Sample Hazardous chemicals manifest for a pool shop
(Workplace Health and Safety Queensland, Hazardous Chemicals Unit, August 2023)
	User instructions

The sample manifest is provided to assist the person conducting a business or undertaking (PCBU) operating a pool chemical retail business or ‘pool shop’ to develop a manifest that complies with section 347 of the Work Health and Safety Regulation 2011. The sample manifest includes key information and examples that illustrate what compliance looks like plus a site plan showing how details can be arranged to be clear, concise, and fit for purpose.      

The format/layout offered is not mandatory but shows the information to be included that is mandatory as described in Schedule 12 of the Work Health and Safety Regulation 2011. 
This sample manifest has been provided in an editable format so the PCBU can choose to adopt it and edit as required. Edit the yellow highlighted text as required to suit the shop details. Delete or add information as required to suit your workplace to comply with Schedule 12. 
Use this sample manifest and template in conjunction with the guidance provided in Manifest requirements for hazardous chemicals under the Work Health and Safety Act 2011.

The amount of information needed will depend on the size and complexity of the workplace. The manifest is to be a readily available document presenting the hazardous chemical information clearly and accurately to emergency services for use in an emergency situation.

Exceeding the prescribed manifest quantity (Schedule 11) triggers the requirement to prepare a manifest of hazardous chemicals. All hazardous chemicals used, handled or stored at the workplace in excess of a manifest quantity must be included in the manifest. Certain smaller quantities of hazardous chemicals must also be included in the manifest. Specifically:

· Bulk hazardous chemicals (i.e., over 500 L) in a tank. For example, 3000 L tank of Hypochlorite Solution used to dispense into consumer containers.

· Packaged hazardous chemicals in a storage area/display area that exceed a placard quantity must also be included in the manifest. For example, pallets of 5 Litre containers of pool acid or 40 containers of 10 kg calcium hypochlorite that exceeds the prescribed placard quantity. 

Hazardous chemicals included on the hazardous chemicals register not in bulk or packaged in quantities that do not exceed the relevant placard quantity, are not required to be included in the manifest.


Amend or delete all sections highlighted.
*Denotes mandatory information. Entering relevant details in other fields helps support emergency planning and response.
	Person conducting the business or undertaking (PCBU)* i.e., the legal entity
	XYZ Chemicals Company Pty Ltd

	Trading name i.e., site name
	XYZ Pool Shop

	Address of premises*
	123 Bright Street, Noosa, QLD 4567

	Date of preparation*
	21 April 2023


Emergency contacts (telephone numbers for at least 2 people* that provide for 24/7 contact and may include business hours and after-hours/mobile numbers)
	Name
	Position
	Telephone

	B Goode
	Shop Owner
	0453 345 378

Shop: 07 3425 6345

	A Manager
	Retail Manager
	0452 454 733


Hazardous chemicals stored in tanks (other than IBC’s)
	Tank 
Id No.
	Hazardous chemicals 
	Tank

Capacity

	
	Name
	UN No.
	Dangerous Goods Class
	Sub risk
	PG
	

	Tank 1
	Hypochlorite Solution
	1791
	8
	n/a
	II
	3 000 L


Package store 1
	Area
	Hazardous chemicals
	Largest quantity

	
	Dangerous Goods Class
	Sub risk/s
	PG
	

	PS1
	5.1
	n/a
	II
	1000 L


Package store 2
	Area
	Hazardous chemicals
	Largest quantity

	
	Dangerous Goods Class
	Sub Risk/s 
	PG
	

	PS2
	8
	n/a
	n/a
	1500 L


<<Add in your document control and authority information (e.g., signed off by…) >>
Approved by: ………………………. Position: ………………………….

Date: ……………………….
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