WHMIS Documentation 

WHMIS Documentation Binder
School Name
This document is the official WHMIS binder for all district sites.
Please use this binder as-is. Sites do not need to create their own WHMIS binder or redesign forms; simply complete and maintain the sections provided.















Binder Sections
1. WHMIS Program Overview
2. Roles & Responsibilities
3. Product Inventory
4. Product Labels & Safety Data Sheets
5. Storage
6. Training and Education
7. Emergency Procedures – Spills, Exposures, and Reporting
8. Annual Review & Continuous Improvement
9. Hazardous Waste Disposal
1. WHMIS Program Overview
SD64 is committed to establishing and maintaining a WHMIS program that ensures all hazardous products are properly labelled, safety data sheets (SDS) are readily available to workers, and workers receive education and training on hazardous products they may be exposed to. You should refer to the WHMIS Action Plan on our Website.
2. Roles & Responsibilities
- Employer: Ensuring WHMIS program is implemented, provides resources, monitoring, and annual review coordination.
- Facilities/Operations: Program implementation support for all PSWs.
- Principals/Site Supervisors: Maintain site binder; ensure SDS access; ensure labelling, inventory, training records; conduct site review; consult JOHSC.
- Workers: Participate in WHMIS education; follow procedures; report missing or damaged labels or SDS issues. **Must know location of WHMIS information at the site.
JOHSC: Participates in WHMIS documentation, training and annual review process
3. Product Inventory
Maintain an inventory with the fields listed below. You may generate your own using excel and place it in this section of the binder. Update your sheet when products are added or removed.  Inventory must match the SDS sheets exactly.

	Product Name
	Supplier
	Location
	Primary Hazard
	Label (Y/N)
	SDS (Y/N)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


4. Product Labels and Safety Data Sheets (SDS)
Scope: All decanting of hazardous products into secondary containers (spray bottles, squeeze bottles, small jars) in shops, custodial rooms, and garages.  
Ensure supplier labels remain legible and intact. Replace if missing or damaged. Workplace labels are required for decanted or secondary containers. Labels can be found at: https://chemicalsafety.com/sds-search/
Workplace label must include:
- Product identifier
- Safe handling information
- Reference to the SDS
If Decanted use approved containers and affix a label to the decanted product.  Use compatible, chemical‑resistant containers with intact seals and trigger heads.  Never use food or drink containers; keep original supplier containers for reference.
Important Steps
1) Check SDS Section 7 and 8 for handling, storage, and PPE before decanting.
2) Decant using a funnel/over tray to prevent spills; wear required PPE.
3) Apply pre‑printed workplace label (kept in the chemical room label station).
4) If a label becomes illegible or peels, remove the bottle from service until re‑labeled.
Label Station Setup
Keep a stack of blank workplace labels and a fine‑tip permanent marker in each chemical room.
Ongoing Maintenance
Inspect all decanted bottles for legibility and correctness; replace labels as needed.
Tick the Monthly Storage Area Inspection checklist.
SDS must be readily accessible to workers during each shift. Maintain a site SDS index and ensure SDS are current. Use this search tool for labels and SDS sheets: https://chemicalsafety.com/sds-search/
*Place SDS sheets in this section in alphabetical order based on product name
**SDS sheets must be reviewed every 3 years and replaced if updated


5. Storage
Purpose: Quick reference for staff on how to store and segregate hazardous products.
Pictograms → Storage & Segregation Rules
Flame (Flammable liquids/aerosols/solvents)
· Store in flammable storage cabinet; keep away from ignition sources and heat.
· Limit total quantity per room; keep containers closed.
· Do NOT co-store with oxidizers or corrosive acids; keep rags in self-closing oily-waste cans.
Corrosion (Acids/Bases)
· Segregate acids from bases; use corrosion-resistant shelving and trays (i.e. secondary containment).
· Ventilate per SDS where required; avoid storing above eye level.
· Keep away from metals that react (check SDS Section 7).
Exploding Bomb / Gas Cylinder / Oxidizer
· Oxidizers: store away from flammables and organic materials; use dedicated shelf/bin.
· Compressed cylinders upright, capped, and restrained; segregate full/empty; away from heat.
· Check SDS for temperature/light sensitivity; label status must be intact.
Health Hazard / Exclamation / Skull
· Keep in closed, compatible containers with secondary containment for liquids.
· Store below eye height; avoid public/student access; ensure spill kit is nearby.
Vehicles & Carts
· Transport only minimal quantities required for the task; secure in sealed totes/secondary containment.
· Keep SDS access method (QR or printed index) available to driver.
· No storage in passenger compartment.
Spill Kits & Housekeeping
· Maintain spill kit within 10–15 m of storage; inspect monthly.
· Keep aisles and exits clear; never store in exit routes.
· Remove expired, degraded, or unknowns from service and initiate disposal.


6. Training and Education – Records and Requirements
Document WHMIS training. Keep copies of certificates and sign-in sheets in binder.

	Name
	Date of Completion

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	






7. Emergency Procedures – Spills, Exposures, and Reporting
Before conducting any spill or exposure response: (1) Stop and isolate the area, (2) Notify supervisor, (3) Check SDS, sections 2, 4, 6, 7, 8 and 13 (4) Use PPE, (5) Complete reporting.  After any exposure workers must report to first aid. Complete a Spill/Exposure report using the template below and keep a record of it in this section of the binder.
Spill/Exposure Response Form

	Date
	Location (space/room)
	Product Name
	Description of incident.  Include: actions taken, PPE used, persons involved, disposal.

	
	
	
	


	
	
	
	


	
	
	
	


	
	
	
	



8. Annual Review
Conduct an annual review of the WHMIS program: verify product inventories, labels, SDS, training records, and storage/segregation. Document corrective actions and track to completion. 
	Date Completed
	SDS inventory & sheets are up to date
	Product labels present and legible
	Storage aligns with SDS Section 7
	Training records visible and current
	Supervisor verification

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	












9. Hazardous Waste Disposal
Use this process when disposal of hazardous products or unknown substances from District Locations.
School Sites - Make request to OHS@sd64.org and indicate the following:
School Site:
Room/Area:
Supervisor Point of Contact:
Inventory of Items for Disposal:
	Product Name
	Quantity (volume or Number)
	Method of containment
	Hazard Classification
	SDS included (Yes or No)
	Additional notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*Be prepared to store the items safely as per SDS section 7 until disposal can be coordinated.
**Facilities/Operations: Follow process as described by the Director of Facilities for SD64
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