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(for Users of WHMIS Controlled Products) 
        
 
 
I.  MSDS FILING: 
 

Item Action Responsibility 
1 i) Obtain MSDS for all chemicals in your area/lab 

that don’t have an up-to date (not older than 3 
years) MSDS. 

ii) To get MSDS, go on-line to the supplier’s or the 
manufacturer’s website. MSDSs for Fisher & 
Sigma-Aldridge are available on FSE website: 
www.science.yorku.ca/MSDS/View-category.html 

iii) If MSDS are not available on-line, contact the 
supplier/manufacturer (keep records of request) to 
obtain an updated copy of the MSDS. 

Area/Lab 
Supervisor or 

designate 

2 i) Keep a printed copy of all MSDS within a binder 
(alphabetically) in the area where controlled 
products are used and stored, and 

ii) create an MSDS index (at the front of the binder) 
and update the index with the new creation date. 

Or 

i) Keep an electronic copy of MSDS (PDF or Word 
format) in a separate folder on a computer hard 
drive, and 

ii) you must train workers on how to access the 
MSDS, and 

iii) you must keep a copy on CD so you have a back-
up should something happen to the original copies 
on the computer. 

Area/Lab 
Supervisor or 

designate 

3 DOHS will provide MSDSs (hard copies located in Petrie 
Building beside Stores and Farquharson Building across from 
243) for Sigma-Aldridge and Fisher products. 

DOHS 

 
 
 

                                                 
* This document was prepared in collaboration between DOHS and the FSE Health & Safety Officer. 
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II.  MSDS MAINTENANCE: 
 

Item Action Responsibility 
1 i) Review, at least quarterly, the creation date of 

MSDSs and identify those that are more than three 
years old.  

ii) Check the supplier/manufacturer website to retrieve 
the updated MSDSs. If not available on line, 
contact the supplier/manufacturer and request 
updated copies. 

Area/Lab 
Supervisor or 

designate 

2 Check the MSDS creation date for new products shipped to the 
lab to ensure they are up-to-date (not older than 3 years). If 
expired, obtain the updated version. 

Area/Lab 
Supervisor or 

designate 
3 File the updated MSDS in your binder, ensuring proper 

supplier and alphabetical order is followed. Update the index 
at the front of your binder with the new creation date. 
 
Or 
 
Save updated electronic copies of MSDS on hard drive/CD 
Rom replacing the existent (outdated) one. 

Area/Lab 
Supervisor or 

designate 

4 Send electronic or hard copies of updated MSDS to DOHS for 
filing. 

Area/Lab 
Supervisor or 

designate 
5 DOHS will update annually hard copies of MSDS from 

Sigma-Aldridge and Fisher.  
DOHS 

6 FSE HSO & DOHS will conduct random inspections of MSDS 
(as part of annual lab inspections) to ensure MSDS 
compliance. 

FSE HSO 
& DOHS 
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