  Substances are to be identified assessed and controls put in place to minimise risks. OHS 10.3.3.2 Hazardous & Dangerous goods risk assessment
· Copies of all risk assessments shall be kept in the Chemical Registersituation.
	Must be aware of MSDS & chemical register. 
Must be familiar with the outcomes of risk assessments.

	5.7  Safe Operating Procedures
	Assist in the formulation of Safe Operating Procedures
	· Formulate Safe Operating procedures (SOP’s) as applicable for chemicals deemed hazardous in the workplace.OHS 10.3.2.3 SOP Template
	Assist in the formulation of SOP’s

	5.8  Storage and Handling of Hazardous Substances
	· All identified hazardous substances or dangerous goods shall be kept in a secure storage system;

· The MSDS shall be available for all substances and be readily available to all staff  

· All containers labelling shall comply with legislation

· Competency based education should be provided for all staff on safe use of products

· Emergency procedures should include accidental spills or any known product


	6.  Accountabilities 
	Facility / Service Manager(s)
	Employee’s
	OHS Representative

	
	· Ensure appropriate financial and technical support for the implementation of procedure

· Financial restraints do not determine purchasing

· Ensure appropriate use and storage of chemicals in accordance with procedure

· Ensure all products have MSDS

· Ensure that products are purchased in accordance with procedure

· Product trials should be conducted prior to purchase, and staff should have input in the final decision;

Education and Training should be provided to all staff.
	· Use products for which they are designed

· Follow all documented procedure for the safe handling and storage of chemicals

· Use PPEC where required

· Report any faulty, leaking products via Hazard Alert Form 

· Be actively involved in hazard identification, assessment and control for workplace substances

· Follow MSDS safety precautions as required


	· Regular inspections should be carried out to ensure all substances are used in accordance with the specifications of the MSDS 

· Any failures are to be reported on the OHS 10.2.1.2 Hazard Alert Form 

· Monitor compliance with policy and procedure.

Contractors

As above plus: 

Gain prior approval from manager for any workplace substance brought into the facility

	7.  Training 


	Executive & Departmental Manager(s)
	Employee’s
	OHS Representatives

	
	· Training to recognise chemicals which may be designated by state laws as dangerous goods, hazardous substances, or poisons.

· Legislative obligations in relation to the above

· Hazard identification, risk assessment and control of chemicals.

· Safe operating procedures
	· Range and type of chemicals used at workplace

· Actions to take in case of a spill

· Safe use of chemicals

· Reasons for following documented procedures

· Use and care of PPEC
	· Methods of monitoring compliance with policy and procedures


	8.  Performance Indicators & Audit records

	· Number of chemical spills leaks or controlled spills

· Number of Hazardous Substances identified in regular inspection

· % MSDS current and available

· % Employees skills/training given

· % Controls implemented with planned schedule 

· % Risk assessments V’s control outcomes

Audit records:
· Chemical Register

Hazardous Substances risk assessments

· Purchase records for the Purchase of chemicals inclusive of the request for the MSDS

	9.  Related Forms & Templates
	OHS 10.3.3.1
Hazardous substances Register

OHS 10.3.3.2
Hazardous & Dangerous goods Risk assessment

OHS 10.3.3.3
Storage & Management of Oxygen Cylinders

	10.  Record    Keeping:
	All records must be kept for a period of 7 years



	11.  Legislation References
	

	Victoria
	Occupational Health and Safety Act 2004

OHS Regulations 2007 
DG Acts 1985 Section 31 (1) (b)

	NSW
	OHS Act 2000 – Consultation Regulations

OHS Regulation 2001 
Occupational Health and Safety (Hazardous Substances) Regulation 2001
Dangerous Goods Act 1975 and Regulations 1978

	Queensland
	Workplace Health & safety Act 1995

Workplace Health & safety Regulation 1997

	South Australia
	Occupational Health, Safety and Welfare Act, 1986

Occupational Health, Safety and Welfare Regulations 1995

	Western Australia
	Occupational Safety & Health Act 1984

Occupational Safety & Health Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & safety Regulations 1991

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002

	National Australia
	National Code of Practice for Control of Workplace Hazardous Substances {NOHSC: 2007 (1994)]

National Standard for Storage and Handling of Workplace Dangerous Goods [NOHSC: 1015 (2001)].
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