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Hazardous Substances Management

Introduction

Foreword

This information has been developed to provide managers with information and proforma documents to assist them in meeting their obligations under the Occupational Health and Safety Act 2004 and the Occupational Health and Safety (Hazardous Substances) Regulations 1999. 

This information on Hazardous Substance management forms the second standard of the Swinburne OH&S Management System, and should be read and implemented in association with the OH&S Management Methodology as described in Standard 1.

This document sets out the proposed process for mangers to follow to attain regulatory compliance in relation to Hazardous Substances in the areas and processes under their control.  The guidance material and proformas included are based on the Victorian Code of Practice for Hazardous Substances, and the NOH&SC National Hazardous Substance Regulatory Package, and are designed to help University Managers to meet at least the minimum requirements of the Regulations.  Management areas that adopt other arrangements must ensure that the minimum standards of the Victorian Code of Practice and Regulations are met.  

Key References

Swinburne University of Technology
· Risk Management Policy and Principles March 2005 
· Responsibilities For Implementing Occupational Health And Safety Across The University Policy
Victorian Government:

Occupational Health and Safety Act 2004. http://www.austlii.edu.au/au/legis/vic/consol_act/ohasa2004273/
Occupational Health and Safety (Hazardous Substances) Regulations 1999 

http://www.austlii.edu.au/au/legis/vic/consol_reg/toc-O.html
Code of Practice for Hazardous Substances 

http://www.workcover.vic.gov.au/dir090/vwa/publica.nsf/docsbyUNID/BDF83EAAC5D7DDB3CA2570130029E692/$file/COP24_hazardous_substances.pdf
National Occupational Health and Safety Commission:

List of Designated Hazardous Substances, NOH&SC: 10005 

Approved Criteria for Classifying Hazardous Substances, NOH&SC: 1008 

Control of Workplace Hazardous Substances: National Model Regulations 1994 

Guidance note for the assessment of health risks arising from the use of Hazardous Substances in the workplace, NOH&SC: 3017.

Exposure standards for atmospheric contaminants in the occupational environment, NOH&SC: 1003.

Definitions – as applicable to Occupational Health and Safety

Dangerous Goods

Substances classified according to the immediate risk to people, property and the environment from an accident or incident, such as for example fire, explosion and corrosion.   Effects are mostly physiochemical in nature.  Dangerous Goods are listed in the Australian Dangerous Goods Code or meet the UN criteria.

Hazard:

All actions, situations and occurrences that have the potential to cause harm. 
Hazardous Substance 

A substance that has the potential to harm health.  Health effects are short term (acute) or long term (chronic).  Hazardous Substances are on the NOH&SC list if already identified or meet NOH&SC criteria if new.
Risk:

How severely can someone be harmed by the hazard, and how likely it is that a person will be harmed by the hazard.

Reasonably Practicable:

Practicable as defined in the OH&S Act 2004  means practicable having regard to the following matters in determining what is (or was at a particular time) reasonably practicable in relation to ensuring health and safety-
(a)
the likelihood of the hazard or risk concerned eventuating;

(b) 
the degree of harm that would result if the hazard or risk eventuated;

(c)
what the person concerned knows, or ought reasonably to know, about the hazard or risk and any ways of eliminating or reducing the hazard or risk;

(d)  
the availability and suitability of ways to eliminate or reduce the hazard or risk;

(e)  
the cost of eliminating or reducing the hazard or risk.
Duties of employers under the OH&S (Hazardous Substances) Regulations 1999

The Hazardous Substances Regulations require employers to:

· Consult with Employees

· Obtain Material Safety Date Sheets (MSDSs) and make them available to all staff

· Maintain labelling standards in accordance with the regulations

· Conduct Risk Assessments on the use of Hazardous Substances

· Ensure exposure standards are not exceeded, and atmospheric monitoring and health surveillance is carried out where required 
· Control risks associated with the use of Hazardous Substances

· Ensure all persons that may use or be exposed to Hazardous Substances receive appropriate training.

Within the university setting “employers” are considered to be the Heads of Management Units.

Refer for details of OH&S responsibilities of Heads of Management Units to the document Responsibilities Occupational Health And Safety Across The University”, as approved by the Swinburne Executive Group. 
Hazardous Substance Management

Flow chart representation:



Step by step process:

The following process is recommended to Heads of Management Units to facilitate implementation of the Occupational Health and Safety (Hazardous Substances) Regulations 1999.

Step 1 – Establishing a Hazardous Substances Register 

1. Establish a list of substances that are used within the areas and processes under the control of the Management Unit.

2. Acquire (new) MSDSs from the manufacturer for all the substances (for information refer to page 9).

3. Review the MSDS and determine if the material or substance is a Hazardous Substance.

4. Note all Hazardous Substances, as well as the date of the MSDSs into the “Hazardous Substance Register ” (refer to proforma on page 15).

5. Maintain the master copy of the Hazardous Substances Register with a copy of the relevant MSDSs at a central location within the Management Unit.

6. Send an electronic copy of the Register to the OH&S Consultant in Human Resources (after completing step 4).

Step 2 – Establishing and documenting labelling practices

1. Examine the use of substances and determine if substances are kept in original containers or decanted.

2. Establish appropriate protocols for labelling within the area where the substance is used (for further information refer to page 9).

Step 3 – Exposure standards and monitoring

1. Establish if the Hazardous Substance has an “exposure standard” (for further information refer to page 10).

2. If an exposure standard is stated for the Hazardous Substance, note this on the Hazardous Substances Register.

3. Notify the OH&S Consultant, Human Resources of all the Hazardous Substances within the management area that have exposure standards, and cooperate with their recommendations.

4. Determine with the help of the OH&S Consultant, Human Resources if atmospheric monitoring or health surveillance is required.

Step 4 – Scheduled Carcinogenic substances and Poisons

1. Establish whether any scheduled carcinogenic substances are used within the Management Unit (for further information refer to pages 10 & 11).

2. Note on the Register if the Hazardous Substance is or contains a schedule 1 or 2 carcinogenic substance.

3. Establish if any Drugs, Poisons or Controlled substances under the Drugs, Poisons and Controlled Substances Act 1981 are used within the Management Unit (for further information refer to page 12)

4. Notify the OH&S Consultant, Human Resources of the use of these substances or poisons within the Management Unit.

5. Follow the recommendations of the OH&S Consultant, Human Resources regarding the licensing requirements and or the management of the schedule 1 or 2 carcinogenic substances.  

Step 5 – High risk Hazardous Substances or processes

1. Determine if there are any high risks Hazardous Substances or processes within the Management Unit (for further information refer to page 12).

2. Notify the OH&S Consultant, Human Resources of the use of these substances within the Management Unit.

3. Follow the recommendations of the OH&S Consultant, Human Resources regarding the management of the high risk Hazardous Substances or processes within the Management Unit. 

Step 6 – Evaluating exposure / risk assessment / control selection

(For further information and proformas refer to pages 12, & 16 to 20 and Standard 1 of the Swinburne OH&S Management System (SOH&SMS).)

1. Consult relevant employees and Health and Safety representatives during the risk assessment and control selection process.

2. Establish if the substances can be grouped in respect to having similar hazards, uses or processes, to determine if generic risk assessments are appropriate for the area.

3. Determine how many risk assessments will need to be done, who will be doing which risk assessments, and establish time lines for conducting the risk assessments.

4. Conduct risk assessments as per the SOH&SMS– refer to page 20 and Standard 1 of the SOH&SMS. 

5. Document the risk assessment and control selection on a risk assessment record.  Please use the proformas provided – refer to pages 16& 18.  If you wish to deviate from the provided proformas please discuss this with the OH&S Consultant, Human Resources before commencing.

6. Give the risk assessment record a code or number and enter this into the Hazardous Substances Register.

7. Make risk assessment records available to employees.

Step 7 – Controlling Hazardous Substances

(For further information and proformas refer to pages 12, 19 & 20 and Standard 1 of the SOH&SMS) 

1. Consult relevant employees and Health and Safety Representatives during the process of prioritising the risk control implementation.

2. Document the control actions identified in the risk assessment and control selection process on the Hazardous Substances Risk Control Implementation Plan – refer to page 19.  Please use the proformas provided.  If you wish to deviate from the provided proformas please discuss this with the OH&S Consultant, Human Resources before commencing.

3. Assign who will be responsible for the implementation of the control and by when the action should be completed.

4. Review that actions have been completed and signed-off by the Head of Management Unit after verification that the action has been completed. 

Step 8 – Training

(For further information refer to page 13)

1. Determine which people, or groups of people, would come in contact with the Hazardous Substances.  e.g.  staff, students, cleaners, and contractors.

2. Provide information, instruction and training to the people or groups of people, appropriate to their level of exposure to the Hazardous Substance.

3. Ensure that first aid providers have an understanding of the first aid requirements for the Hazardous Substances or other substances in use in the area, and the need to forward a copy of the relevant MSDSs with staff members if they are referred for medical attention after exposure.  

4. Review the training, and run refresher training at appropriate intervals.

5. Document training and retain records.

Step 9 – Ongoing management of Hazardous Substances

1. Ongoing management of identified Hazardous Substances
a. Review the risk assessments for all Hazardous Substances at least every five years.

b. Review the risk assessment of a Hazardous Substance if new information is obtained from the manufacturer regarding the hazardous nature of the substance, or if new or more effective control methods become practicable.

2. Notification of hazardous nature of product already in use

a. When receiving new information on a product that is in use determine if it is now considered to contain Hazardous Substances.

b. If the product contains Hazardous Substances it must be added to the Hazardous Substance Register.

c. For all newly identified Hazardous Substances steps 2 through to 8 of the above process must be completed.

d. Controls to minimise the exposure of employees to the Hazardous Substances must be implemented as soon as practicable. 

3. New substances considered for use
a. Before using new products obtain MSDS from supplier and determine if it is considered to be a Hazardous Substance.

b. If the product is a Hazardous Substance, determine if it is practicable to use a different product that is not a Hazardous Substance.

c. If the Hazardous Substances is going to be used it must be added to the Hazardous Substance Register.

d. Before first using the Hazardous Substance steps 2 through to 8 of the above process must be completed, including the implementation of controls before the substance is used for the first time.

Note: all costs associated with atmospheric monitoring, health surveillance, consulting services, licensing requirements and other specialised requirements in reference to the compliance with the OH&S Hazardous Substances Regulations 1999 will be borne by the Management Unit where the Hazardous Substance is in use.

Supporting Material

A.
Material Safety Data Sheet (MSDS)

The MSDS provides information about the hazards (health effects) of the substance and how to use it safely.  Manufacturers and importers are responsible for determining whether a product they supply to a workplace is hazardous.  If the substance is hazardous, an MSDS must be prepared by the manufacturer or importer and supplied to purchasers of the substance upon request.  A current MSDS (< 5 years old) is required to be available where the substance is used.  A sample MSDS is on page 18 of the Code of Practice.  

Copies of Material Safety Data Sheets for all Hazardous Substances must be available to employees in the area that the substances are used.

The minimum information that an MSDS must contain is:

· Date of preparation or review;

· Manufacturer or importer details, including Australian address and contact numbers;

· Product name;

· Chemical and physical properties of the substance;

· Identity of the ingredients;

· Proportion (or proportion ranges of the ingredients in the substance;

· Health hazard information;

· First Aid information;

· Precautions for safe use;

· Exposure standards; and

· A statement that the substance is a Hazardous Substance.

B.
Labels 

1. Minimum requirements
Minimum requirements on a container of Hazardous Substances to be provided by the manufacturer or supplier and written in English are:

a. Product Name of the Hazardous Substance;

b. The name, address and contact telephone number of the Australian manufacturer or importer;

c. The chemical name for all Type I Ingredients and the generic name for Type II ingredients (if Type II ingredient has commercial confidentiality) Refer to the National Model Regulations for the Control of Hazardous Substances;

d. Relevant health and safety information about the substance, including its risk and safety phrases, except where the container is so small that it is not practical to provide such information; 
e. The word ‘Hazardous’ clearly and prominently displayed, unless signal words have been provided in accordance with other relevant Australian legislation.

f. The label must be legible, durable and firmly secured to the container.

2. Risk phrase
a. Describes the hazards of a substance as described in the List of Designated Hazardous Substances, NOH&SC 1999.

3. Safety phrase 
a) Describes the precautions to be taken for the safe use of the substance as described in the List of Designated Hazardous Substances, NOH&SC 1999.

4. Decanted substances
To minimise any possible confusion the University has adopted the practice that all substances that are decanted should be adequately labelled until such time that the container has been cleaned, or the contents have been neutralised, cured or chemically deactivated.

A container into which a Hazardous Substance has been decanted must:

· Be appropriate to hold or store the substances.  E.G:  food containers or drink bottles are not deemed to be appropriate containers;
· Be labelled with the product name when the substance is decanted into the container; and  

· Be labelled with appropriate safety phrases (where practicable and when decanted substances are stored).

Where it is not practical to label the container into which the substance is decanted with the product name because, for example it is too small, another means may be used to identify the contents of the container.  Employees must be informed of the meaning of the identification method used.

Labels do not need to be “stick on” labels, but must be durable and legible.  Spare copies of labels may be available from the manufacturer, importer or supplier of the Hazardous Substance. Further information on labelling is available in the National Code of Practice for the Labelling of Workplace Substances, from the NOH&SC.
C. 
Exposure Standards and Monitoring
Exposure standards data is contained on the MSDS.  If exposure standards have been set for a substance, or for any of the ingredients of a substance, it becomes necessary to determine if the exposure standards are likely to be exceeded.  Environmental monitoring may be required to assess the exposure level of employees, and the effectiveness of current and future exposure controls.  Exposure should be determined by a suitably qualified person, and therefore the OH&S Unit at Human Resources should be contacted to participate in the organisation of this process.

Note: all costs associated with atmospheric monitoring, health surveillance, consulting services and licensing requirements in reference to the compliance with the OH&S Hazardous Substances Regulations 1999 will be borne by the Management Unit where the Hazardous Substance is in use.

D.
Carcinogenic Substances

Carcinogenic substances are substances that might cause cancer in people who have been exposed to the substance. Substances are determined to be hazardous due to carcinogenic effects if they fall into one of the following categories:

a) Category 1: Established human carcinogens
These substances have been proven to cause cancer in humans.

b) Category 2: Probable human carcinogens

These substances will probably be cancer causing in humans, however there is not sufficient evidence to place them in category 1.

c) Category 3: Suspected carcinogens

These substances are suspected of being cancer causing.  The effects of these substances on living organisms have not been established to the point where they can either be taken out of the category, or placed in category 1 or 2. 

Because of the hazards of using carcinogens, some specific requirements have been included in the regulations, relating to scheduled carcinogens.  Scheduled carcinogenic substances are defined in the National Model Regulations for the Control of Scheduled Carcinogenic Substances [NOH&SC: 1011(1995)].  Please note: the information presented here should be verified with the actual schedule as produced by the NOH&SC to ensure that up to date information is referenced.
Schedule 1 – Prohibited carcinogenic substances:
These substances are usually Category 1 carcinogens for which reasonably practicable substitutes are available. 

Schedule 1 carcinogens include for example:

	Substance name
	CAS No.

	2-Acetylaminofluorene
	53-96-3

	Aflatoxins
	various

	4 – Aminodiphenyl
	92-67-1

	Benzidine 

and its salts including 

Benzidine dihydrochloride
	95-87-5

531-85-1

	Bis(Chloromethyl) ether
	542-88-1

	Chloromethyl methyl ether 
	107-30-2

	4-Dimethylaminoazobenzene
	60-11-7

	2-Naphthylamine – and its salts
	91-59-8

	4-Nitrodiphenyl
	92-93-3

	Amosite (brown asbestos)

Crocidolite (blue asbestos)
	12172-73-5

12001-28-4

	– Except for removal and disposal purposes, and situations where the substance occurs naturally and is not used for any new application.


Schedule 2 – Notifiable carcinogenic substances:

These substances are usually are carcinogens which have specific limitations on their usage. The substances in this group are included because:  

· No reasonably practicable substitute is available; and

· Absence of other regulatory controls to prevent or minimise exposure to the required standards, and

· It is practicable and purposeful to notify the authorities of their use.

Schedule 2 carcinogens include for example:

	Substance name
	CAS No.

	Acrylonitrile
	107-13-1

	Benzene
	71-43-2

	When used as feedstock containing more than 50% of benzene by volume

	Chrysotile (white asbestos) 
	12001-29-5

	When used for the manufacture of asbestos products

	Cyclophosphamide (cytotoxic drug)
	50-18-0

	When used in preparation for therapeutic use in hospitals, oncological treatment facilities, and in manufacturing operations

	3,3’-Dichlorobenzidine 
(and its salts)
	91-94-1

	3,3’-Dichlorobenzidine dihydrochloride
	612-83-9

	Diethyl sulfate
	64-67-5

	Dimethyl sulfate
	77-78-1

	Ethylene dibromide
	106-93-4

	When used as fumigant

	4,4’-Methylene bis(2-chloroaniline)
	101-14-4 – MOCA

	2-Propiolactone 
	57-57-8

	o-Toluidine
	95-53-4

	o-Toluidine hydrochloride
	636-21-5

	Vinyl chloride monomer
	75-01-4


Note: all costs associated atmospheric monitoring, health surveillance, consulting services and licensing requirements in reference to the compliance with the OH&S Hazardous Substances Regulations 1999 will be borne by the Management Unit where the Hazardous Substance is in use.

E. 
Poisons

The use of poisons is regulated through the Drugs, Poisons and Controlled Substances Act 1981. All drugs, poisons and controlled substances that fall under the Act are listed within the Schedules of the Act and in the schedules of the “Standard for the uniform scheduling of Drugs and Poisons”.  

Where substances are used within the Management Units that fall under the control of the Drugs, Poisons and Controlled Substances Act 1981 the provisions of this Act must be complied with.  Complying with this Act will include the development and maintenance of appropriate management systems and where applicable the requirement to obtain licenses, permits and warrants.

If the Management Unit is found to have Consultant, Human Resources and ensure that the relevant requirements are met by the Management Unit.

F. 
High Risk Hazardous Substances or Processes:

SUT needs to be aware of the use of high risk Hazardous Substances within the university, and as such requires the individual Management Units to notify the OH&S Unit at the Human Resources Department of the use of high risk Hazardous Substances.

Substances are considered to be high risk where the MSDS includes the following key information in the risk phrases:

	· very toxic
	· causes genetic damage

	· causes severe burns
	· impaired fertility

	· danger of serious irreversible effects
	· harm to unborn child


Or where the MSDS indicates the substance is: 

	· Carcinogenic
	– cancer causing.

	· Mutagenic
	– causing mutations in cells and genetic damage.

	· Teratogenic 
	– causing birth defects.


G. 
Risk Assessment

The risk assessment process should follow the Swinburne OH&S Management Methodology.

Generic Risk Assessments
The Victorian Code of Practice states that “generic risk assessments are valid if both the hazardous substances used and the nature of the work involving these substances are essentially similar”. So where Hazardous Substances have the same hazards and are used under the same circumstances or in the same processes it becomes possible to conduct generic assessments.  The generic assessment would be based on the highest levels of risk of the group of substances, and the controls would also apply to the processes or group of chemicals as a whole.  

Generic risk assessments should include a record of what substances are included in the risk assessment, as well as what processes.  The ‘Risk Assessment Record’ (refer to page 16) should be adapted to accommodate this requirement.   When doing generic risk assessments please copy the “Product Information as specified on MSDS” section and fill it out for all the Hazardous Substances that will be covered by the risk assessment.  The health hazard information for the Hazardous Substances should be the same, or the risk assessment should be based on the most hazardous health effects.

Prioritisation of Control Implementation
Prioritisation of the implementation of controls should take into consideration the nature and risk level of the hazard, as well as the practicability of the proposed controls.  

Where practicable control options are available immediately they should be implemented straight away, and should not be deferred until higher risk activities have been controlled.

H. 
Training, Information and Instruction

Employees need to be provided with the skills and knowledge they need to perform their work in a manner that is safe and without risk to health.  Persons who need information, instruction or training in relations to Hazardous Substances include ongoing and contract employees, casual staff, students, contractors, and cleaners.

The level of information, instruction or training that is required depends on the level and nature of the (potential) exposure to the Hazardous Substance.  Information provision should cover: 

· Types of Hazardous Substances in use in the workplace;

· Location  and use of MSDSs in the workplace;

· Labelling requirements, including for decanted substances;

· Safe use and handling procedures and practices for the substance or group of substances; 

· Potential routes of entry and exposure to Hazardous Substances and symptoms of exposure; 

· Risk controls in place at the workplace, and how they protect the employee against exposure;
· Reasons why air monitoring or biological monitoring may be required, and how this will be executed within the work environment if required;

· Emergency procedures regarding emergencies that include Hazardous Substances;

· The need to forward a copy of the relevant MSDSs with a staff members if they are referred for medical attention after exposure;
· Safe clean-up of spills, and safe disposal of Hazardous Substances;

· Selection, fitting and use of Personal Protective Equipment, where it is in use to control exposure to Hazardous Substances; and

· First aid requirements (this may be focused primarily on the first aid personnel).

Where training has been conducted documents should be maintained with the following information:

· Date of the training sessions;

· Outline of the training sessions; and

· Names and signatures of persons attending the training.

Proformas

Hazardous Substances Register 

	School / Management Unit:
	
	Date last updated:

	Campus:
	
	Responsible staff member:

	Location:
	
	Signoff by Department Manager:


	Substance Name
	Date of MSDS
	Exposure standard

info
	Scheduled Carcinogen

or Poison?
	Cas No.

(if applicable)
	UN Number
	Dangerous Good Class 

	Area used
	Risk Assessment   date
	Risk Assessment review date
	Risk Assessment

Record Code

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


NOTE: MSDS should be less than 5 years old

NOTE: Risk assessment should be less than 5 years old



	Hazardous Substance - Risk Assessment Record:
	
	Record Code: 

	School / Management Unit:
	
	Participants - Name and position:

	Area Used / Room No.
	
	

	Date and time of assessment:
	
	Signoff by Department Manager:


Refer to the “Explanatory Notes to Risk Assessment Record Sheet” before proceeding.


Product Information as specified on MSDS:

	Product Name:
	Active ingredient(s):
	UN No. / CAS No.
	Exposure standard info

	Product’s physical form:
	
	
	

	Date MSDS:
	
	
	

	
	
	
	


Health Effects as specified on MSDS:

	Exposure routes 
	Description of Acute Health Effects 
	Chronic Health effects: 
	Y/N
	Describe target organs / symptoms:

	Inhalation 
	
	Birth defects?
	
	

	Skin 
	
	Cancer?
	
	

	Eyes
	
	Sensitisation? 
	
	

	Ingestion 
	
	Central nervous system?
	
	

	
	
	Other?
	
	


Accident / incident / illness history *:

	Have any accidents / incidents occurred?
	Yes (
No (
	If yes provide details:

	Has anyone shown signs of illness or disease? 
	Yes (
No (
	If yes provide details:


Description of job process:

	

	

	


Risk Assessment* 

	Job step / task
	Exposures – route, 
	Current controls
	Is there a risk with current controls?
	Recommendations, future controls : 

	
	duration, frequency
	description
	Y/N
	Explanation:
	Eliminate / substitute / engineer / admin / PPE 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Explanatory notes to Risk Assessment Record Sheet.

	MSDS
	All information on the hazardous nature of the substance should be found on the Material Safety Data Sheet.

	Exposure standards
	If exposure standards are stated on the MSDS it is necessary to consider the need for OH&S Consultant, Human Resources  for further advice. 

	Accident / incident / illness history
	Information from accident / incident and illness investigations, and resulting risk control efforts can provide valuable information about current controls and their effectiveness.

	Job Step, Task
	Break down the job, task or process and identify at what stages and during what “tasks” exposure to the Hazardous Substance could occur – consider normal operations, as well as breakdown and maintenance situations.

	Exposures -  routes, duration, frequency
	Determine the route of the exposure and the number and types of people exposed 

Consider how people are exposed, for how long, and how frequently.  Examples of exposure include:

	
	Form of substance
	route of entry
	type of process

	
	Gas
	inhalation & all other routes
	heating, releasing gas, chemical reactions

	
	Vapour
	inhalation & all other routes
	evaporation, heating, drying, chemical reactions

	
	Fumes
	usually inhalation
	burning, chemical reactions

	
	Liquids
	contacts with skin / splashes to eyes
	spraying, “painting”, decanting

	
	Powders / dust
	inhalation and other
	making solutions, mixing, applying

	
	Aerosols
	inhalation, eyes & other routes
	spraying, splashing during mixing, washing

	Current controls description
	Consider what controls are in place at present to control or minimise the exposure. 

	Is there a risk with current controls?
	When considering the risk take into consideration all the above information.  Consider the health effects, exposure standards, the type of exposure- including the duration and frequency, and the current controls.  On the basis of this consideration it can be determined if there is a risk to staff or not.  Follow the Risk Classification Matrix and note down the level of the risk, or “N” if there is no risk.

	Recommendations / future controls
	It is necessary to MINIMISE the exposure to Hazardous Substances, even if the risk levels of the current exposure are not high.  Risk control efforts should always follow the hierarchy of controls, starting with elimination & substitution.  PPE should only be considered as a last resort when the other options have been proven to be impossible, not practicable, or not effective enough in risk control.

Hierarchy of Controls:

Elimination – eliminate the need to use Hazardous Substance.

Substitute – use less Hazardous Substance than the one currently in use.

Engineering – control exposure by enclosing the Hazardous Substance, or install extraction ventilation.

Administrative – Use shift rotations, or maximum duration / frequency in time period.

PPE – wear protective equipment, this needs to include training, selection, maintenance programs.


Hazardous Substances- Risk Control Implementation Plan

	School / Management Unit:
	
	Date last updated:

	Campus:
	
	Responsible staff member:

	Location:
	
	Signoff by Department Manager:


	Substance Name
	Area used
	Risk Assessment
Report Code
	Risk Assessment   date
	Risk Control Action
	Action to be completed

By Person / Due date
	Action Verified complete – 
sign-off by HOD

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Summary of Swinburne OH&S Risk Classification 

CONSEQUENCE

The consequence considers the potential harm that can be caused by the hazard. Consider what has already been done to minimise the outcome of the hazard. The classifications of consequence used in the model are: 

· Catastrophic
Multiple deaths 

· Major
-
Single death

· Moderate
-
Injury / Hospital

· Minor
-
Injury / treatment

· Insignificant
First Aid

LIKELIHOOD

The likelihood considers the chance that the hazard will actually harm someone.  This includes considerations of how frequently and how long people are exposed to the hazard, as well as the chance of something actually going wrong.  Consider what has already been done to minimise the likelihood of the harm actually occurring.  

The classifications of likelihood used in the model are:

	Rare
	Event may occur only in exceptional circumstances

	Unlikely
	The event may occur at some time, say once in 10 years

	Moderate
	The event should occur at some time, say once in 3 years

	Likely
	The event will probably occur in most circumstances, say once a year

	Almost Certain
	The event is expected to occur in most circumstances, say many times a month


RISK CLASSIFICATION

Once the consequence and likelihood have been determined for the hazard, the hazard can be given a risk classification, using the Risk Classification Matrix as shown below. 

Table 2:  OH&S Risk Classification Matrix

	
	Likelihood

	Consequence
	Almost

Certain
	Likely
	Moderate
	Unlikely
	Rare

	Catastrophic


	25
	24
	21
	19
	17

	Major


	23
	22
	20
	15
	14

	Moderate


	18
	16
	13
	10
	9

	Minor
	12
	11
	8
	5
	4

	Insignificant


	7
	6
	3
	2
	1

	High Risk
	Medium Risk
	Low Risk
	Very Low Risk


The higher the risk classification that is assigned, the higher the level of risk associated with the hazard.  The risk classification should be used to assign priority in hazard control. 

EXTENDED CLASSIFICATION

A further extended classification of the risk of a hazard is possible by multiplying the initial risk classification with a multiplier.  This tool can be effectively used when setting priorities for hazards where multiple people are exposed.

Table 3: Multiplication table for extended risk classification:

	Number of people affected
	Multiplier
	

	1-9
	multiply by 1
	(*1)

	10-99
	multiply by 2
	(*2)

	100-999
	multiply by 3
	(*3)


The extended risk classification can be found by applying the following formula:

Initial Risk Classification    x     Multiplier   =    Extended Risk Classification.

Prioritisation of Control Implementation:

Prioritisation of the implementation of controls should take into consideration the nature and risk level of the hazard, as well as the practicability of the proposed controls.  Where practicable control options are available immediately they should be implemented straight away, and should not be deferred until higher risk activities have been controlled.
No





Yes





Is the substance a scheduled carcinogen?





Notify OH&S at Human Resources and follow their recommendations





Yes





No





Is the substance a high risk Hazardous Substance?





Does the substance have an exposure standard?





Note information on Hazardous Substances Register 





Review process:


When new information becomes available on the substance


When new information becomes available about control options


At least every 5 years.





Provide instruction, information and training and maintain records





Establish labelling and decanting practices








Implement labelling / decanting practices and maintain records





Implement controls and maintain records





Conduct Risk Assessments & Select Controls and


Maintain Records





Review the MSDS





Establish a Hazardous Substances Register 
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