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Policy and Procedure Register updates
Summary of changes to:

Chemical management procedure

1. Reason for new/updated policy or procedure (select all that apply)
[J Change of policy/procedure requirements X Audit/review recommendation

[0 Change to legislation/delegations Due for review [0 Other

The Chemical management procedure has been reviewed and updated as part of the Department’s
regular review cycle, and in response to Internal Audit recommendations. The updates aim to clarify roles,
responsibilities, and process expectations for managing chemical risks, ensuring effective and sustainable
implementation. Training requirements and their frequency have also been defined to support this
process.

2. Summary of changes

Chemical management processes

The procedure does not introduce any changes to existing chemical management processes or systems,
as these are governed by health and safety regulatory requirements. Instead, the content has been
simplified and/or clarified where necessary to reduce misinterpretation and streamline existing processes.

Training

Training requirements and frequency have been clarified. The key change is to make the existing 45-minute
chemical management training mandatory for specific roles, including those listed on the Chemical
management plan, chemical users, and their supervisors/line managers. Refresher training is required
every 3 years.

The requirement for local induction is not new; however, previously schools and workplaces needed to
develop their own induction. A resource for local annual chemical induction (online course — approximately
15 minutes) will now be provided to support schools to inform staff about on-site chemical hazards.

Governance and compliance changes

The governance and monitoring section has been refined to reduce administrative burden by more clearly
aligning with existing health and safety compliance processes. Key changes include:

¢ Introduction of two new roles: Governance and monitoring responsibilities have been assigned to
two new roles that were not in place when procedure was last reviewed:

o Health and safety coordinator responsibilities: These roles will now support compliance
efforts and assist school leaders to improve the implementation of the procedure.

o School Supervisors’ performance monitoring: Responsibilities for monitoring compliance
have been clarified, with Assistant Regional Directors removed from this role. School
supervisors will now oversee performance monitoring to address non-compliance and
support school improvement.
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These refinements aim to address ongoing challenges schools face managing chemical tasks due to
competing demands and resourcing constraints.

3. Impacts to roles and responsibilities

Does the new/updated content change staff roles/responsibilities in any way? Yes

If yes, select the type of change: (select all that apply)

Revised
responsibilities

Position title

ADG HR

Regional Directors/

Directors

School supervisors

Principals/Managers of

business units

0 No

New/additional responsibilities Removed responsibilities

Summary of change

Role has been removed from the procedure. Governance

responsibilities devolved to RDs/School Supervisors.

Responsibilities simplified.

Governance and monitoring requirements have been updated
to provide specific guidance on the tools to use to maintain
oversight of compliance monitoring activities. Workload is
minimised as this method of assurance is already used by
regions through HSW Committee review of scorecard and

ASA performance.

This is an additional role that was not in place at the time of

procedure roll out (2021).

A new governance responsibility has been added that helps
this role to support performance improvement in schools
when procedural implementation gaps are identified through

ASA performance.

Responsibilities have been simplified and a more strategic
approach has been introduced to verify ongoing procedure
implementation, ensuring principals can demonstrate their

due diligence.

Principal governance and compliance monitoring workload is
simplified by clarifying what tools (CMPs and ASA) can be
used for verification. Workload is also reduced as most
existing ‘current state’ compliance monitoring activities are
devolved to supervisors/line managers and the HSW

Committee role. Training is optional for these roles.
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Supervisors/Line Responsibilities have been revised to simplify and clarify. 2

managers Adjustments have been made to clarify how annual review 13
responsibilities occur. To make review easier, a new review
tool will be provided. The use of the tool is optional,
particularly if a workplace has already established local

review processes.

Health and Safety New role added in response to Government initiative. 2 and 13
Advisors (HSAs) / [NEW]
Workplace Health and

These roles support principals/managers to verify

implementation of the chemical management procedure in
Safety Coordinator

(WHSC) roles

the workplace. How this may be achieved is articulated

through specific examples.

Local HSW Committee /  Governance and monitoring responsibilities have been 3and 13
forum simplified but remain unchanged.

4. Communication and support for implementation
Communication to support schools/workplaces with the implementation of the updated procedure will
include:

¢ Communication with Regional Senior Health and Safety Consultants and HR Directors for
dissemination to networks across regions

o Targeted messages through relevant health, safety and wellbeing discussion lists
e  Communication through ConnectED

e A communication plan has been developed as an audit action to support implementation of
procedural updates.

Communication to key external stakeholders
o Consultation/meeting and/or email advising of updates
Implementation of the revised procedure will be supported by:
o Updates to the chemical management guideline and chemical management resources

¢ Introduction of a new (optional) chemical management review tool that allows schools to self-
assess progress in implementing the procedure and identify areas for improvement via an action
plan.

For further assistance, please contact:
e Policy/procedure contact:
Safety Operations, Health, Safety and Wellbeing
HSW@ged.qgld.gov.au

Procedure effective: 06 October 2026, version 2.0
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Department of Education

Procedure

Chemical management procedure

Version: 2.0 | Version effective: 06/10/2026

Audience

Department-wide

Purpose

This procedure describes the process to manage health and safety risks associated with chemicals across their
lifecycle at Department of Education (department) workplaces.

Overview

Effective chemical management is necessary to ensure the safety of people, property and the environment, as well
as to comply with the Work Health and Safety (WHS) Requlation 2011 (Qld) (Part 7.1 — Hazardous Chemicals).
The department adopts a lifecycle management approach to chemical safety, which includes pre-purchase hazard
management, stock and risk management, safe use, disposal and review. A chemical management plan (CMP)
and Chemwatch are used to support the lifecycle process, ensuring safe work practices, effective chemical
management, and compliance with regulations.

Responsibilities

Employees

e participate in annual local chemical hazard induction (induction) and complete required role-specific training
as identified by this procedure

o select the least hazardous chemical for the job and adhere to purchasing restrictions on prohibited
chemicals, carcinogens, and substances requiring health monitoring

o manage the risks of harm to people, property and the environment throughout all stages of the chemical
lifecycle

e report hazards, incidents and near misses to their supervisor, and record and manage them in line with the
Health, Safety and Wellbeing (HSW) incident management procedure.

Employees with assigned chemical management plan (CMP) roles
e complete and record assigned CMP actions

e communicate relevant outcomes as required by the workplace/this procedure

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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All contractors including public-private partnership (PPP) schools

e provide their nominated workplace contact with a hazardous chemical register for chemicals stored on site
for more than five days and advise when these are removed, ensuring only operational quantities are
stored

e report hazards, incidents, near misses or concerns immediately to your nominated workplace contact.

P&Cs, volunteers and pre-service teachers
e obtain written approval from the Principal/Manager to bring chemicals onsite
o follow local workplace safety and emergency procedures and instructions

e report hazards and incidents immediately to the nominated workplace contact.
Supervisors/Line managers

In their area of responsibility ensure:

e employees using or managing chemicals receive local induction, training and information (DoE employees
only) that addresses specific chemical hazard, emergency management and local processes used to
comply with this procedure

e CMP actions are completed annually
e appropriate chemical storage, handling and emergency equipment is available, accessible and maintained

e access to chemical delivery, storage and work areas is restricted to authorised employees only.

Principals/Managers of business units

e collaborate with staff to review and renew the annual workplace CMP (DoE employees only) to ensure the
effective ongoing management of chemical risks on site

e provide adequate resources to support the lifecycle management of chemicals in the workplace e.g. time,
budget, preventative/corrective controls, training and information

e ensure an up-to-date site hazardous chemical register is readily accessible and that leadership teams have
the capability to access SDS electronically e.g. via Chemwatch or by hard copy for compliance and
emergency response

o verify emergency systems and equipment, first aid and incident reporting and response processes are in
place and are maintained, and that employees know how to implement them

e make contractors and others aware of any chemical hazards and required management practices in line
with the site-specific induction process described in the HSWMS Leadership manual (DoE employees only)

e select and use an environmentally sensitive pest management approach that presents the least hazard to
people, property and the environment including consideration of the engagement of licenced contractors for
advice and/or pest management services or activities

e ensure records required by this procedure are maintained, kept current and accessible in line with local
departmental and/or legislated record keeping processes

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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Health and Safety Advisors / Workplace Health and Safety Coordinators (where appointed)
e support the Principal/Manager to verify implementation of this procedure
e support employees to manage the risks of harm to people, property and the environment across the
lifecycle management of chemicals.
Local Health, safety and wellbeing (HSW) Committee/Forum
e monitor and support continuous chemical management improvement through quarterly CMP review and
progress tracking.
School Supervisors

e support the Principal/Manager to make performance improvement when needed.

Directors, Regional Directors

e ensure principals and managers identify chemical hazards and manage risks in line with department's
procedures and legislation.

Process

Process tasks may be undertaken by a variety of roles in school and corporate environments depending on the
size of the workplace, the local division of tasks and the type and quantity of chemicals held on site. Workplaces
are to determine the most appropriate person to conduct tasks in the process. Use the chemical management plan
to identify and document this. Refer to Chemical management system flowchart for an overview of the chemical

management system.

Training

Annual chemical hazard induction
All employees are to complete a local induction on commencement of duties and annual refresher thereafter in
locations where workplace chemicals are present. Local induction is to include:

e hazard identification and management strategies

e work processes used to complete chemical management actions.
Role specific training
Employees in specific roles must complete additional training to ensure safe chemical use and management.
Mandatory training applies to employees who:

e use workplace chemicals in the course of their work, or

e are assigned a role on the site's chemical management plan (CMP), or

e supervise/line manage those who use and/or manage workplace chemicals.

These specified employees are to complete:

¢ the chemical management online course (DoE employees only):

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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o within 3 months of commencement (and prior to first use or management of chemicals), and
o with every 3 years thereafter as refresher training.
¢ additional role-specific training including but not limited to:

o obtaining any required regulatory permits, authorities and licences (legal authorities) before purchasing
and/or using regulated chemicals

o Chemwatch eLearning as relevant to assigned CMP role
o any chemical training identified in their annual performance and development plan as necessary for

safe chemical use and management.

Supervisors/line managers are to support employees to identify and complete required and role-specific chemical
training as part of the employees annual performance and development (DoE employees only) process.

It is recommended Principals/Managers complete the chemical management online course to enhance their
understanding of chemical management practices and support fulfilment of their duties to manage chemical risk.

Principals/managers are to ensure:
o all persons in the workplace receive annual induction where workplace chemicals are present on site
¢ all employees have completed relevant role specific training:

o where training records are not maintained within the department'’s training completion SharePoint,
ensure digital records of training are maintained locally:

= Content Manager (for all central office and regional office employees)

= the school's G:\Data\Admin folder (for all school-based employees).
Implement the chemical management system

1. Chemical management plan (CMP)

Principals/managers of business units are to prepare and maintain an annual chemical management plan for the
workplace to coordinate chemical management activities for the site and is to include:

e assigning CMP roles in consultation with employees and communicating CMP requirements
e reviewing and renewing the CMP at the start of each year
e sharing the approved CMP with assigned CMP roles

¢ making the CMP readily available in the workplace, for example, via the HSW noticeboard/committee
minutes and through local induction

¢ retaining a record of the CMP, for example in MyHR WHS with HSW committee minutes
The local HSW Committee/Forum is to review CMP progress as a standing agenda item at each quarterly HSW
Committee/forum. This is to include:

e ensuring assigned roles remain current and associated tasks are progressing

¢ recording the review and required actions in the HSW Committee meeting minutes actions register

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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Safety Data Sheets (SDS) and hazardous chemical register
All workplaces are required under WHS Regulations (2011) to maintain a current and accessible hazardous
chemical register that includes manufacturer (vendor) SDS:

e SDS and the hazardous chemical register are to be maintained in Chemwatch. Use of Chemwatch is
mandatory

e SDS must be Australian vendor SDS, less than 5 years old and be in Globally Harmonised System (GHS)
format
Principals/managers of business units:

e determine, in consultation with relevant employees, if SDS and the hazardous chemical register are to be
made available and readily accessible in Chemwatch and/or as hard copies (exported from Chemwatch).
Record this mode of access on your site's CMP

e ensure a local system is in place to update and maintain currency of SDS and registers where records are
exported from Chemwatch and/or held in hard copy

e ensure:
o employees know how to access SDS and the register in the workplace via local induction

o leadership teams have the capability to access Chemwatch/hard copy SDS for compliance and
emergency response e.g. for the location of stored chemicals, to access SDS for first aid response

¢ verify annual stocktake is completed and the information used to update the Chemwatch manifest to
maintain the accuracy, currency and availability of SDS and the register.

2. Pre-purchase hazard management

Pre-purchase risk assessment
Employees, P&Cs, volunteers and pre-service teachers:

e obtain the vendor SDS from the supplier/Chemwatch before purchase of chemicals and review the hazards
and recommended controls associated with the chemical(s)

e complete the pre-purchase chemical risk assessment template using the SDS information. Apply the
hierarchy of controls to:

o confirm the need for the chemical (elimination)

o assess whether a less hazardous alternative chemical is available and can be used instead
(substitution)

o determine whether employees can store, handle, use and dispose of the chemical safely (isolation,
engineering, administration)

o ensure proper storage facilities and disposal processes are available for the chemical
e do not purchase, introduce, store or use a chemical if:
o a current vendor SDS cannot been obtained

o the hazards cannot be safely managed

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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o itis prohibited, a carcinogen, or is a WHS Regulation 2011 (Qld), Schedule 14 substance that is used in
a way that requires health surveillance e.g. in a process that generates risk of exposure to dust, fumes
or contamination, or a legislated process for example, lead risk work, respirable silica exposure.

e record outcomes in the template and submit the pre-purchase chemical risk assessment to the assigned
CMP role for approval.

Pre-purchase chemical risk assessment approval

The assigned CMP role must approve or reject the pre-purchase chemical risk assessment as per the template.
Approval requires confirmation the chemical is required, and its hazards can be safely managed in the workplace:

e record and make the approved risk assessment readily accessible as a file attachment to the chemical in
the Chemwatch manifest.

Where approved, identified employees must obtain any required legal authorities prior to purchase for example,
end user declarations for chemicals of security concern (CSC), security permits and training for security sensitive
ammonium nitrate (SSAN), occupational verification for Schedule 7 (S7) poisons, radiation sources, regulated
agricultural chemical distribution (ACDC) licencing and pest management competencies.

Re-purchase of chemicals

Employees using chemicals:

e access, review and update (where necessary) the corresponding pre-purchase chemical risk assessment to
verify its continued safe management and use

e are not required to seek reapproval if an existing assessment remains in date and chemical hazards can
continue to be managed safely

o formally review pre-purchase chemical risk assessments every 5 years, or sooner if the hazards change,
the way the chemical is used changes, the SDS is reissued or if an incident occurs.

3. Stock management

Receiving chemicals and safe storage

Assigned CMP roles:
e receive, store and manage chemicals:
o record date of receipt on the chemical container (do not obscure label information)
o store in the location(s) specified in the pre-purchase risk assessment.
= store all chemicals according to incompatibility requirements in the product's vendor SDS

= apply separation and segregation distances to dangerous goods

= consider the use of secondary containment and/or bunding to manage spill risks.
e update the Chemwatch manifest:
o add the current vendor SDS, current and maximum stock volumes

o record a copy of any required legal authorities as a file attachment to the chemical

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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o ensure any corresponding hard copy documents are updated and readily accessible across the
workplace.

Supervisors/managers are to ensure storage of chemicals is minimised to meet operational needs to reduce risks
associated with excessive and/or long-term storage and disposal costs.

Consumer (domestic) chemicals
Employees are to purchase commercial chemicals for work purposes wherever practicable. Where not practicable
and consumer chemicals are required:

e obtain the SDS (where available), complete a pre-purchase risk assessment, obtain approval for purchase
and manage according to the pre-purchase chemical risk assessment and label

o store in original container and use only according to label directions

e use in quantities and manner consistent with normal household/office use and in a way that is incidental to
the nature of the work carried out (i.e. use occurs in a minor or occasional way)

e when used beyond normal household/office use, or in a way that is not incidental to work, or if transferred
to other containers, manage the chemical in Chemwatch as a workplace chemical as prescribed by this
procedure.

Hazardous chemical register currency and safe storage

Assigned CMP roles are to use the Chemwatch manifest (stock list) to:
o verify the hazardous chemical register is accurate, updated and maintained through annual stocktake

e confirm chemicals are stored according to their SDS incompatibility requirements using the Chemwatch
incompatibility report function

e conduct, review and action Chemwatch placard information in collaboration with their supervisor/line
manager, including to:

o install inner and outer placards where dangerous goods exceed minor storage quantities
o remove placarding when it is no longer required.
o display safety signage on all designated chemical stores to notify of specific chemical hazards

e advise principals/managers when manifest quantities approach or exceed prescribed manifest quantity
workplace (MQW) limits.

Principals/managers of business units:
e ensure employees know how to locate, access and interpret the hazardous chemical register

e provide information to the Health and Safety Regulator where dangerous goods exceed prescribed MQW
limits and ensure MQW information is maintained or removed if no longer applicable.

Chemicals requiring legal authority

Employees:

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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o comply with SDS and legal authorities when using regulated chemicals including required record keeping

e access current information on the safe, responsible and effective use of registered agricultural and
veterinary (AgVet) chemicals

e supervise students directly when chemicals requiring legal authority are used during curriculum activities,
and adhere to any authority conditions for example, age restrictions for use

o where undertaking operational pest management or commercial activities under legislation, or teaching
pest management skills in the curriculum, obtain a pest management competency as required by the
Medicines and Poisons (Pest Management Regulation) 2021 (Qld).

Supervisors/line managers are to ensure authority requirements are implemented and maintain record keeping
conditions specified by legal authorities including registers, training records, secure storage, records of
use/application, authorised access and document retention.

Principals/managers of business units:

e monitor regulated chemical storage, use, security and management practices to ensure compliance with
licensing requirements

e consult with relevant employees to establish and document local measures to prevent diversion of CSC, S7
poisons, radiation sources and SSAN for illicit purposes

e review regulated chemical security controls annually or following an incident. Report theft of:
o CSC and SSAN to the Queensland Police Service

o radiation sources and S7 poisons to Queensland Health.

4, Risk assessment

Supervisors/line managers are to ensure employees receive instruction about conducting and interpreting chemical
risk assessments through local annual induction.

Assigned CMP roles in consultation with employees are to review the Chemwatch manifest and identify
Chemwatch hazard categories to determine risk assessment requirements and implement the following minimum
risk management practices in consultation with other chemical users:

e grey (0), blue (1) or yellow (2) manifest hazard category chemicals and consumer chemicals:

o manage according to the pre-purchase chemical risk assessment, label directions, SDS and any
additional supporting information for example, SOPs, storage guidance, experimental methods, or
laboratory reference manuals

o manage as for ‘orange (3) and ‘red (4)’ chemicals where there is uncertainty about the degree of risk,
or the chemical is held in placard or MQW quantities.

e Orange (3) and red (4) manifest hazard category chemicals:

o complete Chemwatch risk assessments in both ‘health exposure’ and ‘storage’ assessment tabs by
reviewing, selecting or adding controls in line with the scale and type of use, engineering controls
available in the workplace and available personal protective equipment

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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= document site/activity specific hazards, student considerations, training requirements and physical
hazards not addressed by Chemwatch i.e. ensure safe work practices or existing risk management
processes are recorded or referenced in the 'safe operating procedure' field on the assessment.

o reconsider controls for activities where the post-assessment risk level is rated extreme (level 4) or high
(level 3):

= where extreme (level 4) risks are present, do not proceed until higher order controls or process
modifications have been adopted to reduce the risk level

= where the risk level on the approved assessment is high (level 3), complete and make readily
available a safe operating procedure for the activity.

o where these chemicals are used in curriculum activities, reference the health exposure chemical risk
assessment and manage risks as per the Managing risks in school curriculum activities procedure

o print the assessments and make them available near where chemicals are used (health exposure) or
stored (storage)

o review and revise control measures when circumstances change, controls are ineffective, or an incident
occurs, and formally at least every five (5) years.
Supervisors/line managers/assigned CMP roles:
e review and approve risk assessments
¢ ensure all staff are aware of storage risk assessments for placarded/MQW storage
Principals/managers of business units are to ensure all control measures identified by risk assessment, installed as

part of the built environment or required by manufacturer specifications are resourced and maintained including for
example:

o safe operation and servicing of local exhaust ventilation, emergency eye wash/showers and gas supply
systems in line with the Service Maintenance Program (DoE employees only), Australian Standards (DoE
employees only) and/or manufacturer instructions

e dedicated chemical stores and associated passive or mechanical ventilation
¢ the provision and safe use of personal protective equipment (PPE)
Emergency management and response
Supervisors/Line managers are to ensure the provision of relevant instruction, information and training to
employees regarding the availability, use, storage and maintenance of:
o first aid, fire and emergency equipment
e secondary containment (spill trays) and bunded storage systems
o spill kits appropriate to the chemicals stored and used
o spill, fire and emergency response
e safe disposal practices including isolation of hazardous chemicals from stormwater systems
e emergency preparedness and safety signage required by legislation or risk assessment

e personal protective equipment (PPE).

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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Principals/managers of business units:

e use risk assessment outcomes to determine chemical emergency response requirements and document
them in the workplace’s Emergency Response Plan (DoE employees only)

e communicate emergency response requirements to employees and others at the workplace and to people
in control of adjacent premises where there is potential exposure during an emergency

5. Safe chemical use

Implement identified risk controls

Employees:
¢ complete identified role-specific training before working with chemicals
o review the SDS, approved chemical risk assessments and safe work procedures before use
¢ implement identified control measures and apply safe work practices
o monitor the effectiveness of controls during use and update risk assessments where required

o visually inspect storage areas, chemical labels, containers and emergency equipment as part of daily
activities and manage/report issues immediately when identified

o record hazards, incidents and near misses as per the HSW Incident management procedure.

e replenish first aid and spill kit contents a soon as possible after use.

Assigned CMP roles are to conduct documented safety inspections of chemical stores, work areas and emergency
equipment every three to six months (frequency determined on assessment of risk) to maintain a safe workplace.

Supervisors/line managers are to ensure hazards are remediated, safety inspection outcomes are actioned and
incidents managed in line with the HSW Incident management procedure.

Principals/Managers of business units:

¢ ensure all non-departmental entities including Public-Private Partnerships (PPP) apply the following risk
controls when using chemicals on department sites:

o provide a complete list of chemicals used for contracted works, their SDS and associated risk
management information when stored on site for more than 5 days for inclusion in the workplace
hazardous chemical register and advise the workplace when listed chemicals are removed from site

o store minimal operational quantities of chemicals in agreed secure storage locations according to their
SDS

o report chemical hazards and incidents immediately to their nominated workplace contact.

Health and Safety Advisors/Workplace Health and Safety Coordinators are to support safe work practices by:
o liaising with assigned CMP roles to facilitate, enable or note completion of CMP tasks

e ensuring completion of the 'specific risks - chemicals section' in the annual safety assessment (ASA) and
supporting completion of any actions noted in the ASA action plan

e supporting safety inspections of chemical stores, work areas and emergency equipment.

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.

Queensland
Page 10 of 18  Government



Department of Education

Chemical labelling
Employees, contractors, P&Cs, volunteers and pre-service teachers are to comply with labelling requirements for
all chemical containers as specified in Schedule 9 (Part 3) of the WHS Regulation 2011 (Qld):

¢ label all chemical containers (including waste) with compliant GHS labels for example, generated from
Chemwatch

o ensure label integrity is maintained, with all text in English, legible and clearly visible so their hazards
are identifiable.

e retain chemicals in original containers where possible to ensure accurate labelling. Where chemicals are
decanted, diluted or transferred compatible containers must be used (refer to SDS) and have compliant
GHS labels.

Supervisors/line managers are to ensure pipework containing hazardous chemicals is appropriately labelled or
signed.

Safe storage

Employees using chemicals are to ensure that:
e chemicals are always stored according to incompatibility requirements in the vendor SDS

o the Chemwatch incompatibility report is used to verify storage in an area is compatible.

Whenever practicable, store chemicals:

¢ in dedicated/purpose built, secure, ventilated chemical stores away from high traffic areas and ignition
sources

¢ in areas that do not share air systems with occupied spaces

e in a way that will not impede safe transit, safe work or emergency access or egress.

6. Disposal and review

Disposal

Employees/assigned CMP roles:
e package, label and store chemical waste in a suitable compatible container in accordance with the SDS:
o clearly identify the contents and date, and mark as ‘waste for disposal’
o store waste according to its hazardous nature pending collection or in house disposal
o label unknown substance as "UNKNOWN - for disposal only’ and arrange priority licenced disposal

o where chemicals are managed under legal authorities, dispose of the chemical as per the conditions of
the authority

o refer to the chemical's pre-purchase risk assessment for the required disposal method. Continue to manage
chemicals for disposal in line with this procedure until disposal is complete

e maintain disposal records as required by legislation, legal authorities and/or the department's record
retention and disposal requirements (DoE employees only), whichever is the longer.

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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Supervisors/Line managers and assigned CMP roles are to ensure timely and appropriate in-house or licenced
disposal of chemical waste occurs in accordance with SDS, labelling and risk assessment requirements.

Principals/managers of business units are to ensure disposal is fully resourced and waste chemicals do not
accumulate in the workplace.

Review - Annual stocktake

Principals/managers of business units/supervisors/line managers are to allocate sufficient time and resources to
ensure annual chemical stocktake is completed and Chemwatch manifest updates for the workplace occur.
Employees/assigned CMP roles:

e conduct an annual chemical stocktake of all chemicals on site. Where required, conduct stocktake more
frequently for example for security sensitive chemicals or when high volume purchasing occurs

o use the stocktake information to update the Chemwatch manifest to ensure the hazardous chemical
register remains current. This includes verifying vendor SDS are available and current and maximum
volumes are accurate to enable Chemwatch placard calculations

Supervisors/line managers:

o verify annual stocktakes are completed and the Chemwatch manifest is updated annually in their area of
responsibility

e review the manifest annually to confirm chemical types, quantities, and usage remain appropriate, and that
overall chemical storage risk is minimised as low as reasonably practicable

e check placard and MQW signage and update/remove signage where applicable.
Review - Governance and compliance monitoring

Monitoring and review of chemical safety management is to occur to ensure chemical risk is managed and this
procedure is fully embedded in practice. The responsible roles and methods of assurance are outlined in the table
below.

Responsible role Specific quality focus Method of assurance
Assigned CMP roles | Verify chemical management e Report progress quarterly to supervisor, sooner
processes are actioned in where issues arise.

area of responsibility. o Review local chemical management processes

annually to measure implementation of this
procedure.

e Review chemical training data in line with

Monitor completion of individual performance plan reviews to verify
Supervisors/Line .
P chemical management tasks completion/currency.
managers , .
in area of responsibility. o Verify annual stocktakes are completed and the

Chemwatch manifest is updated annually.

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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Department of Education

Responsible role

Specific quality focus

Method of assurance

Share CMP progress with Health and Safety
Advisors/Workplace Health and Safety
Coordinator roles and/or HSW Committee/forum.

Health and Safety

Support principals/managers

Facilitate/collate progress reporting for quarterly

Advisors/Workplace | to verify implementation of HSW Committee/forum meetings.
Health and Safety the chemical management o Facilitate/collate ASA completion 'specific risk
Coordinator roles procedure in the workplace. Chemicals' section
At each quarterly meeting:
Maintain oversight to verify o review CMP progress and verify role currency
Local HSW chemical management tasks . _ .
Committee/forum are being progressively . reFord actlo.ns in the HSW Committee/forum
actioned. minutes action register
e review any hazard and incident information.
¢ Renew the Chemical management plan (CMP)
annually in consultation with staff to assign roles
to specific management tasks.
Monitor implementation of e Review chemical management practices
Principals/Managers the chemical management annually through the ASA findings and address

of business units

procedure to ensure effective
management of chemical
risk.

non-compliance via ASA action plan.
Oversee training compliance.

Provide the Health, Safety and Wellbeing Unit
the location’s Chemwatch account details on
request for audit and support purposes.

School Supervisors

Support schools to comply
with this procedure.

Support school improvement in areas of non-
compliance identified in the workplace's ASA
through performance improvement
conversations.

Directors, Regional
Directors

Oversight of compliance
processes for this procedure
in schools/non-school
workplaces.

Monitor and address performance and risk using
the ASA dashboard and/or HSW Scorecard via
quarterly HSW Committee.

Record management

Employees are to keep and maintain records relating to chemical management on site, including but not limited to:

e chemical management plan

e pre-purchase chemical and Chemwatch health exposure and storage risk assessments

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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Department of Education

e hazardous chemical register including vendor SDS
e safe operating procedures

e disposal of regulated waste

e records as required by legal authorities

e training records

e ASA and action plan

¢ HSW Committee minutes.

Definitions

Term Definition

Carcinogens Any substance that promotes cancer development by damaging DNA or disrupting
cellular processes. Known carcinogens are listed in Schedule 10 of the WHS
Regulation 2011 (Qld) and are identified in section 11 of the product SDS to identify
carcinogens.

Chemicals A substance in the form of a solid, liquid or gas. Workplace chemicals are inclusive
of pure substances or mixtures, dangerous goods, hazardous and non-hazardous
chemicals, scheduled poisons, controlled substances, waste or by-products.

The definition excludes consumer chemicals when used in the quantities and
manner intended by the manufacturer for incidental purposes (see consumer
chemical). Where consumer chemicals are used beyond this scope in the
workplace, they are considered workplace chemicals.

Chemwatch Chemwatch is an inventory database system used to assist in the local
management of chemicals. The database provides for the maintenance of stock
(manifest) and chemical registers, retrieval of SDS, risk assessments, compliant
label printing and storage reports for incompatible chemicals.

Each department workplace has a unique Chemwatch account. To access:

e schools contact their Regional Health and Safety Consultant

e non-school business units contact the Organisational Health, Safety and
Wellbeing Unit (OSW) at HSW@aqed.qld.gov.au.

Chemwatch hazard Chemwatch hazard categories assign a colour and hazard rating to a chemical
categories based on associated hazards for normal use:

e Grey (0) non-hazardous
e Blue (1) low hazard

e Yellow (2) moderate hazard

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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Department of Education

Term Definition

e Orange (3) high hazard
o Red (4) extreme hazard.

The rating is composed of consideration of health exposure hazards (toxicity, body
contact, chronic) and physical hazards (flammability, reactivity) hazards presented
by the chemical where the predominant hazard provides the rating.

Chemwatch manifest A stock list held in Chemwatch that contains the SDSs and information about the
name, location and quantities of chemicals based on a site map.

Consumer chemical Consumer chemicals are formulated substances designed for use by individuals in
daily, non-commercial/work activities. Consumer chemicals are used in quantities
commensurate with normal household, office or personal care use (see 'normal
household or office use').

Dangerous goods These are chemicals classified as dangerous due to their immediate potential to
harm people, property or the environment under the Australian Code for the
Transport of Dangerous Goods by Road or Rail, 7th Edition (ADG Code 7).

Globally Harmonized The GHS published by the United Nations as modified under Schedule 6 of the
System of Classification | WHS Regulation 2011 (Qld) standardises hazard communication on labels and
and Labelling of SDS in Australia. SDS and labels must comply with GHS classification criteria.
Chemicals (GHS)

Hazardous chemical A hazardous chemical is a substance classified under the GHS that has the
potential to cause acute or chronic health effects, damage to property or
environment as defined in section 2 of the chemical's SDS.

Hazardous chemical Alist of the product names of all hazardous chemicals used, handled or stored at
register the workplace accompanied by the current vendor SDSs as required by the WHS
Regulation 2011 (Qld), s346. It must be kept current and maintained via stocktake
as new hazardous chemicals are introduced to the workplace or when the use of a
particular hazardous chemical is discontinued.

Health surveillance Health surveillance is the continuous, systematic process of monitoring workers'
health to detect early signs of work-related illness caused by exposure to hazardous
substances or environments. Chemicals that require monitoring are listed in
Schedule 14 of the WHS Regulation 2011 (Qld).

Minor storage quantities | Minor quantities of dangerous goods stored that do not trigger placarding
requirements listed in the WHS Regulation 2011 (Qld) Schedule 11 column 4.

Manifest quantity A workplace that stores quantities of dangerous goods that exceed those specified
workplace (MQW) in the WHS Regulation 2011 (Qld) Schedule 11 column 5. Where quantities are, or
may be exceeded, the Health and Safety Regulator must be informed and specified

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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Department of Education

Term Definition

records including a MQW manifest made available and maintained. The MQW
manifest is NOT a Chemwatch manifest or hazardous chemical register.

Normal household or Normal household or office use is using a consumer chemical in:

office use e a quantity consistent with household or office use; and

e a manner consistent with household or office use; and

e away thatis incidental to the nature of the work carried out by an employee
using the chemical e.g. in a minor or occasional way.

If a consumer product is used in the workplace in this way, then the chemical is
considered a consumer product. Where it is not, it is a workplace chemical subject
to management in line with this procedure.

Placard (dangerous A dangerous goods placard is a specific diamond-shaped regulatory warning sign
goods signage) displayed on containers, tanks, buildings, fences or vehicles to identify bulk
hazardous chemicals being transported or stored. Placards are required where
quantities of dangerous goods on site exceed quantities listed in the WHS
Regulation 2011 (Qld), Schedule 11 column 4 and are installed as per the WHS
Regulation 2011 (Qld), Schedule 13.

Regulated chemicals A chemical or poison listed in a regulation that is prohibited or requires a legal
authority such as licencing, approvals, permits or declarations for use.

Safety signage Provides general warnings, instructions, and emergency information for everyday
use. They are governed by Australian Standard 1319 Safety signs for the
occupational environment and include prohibition (red), mandatory (blue), warning
(yellow), danger (red/black), emergency (green), and fire (red) signs.

Scheduled poison A chemical listed in the Standard for the Uniform Scheduling of Medicines and
Poisons (SUSMP).

Separation and Separation and segregation apply to dangerous goods and are safety practices
segregation used during transport and storage to prevent incompatible chemicals from reacting.
Segregation means isolating incompatible items by distance or physical barriers.
Separation specifically refers to maintaining a minimum, defined distance between
the dangerous goods.

Vendor Safety data A SDS authored by the manufacturer or supplier of the chemical. The manufacturer/
sheet (SDS) supplier details are provided in section 1 of the SDS and will match the information
on the chemical label.

A current SDS is within 5 years from the date issued, authored by the Australian
manufacturer/importer (brand specific) and in GHS format.

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.
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Department of Education

BT

Term Definition
Workplace chemicals Refer to the 'chemical’ definition
Legislation

Work Health and Safety Act 2011 (Qld)

Work Health and Safety Regulation 2011 (Qld)

Environmental Protection Requlation 2008 (Qld)

Medicines and Poisons (Poisons and Prohibited Substances) Regulation 2021

Medicines and Poisons (Pest Management Activities) Regulation 2021

Agricultural Chemicals Distribution Control Act 1966 (Qld)
Biosecurity Act 2014 (Qld)
Radiation Safety Act 1999 (Qld)

Delegations/Authorisations

Nil

Policies and procedures in this group

Nil

Supporting information for this procedure

Chemical management system flowchart

Other resources

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-
management-procedure to ensure you have the most current version of this document.

Health, safety and wellbeing incident management procedure

Managing first aid in the workplace procedure

Managing risks in school curriculum activities procedure

Disaster and emergency management procedure

Chemical management guideline (DoE employees only)

Key messages for Principals - Chemical management (DoE employees only)

Chemical management plan

Pre-purchase chemical risk assessment

Prohibited and high risk chemicals in departmental workplaces

Chemical safe operating procedure template
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Department of Education

e Chemwatch modules (DoE employees only)

e Chemical management online course (DoE employees only)

e HSW Committee agenda and minutes (DoE employees only)

Contact

Health, Safety and Wellbeing
Email: HSW@qged.ald.gov.au

Review date

6/10/2029

Superseded versions
Previous seven years shown. Minor version updates not included.

1.0 Chemical management procedure

Creative Commons licence
Attribution-NonCommercial CC BY-NC

Refer to the Creative Commons Australia site for further information

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/chemical-

management-procedure to ensure you have the most current version of this document.
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Flowchart; Chemical management process

Department level

Chemical management procedure, communication, training, governance, compliance monitoring

School/workplace level
Chemical management training, local induction and information
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