Name company

OH&S Management System


PURCHASING Policy

Purpose

XXXX has a responsibility for the safety of all employees at the workplace. This procedure deals with how safety and health is addressed when equipment, materials or substances are purchased.

Definitions

Nil

Procedure

1. The potential safety and health hazards associated with the purchase of equipment, materials or substances are to be evaluated prior to placing a purchase order. 

2. The person requesting the item must - so far as possible - complete the Pre-purchase checklist and forward it to the Manager.

3. The Manage completes the Pre-purchase checklist in consultation with the OH&S coordinator/committee. Purchase specifications should include:

· Detailed product specification, description, instruction manual, etc. of the item, including reference to relevant legislation.

· Risk assessments provided by the supplier of plant, machinery or equipment.

· Material Safety Data Sheets (MSDS) for hazardous substances.

· Risk assessment on MSDS.

· Any other specific safety and health requirements or information identified from the Pre-purchase checklist should be included in the purchase specifications.

4. Depending on the situation (eg. if there are safety or health hazards in regard to the purchase or if work practices change) the Manage should also consult with the OH&S Committee, employees and/or other relevant parties. After consultation, the Manager approves the purchase.

5. Prior to the use of new equipment, materials or substances the Manager shall provide information and training on the safe use of the item, the OH&S effects and the control measures put in place.

6. Repeated purchases of the same item may be covered by one form, the original Pre-purchase checklist of that item.

7. All new items are to be checked upon receipt by the Manager to confirm that they meet the purchase specification.

8. Evaluation of OH&S issues in regard to new plant, equipment or substances will take place through regular Hazard inspections.

Responsibility 

Manager
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