
Are policies and procedures included in  

the induction process? 

 

 Are the procedures enforced for all  
employees and others possibly exposed to  

hazardous substances? 

 

DO YOU KNOW? 

NO 

NO 

NO 

NO 

 

HAZARDOUS SUBSTANCES 

ACTION 

RECOMMENDED 

No action recommended. 

Go to next module. 

No action recommended. 

Go to next module. 

Do you know what is meant by 
hazardous substances? For common 

ones in hospitality see Appendix L 
 

Do you know what is meant by 
‘exposure’ to hazardous substances? 

If not, see Appendix L. 
 

Do you know what the procedure is for 
hazardous substances? 

If not, see Appendix L for an example 
 

Ensure the workplace has 
documented procedures for 

hazardous substances 
 

Ensure procedures are 
enforced for all employees and 

others possibly exposed to 
hazardous substances 

. 

Ensure policies and procedures 
are included in the induction 

process. 
. 

Could employees or others possibly be  

‘exposed’ to hazardous substances? 

Does the workplace have hazardous  
substances? 

Does the workplace have documented  

procedures for hazardous substances? 

  

  

  

  

YES 

YES 

YES 

YES 

1 

2 

3 

4 

GO TO NEXT PAGE 

  YES 

NO 5 



 

   Does the workplace have a register for  
hazardous substances? 

 

    Are current Material Safety Data Sheets (MSDS’s) 
available for all hazardous substances? 

 

  Is a copy of the relevant MSDS is kept close to 
where the substance is used? 

 

Are all hazardous substances containers  
(including spray bottles) labelled? 

Have risk assessments been conducted  
for all hazardous substances? 

 

    Are risk assessments recorded and kept?  
 
 

NO 

NO 

NO 

NO 

NO 

NO 

Develop a register for 
hazardous substances 

 

Do you know what a hazardous 
substances register is?  For an 

example hazardous substance register 
see Appendix L 

Ensure current MSDS’s are 
available for all hazardous 

substances 
 

Do you know what a Material Safety 
Data Sheet (MSDS) is? 

If not, see Appendix L for an example 
 

Do you know what is meant by 
labelling of hazardous substances 

containers? 
If not, see Appendix L 

Ensure a copy of the relevant 
MSDS is kept close to where the 

substance is used 
 

Ensure all hazardous containers    
(including spray bottles) are 

labelled 
 

Do you know how to conduct a 
hazardous substances risk 

assessment? 
If not see Appendix L 

Identify all hazardous 
substances and do risk 

assessments for each one 
 

Ensure all risk assessment are 
recorded and kept 

 
 

GO TO NEXT PAGE 

  

  

  

  

  

  

YES 

YES 

YES 

YES 

YES 

YES 

6 

7 

8 

9 

10 

11 



Are employees using hazardous  
Substances trained in the safe use of the  

hazardous substances? 

Are training records kept? 
 

Are all risks associated with hazardous  
substances controlled? 

 

NO 

NO 

NO 

NO 

Ensure precautions are taken to 
prevent unauthorised persons 

accessing hazardous 
substances 

 

Ensure employees using 
hazardous substances are 
trained in the safe use of 

hazardous substances 
 

Ensure training records are kept 

 

  

Are precautions taken to prevent unauthorised 
persons accessing hazardous substances?  

 

  

  

GO TO NEXT 

MODULE 

  
YES 

YES 

YES 

YES 

12 

14 

15 

Have all control measures been recorded  

and kept? 
13 Ensure all control measures are 

recorded and kept 
 

16 
NO 

  YES 

Ensure all risks associated with 
hazardous substances are 

controlled  
 

 
 
 
 


