
 
Chemical Procurement Flowchart

Need for new 
chemical(s) 

identified

Product available from 
preferred suppliers?

Purchase product 
from list of 

preferred suppliers

Supplier will report to EduSafe on the 
product, quantity, location, and Curtin 

contact on all purchased products

Product delivered to 
competent person who will:
o Ensure product is correctly 

labelled
o Ensure product is used and 

stored appropriately

EduSafe will update Chem Alert, and if 
necessary:
o Print off new Dangerous Goods 

summary reports
o Update Dangerous Goods licence
o Assess any special needs (ie bunding, 

health surveillance, placarding etc)

Purchase product 
wherever available

Initiator to advise EduSafe of 
new product via:
o Telephone
o Emailing notification form
o Online reporting form

Hazardous or 
Dangerous Good? No further requirements

Risk Assessment 
available?

EduSafe sends existing 
Risk Assessment and 

copy of MSDS to initiator 
for review and reflects any 

changes

EduSafe notifies initiator that a 
Risk Assessment is required (and 
sends Risk Assessment form and 

MSDS)

EduSafe pursues 
managerial escalation 

paths when a difficulty in 
obtaining assessment is 

experienced

Initiator completes assessment 
and:
o Resolves any issues through 

the issue resolution process
o sends it to the EduSafe

EduSafe checks assessment, and:
o Resolves any issues through 

the issue resolution process
o Saves the assessment in the 

Chem alert database
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Blue = Initiator’s responsibility

Black = EduSafe’s 
responsibility

Can the product be 
obtained from elsewhere 

on-campus?

Obtain product 
from source
on-campus

Yes

Yes


