
	HSD Chemical Purchase Procedures for 2009-10


The WellNet Master Book is the main book in our electronic MSDS management system and contains all of HSD’s Material Safety Data Sheet (MSDS) information.  The main book is managed by Esther Enns. 

We are required by law to maintain an updated inventory of all chemicals used within the division along with current MSDS information on each chemical.  Chemicals without a MSDS information sheet are not to be used in HSD. 

Please share the following information with all Science and Vocational teachers involved in ordering chemicals for the school.

After the purchase and delivery of new chemicals to a school, schools are required to provide Central Office with the following information, which will be entered into the WellNet system. 

· Manufacturer’s Name

· Supplier

· Product Name

· Product Code

· MSDS Number (please include a copy of the MSDS sheet provided by the manufacturer with each request)
· Document Type (see Appendix A)

Procedures for Purchasing Chemicals
1. Purchase the chemical.

2. Complete a HSD – MSDS Request Form (see Appendix B) for each new chemical purchased.

3. Attach a copy of the MSDS sheet provided by the manufacturer to the request form.
4. Submit all information to Esther Enns – eenns@hsd.ca who will then update the HSD Master Book.
5. Add the new chemical information to the school’s chemical inventory list – please use red font color to indicate a new chemical purchase.
Annual Inventory Report / Safe Removal of Chemicals

· In May of each school year, an electronic copy of each school’s chemical inventory (science / vocational labs) will be sent out to each school.
· Schools are required to review the inventory list and mark / identify any chemicals that they would like to have discarded and removed from their MSDS book.
· School inventories are to be re-submitted to Esther Enns – eenns@hsd.ca  by June 15th of that school year.

· Miller Environmental Corporation will be contacted and provided with the list of chemicals to be discarded.

· Schools are asked to make sure all chemicals that have been identified for disposal are clearly marked “DISCARD” and are stored in container sizes of 1 litre or less.  

· Information as to where the chemicals for discard are stored is to be provided / left with the custodian who will make the information available during the summer to Miller Environmental Corporation.
Appendix A – MSDS Sheet (Document) Types
WHMIS:  a MSDS with a Canadian address that has WHMIS codes (or not) and is not labeled as Not Controlled by WHMIS.  Require update every 3 years.

ANSI:  a MSDS with a U.S. address (as the manufacturer, not the supplier) and does not have any mention as to WHMIS codes or whether the product is Not Controlled by WHMIS.  Does not require update every 3 years; required only when a change has been made to the product but sometimes the manufacturer chooses to update in the 3 year timeframe.

ANSI/WHMIS:  a MSDS with a U.S. address that mentions WHMIS codes.  Normally updated every 3 years, but not mandatory by U.S. regulations.

ANSI/INFO:  a MSDS with a U.S. address that states Not Controlled by WHMIS.  Not required to be updated every 3 years, required only when a change has been made to the product but sometimes the manufacturer chooses to update in the 3 year timeframe.

INFO:  a MSDS that is Not Controlled by WHMIS or an info sheet that clearly states product name and says no MSDS is required.  It does not expire.
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