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Faculty of Science & Health 
Information for Approved Unimarket Chemical 

buyers 

 

All chemicals purchased within the Faculty of Science and Health should be assigned to an approved 

chemical buyer. See the Chemical procurement flow chart below.  

This is a reference guide for chemical buyers to assist in the chemical procurement process.  

Instructions for buyers  

User guides and instructions for buyers can be found via the following link Unimarket user guides 

How to review a requisition including chemicals  

As a chemical buyer you are required to ensure that all requisitions for Hazardous chemicals and Scheduled 

Substances have the required documentation attached as part of the justification. If any of the required 

information is not included, the buyer should contact the requestor to provide further documentation before 

proceeding to checkout.  

 Instruction  Actions  

 
Safety Data 
Sheet (SDS) 

All chemicals purchased should include a 
copy of a current SDS.  
 
Please note that in some cases, non-
hazardous chemicals may not have an 
available SDS. Some form of statement 
referring to the non-availability of an SDS 
should be included.  
 

If SDS is included : 

• Check SDS matches chemical to 
be procured.  

• Check if the chemical is hazardous 
or non-hazardous.  

If SDS (or non-hazardous statement) is 
not included:  

• Contact requestor to provide SDS 
before proceeding.  

Imported 
chemical  

Chemicals that are imported to Australia are 
regulated. For all industrial chemicals being 
imported, there should be evidence that the 
Industrial Chemical Register has been 
completed attached to the requisition  

Check location of supplier. If  in Australia, 
not required. If outside Australia, required. 
 
If Industrial chemical register has been 
completed:  

• No further action  
If Industrial register has not been 
completed: 

• Contact requestor to complete 
register before proceeding. 

 

Hazardous 
chemical 
risk 
assessment  

All hazardous chemicals MUST have an 
approved Hazardous Chemical Risk 
Assessment attached (HCRA).  
 
If multiple hazardous chemicals are being 
ordered together, each chemical requires a 
risk assessment 

Approved HCRA attached:  

• No further action required.  
RA attached – no approval signature:  

• Contact requestor to provide 
approved HCRA 

RA not attached: 

• Contact requestor to provide 
approved HCRA 

 

Quantity Details of the maximum quantity of the 
chemical to be purchased at one time is listed 
on the HCRA 

Check the chemical quantity requested 
does not exceed the allowed amount on 
the HCRA 

Storage Details where the chemical will be stored 
should be included. This should be consistent 
with the HCRA. 

Appropriate storage location identified:  

• No further action required.  
No Storage details:  

https://science.csu.edu.au/technical/-forms-and-templates/
https://science-health.csu.edu.au/resources-services/technical-services/chemical-management/chemical-procurement
https://confluence.csu.edu.au/display/DFP/Unimarket
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e.g. Campus, building, room, any hazardous 
chemical cabinets etc  

• Contact requestor to provide 
correct details. HCRA will need 
correcting if this is not stated  

Purpose  Justification should include Yes/No for PhD, 
Masters or Honours  
 
 

If yes, supervisor approval must be 
included. 
 
Supervisor approval included: 

• No further action  
Supervisor not approval included: 

• Contact requestor to provide 
approval email from supervisor.  

 

Scheduled 
substances  

Scheduled substances requisitions must 
include appropriate approval and be 
requested by authorised individuals only  

Approval included: 

• No further action  
No approval included : 

• Contact requestor to provide 
approval documentation before 
proceeding. 

 

After chemical has been received  

Individuals using/purchasing the chemical are responsible for updating the ChemFFX chemical manifest with 

the chemical details, storage location and quantity.  

As a chemical buyer for FOSH it is recommended that a quick check of ChemFFX chemical manifest is 

performed following the receival of hazardous chemicals. If a chemical has not been added to the manifest, a 

reminder should be sent to the person purchasing the chemical to update the chemical manifest.  

FOSH Technical Services will complete biannual audits of chemicals for all FOSH facilities. This process is 

being implemented to improve compliance and assist in maintenance of up-to-date chemical manifests.  

FAQs  

How do I know if a chemical is hazardous?  

 See Hazardous chemicals - Overview | Safe Work Australia 

• A hazardous chemical is any substance, mixture or article that satisfies the criteria for any one or 

more hazard classes in the GHS (including a classification referred to in Schedule 6 of the WHS 

Regulations), unless the only hazard class or classes for which the substance, mixture or article 

satisfies the criteria are any one or more of the following: 

o acute toxicity—oral—category 5 
o acute toxicity—dermal—category 5 
o acute toxicity—inhalation—category 5 
o skin corrosion/irritation—category 3 
o aspiration hazard—category 2 
o flammable gas—category 2 
o acute hazard to the aquatic environment—category 1, 2 or 3 
o chronic hazard to the aquatic environment—category 1, 2, 3 or 4 

o hazardous to the ozone layer. 

Where can I locate the Hazardous Chemical risk assessment form?  

• Forms and Templates - Faculty of Science and Health (csu.edu.au)  

A researcher is ordering a chemical to be used at a non-CSU facility. Is a HCRA still required?  

• Yes, researchers should perform a risk assessment for all research work even if the research is not 

being conducted within CSU 

https://science.csu.edu.au/technical/-forms-and-templates/
https://www.safeworkaustralia.gov.au/safety-topic/hazards/chemicals/hazardous-chemicals/overview
https://science-health.csu.edu.au/resources-services/technical-services/forms-and-templates
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A  researcher is ordering a kit containing small amounts of hazardous chemicals. Is a HCRA still 

required? 

• Yes, a risk assessment should be completed for all the hazardous chemicals in the kit.  

A Technical officer is ordering hazardous chemicals for classes. Is a HCRA still required? 

• Yes, all hazardous chemicals require a HCRA  

Can a CSU purchase card be used to purchase hazardous chemicals? 

• No, all hazardous chemical orders must be ordered through Unimarket 

I have a question not listed here. Who do I contact for assistance?  

• Technical Support unit may be able to assist. FOSH-Tech-SupportUnit techsupportunit@csu.edu.au  

https://science.csu.edu.au/technical/-forms-and-templates/
mailto:techsupportunit@csu.edu.au
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