STANDARD OPERATING PROCEDURE – 2016
MATERIAL SAFETY DATA SHEETS

PURPOSE:  To provide information pertinent to safe handling, use, and storage of hazardous chemicals.

POLICY:  The department will maintain a current file or binder, in alphabetical order and with cross-reference of current Medical Safety Data Sheets (MSDS) for all chemicals that are stored, used or potential for exposure by the staff may occur.

PROCEDURE:

1. An MSDS will be obtained for each hazardous chemical stored, used or there is 

potential for exposure in the department.  An MSDS can be obtained from the chemical manufacturer or the distributor.  

2. Common information that will be found on an MSDS includes:  chemical 

ingredients, emergency precautions, product and telephone number information, physical properties of product, health hazard, fire hazard, reactivity, emergency treatment, spills and disposal information.

3. Maintain a separate file or binder for each area where the chemicals are 

used or exposure may occur.  Information must be readily accessible to all employees.

4. The department manager or supervisor will designate an individual responsible for 

maintaining the MSDS file.  

5. The supervisors and employees will be responsible for annual review of the 

information in the MSDS binder, staff will be required to sign and date the review signature sheet.

6. When a new chemical product is introduced into the department, the employees will 

be given training on the appropriate use and hazards and a copy of the MSDS will be added to the binder.

Reference:  Occupational Safety and Health Act (OSHA) Regulations

SPD Advisory Group, Best Practices
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