HENLEY HIGH SCHOOL
INTERNAL REQUISITION FORM FOR ORDER OF GOODS/ SERVICES 2024
1. SUPPLIER  DETAILS :
Supplier Name	: .. . . . . . .	Phone	: . . . . . . . . . . . . . . . . . .
Address	: .. . . . . . . . . . . . . . . .	Fax	: . . . .  .. . . . . . . . . . . . .
	: . . .. .  .. . . . . . . . .       Post Code : . . . .. . . .	Date	:. . . . . . . . . . . .
2. ORDER DETAILS : To be completed in full                                                                                         
	Description
	Supplier Product Code
	Qty
	Unit Cost $
	Total Cost $
	Account Code or Curriculum Area
( eg E-CEE-7121 )

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	COVID19 Vac status provided -  YES / NO
	NO
	
	
	
	

	*WWCC Required –    YES / NO
*WWCC=YES: eg. Service Provider/Contractor is working with students with potential for  ongoing contact/opportunity to form relationship and more than one-off session.
	NO
	
	
	
	

	FREIGHT/PICKUP:  (PLEASE CIRCLE AND IF BEING DELIVERED INCLUDE THE COST)
	
	
	
	
	

	GRAND TOTAL                                         
	GST INC/EXC (Please circle)
	
	$
	
	


3. RISK MANAGEMENT DECLARATION AND ORDER AUTHORISATION
A risk assessment of the above items has been carried out and control measures implemented.  A SDS has also been obtained and read. Refer to Risk Assessment process on the reverse on this document.  

Budget Manager :______________________________________Budget Manager Signature_____________________________

Requested by (if you are not Budget Manager):     _________________________________________
THIS IS NOT AN OFFICIAL SCHOOL PURCHASE ORDER
EDSAS Details : Order No . . . . . . . . . . . . .		Date Entered : . . . . . . . . . . . . . .		Initials : . . . . . . . . . 
[image: ]
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Appendix 3: Purchasing chemicals

Identify the need for anew
chemical.

T the chemi @l available
from an Australian supplier?

Isthe chemi @l hazardous?

Refer to|abel and/or suppler SDS. The,
chemical s hazardous if DANGER or WARNING
signal words, hazard pictogram, poison
state ment or hazard statement is present.

Yes

Isthere a
non-hazardous

‘The chemical may
not be purchased.

Non-hazardous

DEPARTMENT FOR EDUCATION AND CHILD DEVELOPMENT

Select non-hazardous
chemicals whenever
possible.

chemical

Yes

Youmay purchase the dhemical.

alternative?

No

Isthe
Ehemical a supermarket
product or office
product?

No

T the chemical on the Approved
hazardous che micals ist*?

No

v

Review the need for the chemical.
Find a less hazardousal temative if
possible.

Compl ete the Hazardous chemical
approval request application form#
and forward to WHS to obtain
approval.

* Approved hazardous chemicals list:

Supermarket/

B | Followthe requirements of the Managemert
of hazardous chemicals flowchart to ensure
you use it safely.

office product

Approved
hazardous
chemical

The chemical must not
be purchased unless the
supplier safety data sheet is
readily amessible.

Do you have the current supplier
saf ety clata sheet for the chemical?

Yes

v

Before you purchase the chemical you must
identify the risks posed by the chemical
activity you are proposing and ensure risk
controls arein place to store, use and dispose
ofthe chemical saf ely. Refer to Controlling
risks of hazardous chemical activities
fowdhart

hittps:/myintranet learnlink.sa.edu.au/l brary/d ocument-ibrary/guideline/hr/h ealth-and-safety/hazarcs frisk-asse ssment-approved-substances-chemical-i st.xis

# Hazardous chemical approval re quest application form:

hittps://myintranet.learnlink.sa.edu.au/i brary/d ocumen

application.docx

22 | Hazardous chemicals management standard | December 2017

-ibrary/formyhi/h ealth-and-safety fhaza rds/appendix2-hazar dous-chemical-approva request-
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