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The steps to be followed in implementing a safe system of work for hazardous chemicals are outlined 
below. Some sections refer to a further health and safety (HS) procedure or guideline where more 
information on that step can be obtained - see Related Documents. 

1. Purchasing 

Implement a system for controlled purchasing in the local area, such that hazards that cannot be 
controlled are eliminated at source (e.g. a highly toxic substance is not purchased because a hazardous 
weighing chamber in the proposed area of use is not available or ventilation is not adequate etc).  

 
a) The SciQuest ERM hazardous chemicals inventory management system has an in-built 

requisition phase which flags highly hazardous chemicals prior to purchase. Such chemicals 
cannot be purchased until EHS (Environment, Health and Safety) clearance is provided by the 
local HS officer. Those business units not using SciQuest to requisition chemicals should use 
the HS663b Pre-

http://www.austlii.edu.au/au/legis/nsw/consol_reg/whasr2011309/sch10.html
http://www.austlii.edu.au/au/legis/nsw/consol_reg/whasr2011309/sch10.html
http://www.austlii.edu.au/au/legis/nsw/consol_reg/whasr2011309/sch10.html
https://www.gs.unsw.edu.au/policy/documents/HS335.pdf
http://www.health.nsw.gov.au/pharmaceutical/licences/Pages/faq-analysts-researchers.aspx
https://research.unsw.edu.au/poisons-and-therapeutic-substances-s4d-s8-and-s9
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3. Safety Data Sheets (SDSs)  

The Safety Data Sheet for each hazardous chemical must be readily accessible and available near the 
work area at all times. An electronic system can be used provided the above condition can be met. A 
back- up plan must be available in the event of a computer or server failure. 

The SDS must be from the supplier and must contain Australian contact details.   - 
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Completed risk management forms are HS documents and therefore need to be document controlled to 
ensure that people are working from the latest version. They must be maintained on a document control 
register. See the HS311 Document Control Procedure for further information. 

7. Risk Control Measures –  Selecting and Implement ing  

Risks should be controlled in accordance with the hierarchy of controls principle e.g. look to substitute 
lower risk chemicals or use ventilation or enclosed systems in preference to relying solely on 
procedures, training or PPE.  

Engineering controls must be inspected and maintained. For example fume cupboards must be 
inspected at least annually and placed out of service if they fail the test. The fume cupboard must not be 
used again until maintained and retested. Flash back arresters must be fitted to flammable gas cylinders 
and checked annually. Similarly gas regulators need to be inspected annually and refurbished/rebuilt or 
replaced every 5 years. 

Personal Protective Clothing and Equipment (PPCE) requirements must be identified, communicated 
and enforced. The HS659 Personal Protective Equipment (PPE) Guideline provides specific information 
on protective eyewear, gloves, chemical resistant clothing, respiratory eq.1 (al)3J3.1 (r)-6.3 (em)-24.4ov0.4 (y)16..
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In addition, an
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Regulation]. The need to conduct either air monitoring or health surveillance should be identified by the 
local area supervisor.   

Clause 50 of the Regulation requires air monitoring to be undertaken if it is not certain on reasonable 
grounds that the exposure standard is not being exceeded or if monitoring is required in order to 
determine if a risk to health exists. Results/records of any such air monitoring conducted must be made 
available to the workers who could potentially be exposed and must be kept for 30 years.  

In addition Clause 368 of the WHS Regulation requires that health monitoring is provided to a worker if: 

�x the worker is carrying out ongoing work with hazardous chemicals referred to in Schedule 14, 
table 14.1 and there is a significant risk to the worker’s health because of exposure to such a 
hazardous chemical; or 

�x there is a significant risk of exposure to a chemical other than those listed in schedule 14 and 
either: 

�ƒ valid techniques are available to detect the effect on the worker’s health or  
�ƒ a valid way of determining biological exposure to the hazardous 
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forms, check for the adequacy of emergency facilities etc. See HS614 Hazardous Chemicals Audit 
Checklist. 

19. Additional Requir ements for Schedule 11 Chemicals  

UNSW is required to submit an annual notification to SafeWork NSW if the quantities of hazardous 
chemicals stored at UNSW exceed those specified in the ‘Manifest quantity’ table in Schedule 11 of the 
WHS Regulation. The notification details each area on campus where Schedule 11 chemicals (i.e. 
dangerous goods) are stored at quantities above certain thresholds. 

Each local area is required to maintain an accurate chemical register so that summary dangerous goods 
information can be obtained. For example if flammable liquids are being stored in a specific location 
(e.g.laboratory), the threshold quantity (i.e. placard quantity) which needs to be included on the 
hazardous chemical notification is: 

�ƒ 50 litres of Packing Group I (Hazard Category 1)  
�ƒ 250 litres of packing group II (Hazard Category 2) 
�ƒ 1000 litres of Packing Group III (Hazard Category 3). 
�ƒ Storage containing mixed packing groups of flammable liquids  - 1000L 

 

In addition a building manifest needs to be available which lists each location in that building containing a 
placard quantity of a Schedule 11 hazardous chemical. 

Each location holding a “placard” quantity of a Schedule 11 hazardous chemical is required to have 
placard signage on the entrance to the location. 

 

Dangerous goods placarding is also required for bulk storage facilities (e.g. Liquid Nitrogen tanks) and 
for packaged stores where placard quantities are exceeded. 

A copy of the UNSW Emergency plan (see Clause 43) is required to be submitted to the primary 
emergency services organisation wherever manifest quantities of Schedule 11 chemicals are stored or 
used on site. [This is coordinated by UNSW Health & Safety and UNSW Security]. Specific emergency 
information  needs to be provided for each building where this topic is relevant e.g. emergency contact 
persons, location of essential services isolation points, location of nearest emergency facilities etc. 

Full details are available in the HS333 Placard, Manifest and Notification Procedure for Schedule 11 
Chemicals. 

20. Additional Requirements for S8/9 Drugs and Pentobarbitone Sodium  S4D 

A written authority from the NSW Ministry of Health is required to possess Schedule 8 drugs for the 
purposes of scientific research. In addition, storage and recordkeeping of Schedule 8 and 9 drugs must 
comply with the Poisons and Therapeutic Goods Regulation 2008. The Research Ethics & Compliance 
Support website provides guidance to researchers on the process for obtaining an authority from NSW 
Health, maintaining a drug register and detailing disposal requirements. Pentobarbitone Sodium (ie. 
Lethabarb) must be stored and recorded in the same manner as a Schedule 8 drug as outlined in the 
Regulation and outlined on the Research Ethics & Compliance Support website. 

 
Accountabilities  

Responsible Officer  Director, UNSW Safety and Wellbeing 

Contact Officer  Manager, UNSW Health & Safety  

Supporting Information  

Legislative Compliance  

This Procedure supports the University’s compliance with the following legislation: 

Work Health and Safety Act 2011 (NSW) 

Work Health and Safety Regulation 2017 

Poisons and Therapeutic Goods Act 1966 (NSW) 

Poisons and Therapeutic Goods Regulation 2008 
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Parent  Document (Policy)  Health and Safety Policy 

Supporting Documents  

HS014 Chemical Waste Inventory Form 

HS321 Laboratory Hazardous Waste Disposal Guideline 

HS404 Dangerous Goods Storage Guideline 

HS421 Chemical Spills Guideline 

HS429 Labelling of Hazardous Chemicals Guideline 

HS603 Chemical Register Blank Template 

HS605 Dangerous Goods Storage Checklists 

HS606 Risk Management checklist or storage of DG Category: Flammable Liquids 

HS607 Risk Management checklist or storage of DG Category: Flammable Liquids 
Roofed Store 

HS608 Risk Management checklist or storage of DG Category: Oxidisers 

HS609 Risk Management checklist or storage of DG Category: Corrosives 

HS610 Risk Management checklist or storage of DG Category: Cryogens 

HS611 Risk Management checklist or storage of DG Category: Toxic Substances 

HS614 Chemical Substances Audit Checklist 

HS659 Personal Protective Equipment (PPE) Guideline 

HS681 Fact Sheet on the GHS 

HS682 GHS Hazard Classes Summary 

HS716 Management of Picric Acid Storage Protocol 

HS717 Picric Acid Inspection Checklist 

Related Documents  

HS091 Health Monitoring Guideline 

HS311 Document Control Procedure 
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Definitions and Acronyms  

Globally Harmonised 
System (GHS)  

is a United Nations developed system which has established standardised and uniform 
methodology for the classification and labelling of hazardous chemicals. It classifies 
chemicals according to physical, health and environmental hazards. The physical 
hazards are largely based on those of the United Nations Dangerous Goods System. 
This more holistic approach means that the previously used terms such as ‘hazardous 
substances’ (substance where the focus of the risk was on health) and ‘dangerous 
goods’ (substances where the focus of the risk was on physical hazards and more 
immediate risks such as fires and explosions) are replaced by the more encompassing 
term of ‘hazardous chemicals’. 

Dangerous Goods classification will continue to be used for transport purposes. The 
current 9 classes of dangerous goods with their associated dangerous goods diamonds 
will still be used for outer packaging and vehicles which are transporting chemicals by 
road, rail and air. In addition dangerous goods diamonds will continue to be used for 
storage of placard quantities of dangerous goods. See HS333 Procedure for preparing 
manifest and placarding of Schedule 11 Hazardous Chemicals. Refer to the GHS Fact 
sheet on the GHS system. 

The GHS system is not required to be fully implemented until 1 January 2017. Chemical 
suppliers are still allowed to maintain the existing classification system for their labels 
and Safety Data Sheets. For this reason labelling in accordance with the NOHSC 
National Code of Practice for the Labelling of Workplace Substances [NOHSC:2012 
(1994)] is still valid. Other suppliers who have already implemented the GHS system for 
their chemical classification will be complying with the SafeWork Australia Code of 
Practice ‘Labelling of Workplace Hazardous Chemicals_Dec 2011’ 

Safety Data Sheet (SDS) 

replaces the previously used term of Material Safety Data Sheet (MSDS). It contains all 
the information required to enable safe use, storage, transport and disposal of the 
chemical including: product identification; hazard information; composition and 
information on ingredients; how to deal with emergencies involving the chemical; safe 
handling and storage; risk control measures and personal protective clothing and 

http://en.wikipedia.org/w/index.php?title=United_Nations_Dangerous_Goods_System&action=edit&redlink=1
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2.0 Director, Human Resources 1 April 2007 1 April 2007 Minor changes from 
consultation 

2.1 Director, Human Resources 8 January 2008 8 January 2008 

New subsection 14 added in 
Section 4 – linking this 
document with the Chemical 
Spill guideline and referencing 
the UNSW Emergency 
Procedures 

2.2 Director, Human Resources 1 April 2010 1 April 2010 
Expand the storage information 
and reference the DG 
Checklists. 

2.3 Director, Human Resources 1 December 2010 1 December 2010 Update links 

2.4 Director, Human Resources 16 December 2010 16 December 
2010 

Update the format of the 
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4.0 

Director, UNSW Safety and 
Sustainability 

21 March 2016 21 March 2016 

Section 3.1 Purchasing: 
introduce the SciQuest ERM 
system for raising requisitions 

Section 3.2 Chemical register 
section updated to 
accommodate SciQuest ERM 

Section 3.13 Waste: introduce 
the new online waste request 
form being developed by FM 

Section 3.19 Placarding and 
Manifest. Update the 
procedure name i.e. HS333 
Preparing manifest and placard 
of Schedule 11 Hazardous 
Chemicals procedure (i.e. 
replacing the term Dangerous 
Goods) 

4.1 

Director, UNSW Safety and 
Wellbeing 

28 May 2019 28 May 2019 

Template refresh (section 3.1-
3.19 re-numbered as section 1-
19); amended 1(g); additional 
section 20 inserted 
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Appendix  

Schedule 7: Clause 1: Content of a Safety Data Sheet -  General  

 
(1) A Safety Data Sheet for a hazardous chemical must:  

(a) contain unit measures expressed in Australian legal units of measurement under the National 
Measurement Act 1960 


