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PROCEDURES

Control of workplace hazardous substances

This instruction rescinds In Orders 1998/14, Material safety data sheets.
1.
Introduction

This procedure outlines the requirements for the management of hazardous substances and dangerous goods in the workplace to minimise effects on health and safety, in accordance with the Occupational Health and Safety Regulation 2001. The procedure relates to all NSWFB personnel.

An online resource, the Chemwatch ChemFFX database, enables staff to access chemical information pertinent to the workplace, including material safety data sheets. In addition to existing manifests, a generic station manifest has been developed by the Health and Safety Branch, in consultation with employees, to provide access to relevant substance information for the majority of NSWFB workplaces, including risk assessments relating to typical usage of the substances. The manifest incorporates information also relevant to administrative and office-based personnel. The manifest must be reprinted on a minimum annual basis in conjunction with the NSWFB Workplace Inspection process or on a needs basis.

2.
Material safety data sheets

A material safety data sheet (MSDS) is a document prepared by the manufacturer or a third party that contains essential information describing the properties and uses of a particular substance, including classification of the substance as a designated hazardous substance and/or dangerous good and/or scheduled poison. It includes details of the substance’s identity, chemical and physical properties, health hazard information, precautions for use, safe handling information and procedures for emergencies such as fires, spills, and leaks.
An MSDS is available for all substances on the Chemwatch on-line database, which can be readily accessed by NSWFB personnel.

3.
Training

Supervisors and Managers are to ensure appropriate health and safety information and instruction is provided to relevant employees for the task or process in which hazardous substances or dangerous goods are used. 

Before using Chemwatch ChemFFX, all personnel are to view the Chemwatch 3 FFX User Guide, a PowerPoint presentation on how to access information in ChemFFX.

4.
Risk assessment

The generic station manifest developed on Chemwatch houses risk assessments for the substances in the manifest. However, if the intended usage of the substance or dangerous good differs from the risk assessment on the manifest, then a new risk assessment must be recorded and kept on the local workplace Hazardous Substance Register. 

These risk assessments are to be undertaken by a Supervisor or Manager, in cooperation with relevant employees and with the assistance of an OHS Advisor from the Health and Safety Branch. Any required controls must be based upon the hierarchy of controls. All control measures are to be implemented prior to the substance being used.
If a hazardous substance or dangerous good at a NSWFB workplace is not listed on the generic station manifest on Chemwatch, then an application to the Manager Safety for approval to use the hazardous substance, and to include it on the manifest, is required (see Section 7, Adding a hazardous substance to the generic station manifest).
Risk assessments will be reviewed when:

· there is a change of process

· there is a change to plant or a substance

· new information regarding the hazards or inadequate exposure control is identified

· new or improved controls become reasonably practicable.

As a minimum all risk assessments must be reviewed every five years.

5.
Reporting incidents

Employees must immediately report any incident involving hazardous substances or dangerous goods to their line manager or supervisor. Line managers and supervisors must report the incident to senior management and the Health and Safety Branch immediately. Refer to In Orders 2010/14, Notification of work-related injuries, illnesses, exposure or near misses, for further information.

Additionally, all personnel must report any inappropriate use of hazardous substances and/or dangerous goods to their line manager, supervisor and/or safety representative. Inappropriate use constitutes any use outside the intended purpose of the substance according to the directions of use, including adhering to all relevant safety information. 

6.
Workplace Hazardous Substances Register

All workplaces in NSW must maintain a register for all hazardous substances used or produced in any work process. The generic station manifest developed on ChemFFX can be utilised for this purpose by readily accessing the online information, and/or printing it and storing it in an accessible location within the workplace. 

The generic station manifest includes the class of any dangerous goods listed, and the maximum allowable quantities. 

The register must be current at all times. The generic station manifest will be updated by the Health and Safety Branch when new substances are introduced and approved for use. 

7.
Changes or additions to the generic station manifest

The Health and Safety Branch must evaluate hazardous substances or dangerous goods not on the generic station manifest for approval to use and to be added to the manifest. Approval and risk assessment for the storage of product quantities in excess of the maximum allowable quantities must also be sought. 

To apply for approval, send a Request to store/use unapproved or additional quantity of hazardous substance & dangerous goods form to the Manager Safety, Health and Safety Branch.

Note:
The proposed introduction of any new product needs to be in accordance with the principles outlined in In Orders 2009/25, Purchasing policy. 
8.
Labelling

The Supervisor must ensure that a container that holds a hazardous substance, including one supplied to or produced within the premises, is appropriately labelled and that the label is not removed defaced or altered.

Without limiting the above point, the Supervisor must ensure that the label:

· clearly identifies the hazardous substance, and

· provides basic health and safety information about the substance, including any relevant risk phrases and safety phrases.

Note:
A container into which a hazardous substance is decanted for use within the next 12 hours need only be labelled with the product name and the relevant risk phrases and safety phrases.

A container into which a hazardous substance is decanted for immediate use need not be labelled, so long as it is cleaned as per MSDS or manufacturer’s instructions immediately after it has been emptied of the substance.
9.
Storage

All chemicals, hazardous substances and dangerous goods must be kept in appropriate and secure storage facilities. Any substance removed from storage must undergo a risk assessment, taking into consideration information regarding the safe use and handling of the substance, utilising the information on the MSDS.

9.1
General requirements for the storage of all hazardous substances and dangerous goods

The area where hazardous substances and dangerous goods are stored should be:

· well ventilated and lit 

· separated from ignition sources

· secured from the public (including contractors)

· protected from temperature fluctuations and direct sunlight.

Shelving/cupboards should: 

· be constructed of chemically resistant materials

· provide a lip at the front of the shelf, where applicable.

For liquid dangerous goods stored outside of a chemical storage cabinet, secondary containment (eg spill trays) should be considered.

10.
Transportation

Hazardous substances and dangerous goods that are to be transported outside NSWFB premises must comply with containment and packaging guidelines laid down in the Australian code for the transport of dangerous goods by road and rail. 

Refer to In Orders 2009/13, Courier services, for further information.

11.
Disposal

Information contained in the MSDS is to be referred to when determining the most appropriate means of disposal of any substance. For more information contact the relevant local council or the NSW Department of Environment, Climate Change and Water.

12.
Resources

Chemwatch ChemFFX access is available from Station Portal; no password is required. The generic station manifest is available to all personnel and includes substances pertaining to the majority of NSWFB premises.  A User guide and Substance assessment process flowchart are also available.

The Health and Safety Branch Intranet site also includes information on hazardous substance and dangerous goods management, including relevant WorkCover publications.

Contact Officer:
Geoff Coles, Acting Manager OHS Risk Management, (02) 9265 2874

File Reference:
NFB/05222

GENERAL

Relocation of CO2 Tender

The CO2 Tender has been relocated from No 9 Station Hazmat to No 38 Station Pyrmont, effective 0800 hours Thursday 30 September 2010.

The staffing complement at No 38 Station is Station Officer and five firefighters per platoon working the 10/14 roster.

The callsign for the CO2 Tender is CO2.

Contact Officer:
Superintendent Peter Stathis, Zone Commander Metropolitan East 1, (02) 9265 2705

File Reference:
STN/00038F

SENIOR EXECUTIVE SERVICE

Appointment of Director Strategy and Innovation and change of name of Directorate

Ms Fatima Abbas has been appointed to the Senior Executive Service Level 3 position of Director Strategy and Innovation as from 11 October 2010.

The Strategy and Planning Directorate has been renamed the Strategy and Innovation Directorate.

Contact Officer:
Darren Husdell, Director Human Resources, (02) 9265 2623

File Reference:
NFB/01310

ADMINISTRATIVE AND TECHNICAL SUPPORT STAFF NOTICES

Vacancy

Stores Clerk Grade 1/2, Receipt and Dispatch

Position No: 930026. Logistic Support Directorate, Greenacre. Clerk Grade 1/2. Permanent full-time. Salary package: $62,507 pa, including salary ($52,104 - $56,644), employer’s contribution to superannuation and leave loading. 

Duties: Provide a comprehensive receipt, dispatch and inventory management service for goods delivered to the Hazardous Materials Response Units.

Selection criteria:  Demonstrated experience in materials and inventory management. Demonstrated experience in a service delivery environment and sound communication skills. Experience in operating a computerised warehouse and inventory management systems. Sound organisational skills and ability to manage competing demands and prioritise workflows. Awareness of the requirements Occupational Health and Safety Act and Regulations and Codes of Practice for Manual Handling. Current Class C motor vehicle licence and forklift drivers licence.

Inquiries:
Vince Pan, (02) 9742 7167, Vince.Pan@fire.nsw.gov.au
Information packages:
May Levy, (02) 9742 7455, May.Levy@fire.nsw.gov.au
Applications to:
jobs@fire.nsw.gov.au
Closing date:
24 October 2010

PERMANENT FIREFIGHTERS NOTICES

Appointments

The following appointments are subject to the provisions of the Industrial Relations Act 1996.  In some cases appointments may not be appealable.  The 21 day period for any appeal commences on the date of this In Order.

	Position


	No.
	Name
	Date of Decision

	Duty Commander Regional South 1
	5270
	N Buckley
	27.9.2010

	Deputy Manager Community Fire Units, OS3
	7464
	D Nadazdy
	23.9.2010


Promotions

Firefighter Level 2 to Qualified Firefighter

9245
M Knudsen
17 August 2010

9258
J Casey
12 October 2010

9259
M Cleary
12 October 2010

9263
C Fry
12 October 2010

9267
L Hyde
12 October 2010

9274
B Young
12 October 2010

9268
S Macleod
12 October 2010

Firefighter Level 1 to Firefighter Level 2

9400
M Arndell
10 October 2010

9401
L Bellew
10 October 2010

9402
T Callaghan
10 October 2010

9405
M Gordon
10 October 2010

9407
D Humphries
10 October 2010

9410
B McGuckin
10 October 2010

9411
A Moss
10 October 2010

9412
D Nash
10 October 2010

9414
M Rogers
10 October 2010

9415
L Ryan
10 October 2010

9416
D Sowter
10 October 2010

Retirements

4826 
Station Officer
J Gardner
7 October 2010

5124 
Superintendent
K King
11 October 2010

RETAINED FIREFIGHTERS NOTICES

New members appointed to Brigades

900881
B Ewert
Merimbula
24 September 2010

900883
G Walda
Picton
27 September 2010

900882
M Hawke
Picton
27 September 2010

900885
M Tull
Merimbula
27 September 2010

900890
D Corliss
Muswellbrook
28 September 2010

900893
S Walters
Carrington
30 September 2010

900892
D McDonald
Telarah
1 October 2010

900894
A Healy
Lockhart
1 October 2010

900899
M Lowe
Bellingen
7 October 2010

900898
W Adams
Bellingen
7 October 2010

900897
D Mullan
Woolgoolga
7 October 2010

900901
C Winter
Bowral
11 October 2010

Appointed to Rank

450062
RetF C Dodds
Saratoga
Deputy Captain
1 October 2010

This appointment is subject to the provisions of the Industrial Relations Act 1996.  The 21 day period for appeal commences from the date of this In Order.

Transfers

292016
RetF D Woods
Toukley           to
Doyalson
29 September 2010

521845
RetF J Atchison
Aberdeen
Singleton
30 September 2010

522272
RetF K Wormington
Minmi
Cardiff
1 October 2010

520100
RetF R Agland
New Lambton
Lambton
1 October 2010

404051
RetF L Wiseman
Wallsend
Tingira Heights
1 October 2010

Resignations

522139
RetF S Vaughan
Tumut
4 August 2010

521405
RetF A Osbourne
Boorowa
20 August 2010

215022
RetF J Freeman
Barraba
13 September 2010

900306
RetF H Richards
Mullumbimby
20 September 2010

522070
RetF B Carmichael
Lambton
20 September 2010

900469
RetF M Colston
Morisset
24 September 2010

521853
RetF A Gawthorn
Raymond Terrace
27 September 2010

521841
RetF J Ellis
Morisset
30 September 2010

521082
RetF M Anstee
Bowral
1 October 2010

Retirements

510004
RetF J Wilson
Yamba
30 September 2010

521478
RetF A Manning
Taree
4 October 2010

Transferred to Honorary List

215022
RetF J Freeman
Barraba
14 September 2010

510004
RetF J Wilson
Yamba
1 October 2010


Greg Mullins AFSM


Commissioner
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