
Receiving Safety Data Sheets and  
extended-Safety Data Sheets 
Ten steps for assessing and extracting information

Focussing on site operations, this document 
outlines an easy-to-use step-by-step process for 
assessing and extracting information upon receiving a 
Safety Data Sheet (SDS) or extended-Safety Data Sheet 
(ext-SDS). It is based on the experience of a number 
of companies’ experts. Communicating the changes 
identified to the relevant people is essential to ensure 
sound on-site chemical management.



The Chemical Industries Association is the organisation that represents and advises chemical and pharmaceutical 
businesses across the UK. Our representation and advice is developed in close cooperation with our member 
companies and our work with opinion-influencers, policy-makers, regulators and legislators. The safety, health 
and environment work we undertake is right at the top of our agenda. The Association is not funded by the 
public sector, in part or in whole.

Disclaimer: This guidance document is intended as a starting point only and should not be used in isolation. It 
is not designed to inform the reader of what is an extended-safety data sheet, exposure scenario, process code, 
etc. A section on sources of information is provided at the end of the document to help the reader further. 
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Responsible Care is an international chemical industry voluntary initiative. It is designed not only to improve the 
performance of the chemical industry in the fields of health, safety, environment, product safety, distribution, 
emergency response and relations with the public, but also to enable companies to demonstrate that these 
improvements are in fact taking place. Responsible Care is about continual improvement in performance and 
communicating with our stakeholders.



This document outlines an easy-to-use step-by-step process for assessing and extracting information upon 
receiving a Safety Data Sheet (SDS)/extended-Safety Data Sheet (ext-SDS). The process remains very similar to 
what was required before REACH although a few new steps are now necessary – (these are shown in blue in the 
flowchart below).

Every time a SDS/ext-SDS is received, the following steps should be carried out and relevant actions undertaken. 
An assessment of the SDS/ext-SDS must be carried out for all chemical substances AND for all suppliers; this 
means that sites receiving the same chemical from more than one supplier must undertake an assessment of the 
information provided including the Exposure Scenario received from each supplier. This is important, as on-site 
handling advice may differ from one company to the next (e.g. due to different impurities) and must be taken 
into consideration. 

Communicating the changes identified to the relevant people is ESSENTIAL to ensure sound chemical 
management can be achieved on site.

Ten steps for assessing and extracting information from a Safety Data Sheet (SDS)/
extended-Safety Data Sheet (ext-SDS)

Step 1: Actions on receipt 
of an SDS/ext-SDS

Step 2: What records should I keep?

Step 3: Is this SDS/ext-SDS 
a new version?

Step 4: Is the substance 
REACH registered?

Step 5: Check hazard classification

Step 6: Have SDS/ext-SDS 
Chapters been modified?

Step 7: Is REACH use covered?

Step 8: Are the Risk Management Measures/
Operating Conditions appropriate?

Step 9: REACH options

Step 10: Update systems and documentation
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Steps

Step 1: Actions on receipt of an SDS/ext-SDS

What is the first action to take upon receipt of an SDS? 
Any individual receiving an SDS or ext-SDS should ensure that the person(s) responsible for their site’s 
Environment, Health & Safety activities receive a copy of this for SDS/ext-SDS assessment promptly, so that 
an evaluation of the information provided can be made. 

Step 2: What records should I keep?

Do I need to keep records? 
Yes. The person reviewing the SDS or ext-SDS should prepare an updated assessment form(s) (e.g. COSHH 
and/or others) to capture all essential information from both the main text of the SDS/ext-SDS, as well as 
from the appended Exposure Scenarios*. 
This form will serve as information to verify, or introduce, best practices to protect the workforce and the 
environment, as well as to document actions in the event of a REACH enforcement audit. It also records the 
date of receipt, which triggers additional mandatory activities outlined below.

Step 3: Is this SDS/ext-SDS a new version?

Is this a new version? 
Check the SDS/ext-SDS received for supplier, date and indication for updates against the version that is 
currently used on site. 
•  If the SDS/ext-SDS is not a new version, no further actions are required. 
•   If it is a new version, record on the assessment form(s), the version and date the new SDS/ext-SDS was 

received together with the evaluation date of the SDS/ext-SDS.

Step 5: Check hazard classification

Step 4: Is the substance REACH registered?

Is the substance registered for REACH? 
Look for the REACH Registration number or reason why there is none in Section 1 of the SDS/ext-SDS. If 
there is no number, the substance is not REACH registered**. In addition, look for EC and CAS Numbers in 
Section 3 and record these in the assessment form.

NB: *An Exposure Scenario describes how a substance may be safely handled to control exposure to both 
human beings and the environment. BE AWARE that there are valid reasons for classified substances not to 
have an Exposure Scenario e.g. below 10 MT/yr, intermediate, classified for only aspiration or skin dryness 
hazards.

**There can be several reasons for the absence of a REACH registration number e.g. supplier of small 
quantities of a substance may not have undergone REACH registration yet. If in doubt, contact your supplier 
for clarification. 

IMPORTANT! – The 12 months timeline for downstream users to fulfil their duties under REACH Article 
37 is triggered by the receipt of the registration number in the SDS (as per REACH Article 39), NOT ON 
receipt of the extended-SDS. If an exposure scenario hasn’t been provided when you think it should have 
been, contact your supplier IMMEDIATELY to establish the reason for its absence. KEEP RECORDS OF ALL 
COMMUNICATIONS AND DECISIONS. 
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Step 5: Check hazard classification

Is the substance classified as hazardous? 
Review the chemical classification in Section 2 (Hazards Identification) of the SDS/ext-SDS and record this 
in the assessment form(s). If in receipt of a previous SDS/ext-SDS (regardless of supplier), the chemical 
classification in the received document must be checked against the previously issued classification. This 
is important as certain health, environmental and physical hazard classifications trigger specific handling 
and storage requirements on site, as outlined by national (e.g. COMAH hazard-based thresholds) and local 
regulations. 
•   If there is a change, check the reasoning e.g. new toxicity or eco-toxicity data. After checking and 

agreeing with the changes, inform the Compliance Manager, Operations Manager, Waste Management 
Manager, Shift Managers and Safety Representatives of the changes, indicating that follow-on actions 
will be required. 

•   If the substance has a REACH registration number classified for human health and/or 
environment it is likely that Exposure Scenarios are given in the Annex. However, remain aware that 
there are valid reasons for classified substances not to have an Exposure Scenario e.g. below 10 MT/yr, 
intermediate, classified for only aspiration or skin dryness hazards.

•   If you are expecting an Annex and one is not provided, check with your supplier if/when they are 
going to provide the Annex.

Step 6: Have SDS/ext-SDS chapters been modified?

Have chapters of the main part of the SDS/ext-SDS been modified? 
•   Look for changes against the previously supplied SDS/ext-SDS – Section 16 should provide details on the 

changes from the previous version, but it is extremely important to check other key sections as well 
to ensure nothing has been missed.  
Changes may occur particularly in Sections 8* (Exposure Controls/Personal Protection), 9 (Physical and 
Chemical Properties), 11 (Toxicological Information) and 12 (Ecological Information).

•   Check that no relevant information is available internally that contradicts** the changes made in the 
SDS/ext-SDS and that could impact the classification of the substance or the Derived No Effect Levels 
(DNELs)/Predicted No Effect Concentrations (PNECs).

•   Record these in the assessment form(s).
•   Update existing COSHH assessments taking into consideration any change in classification and other 

modifications in the SDS/ext-SDS.
•   Review on-site environmental measures as appropriate and assess impact on permits (e.g. environmental 

permitting/COMAH status), waste management and other practices as may be relevant. 

Step 7: Is REACH use covered?

NB: *In Section 8 (Exposure Controls/Personal Protection), Derived No Effect Levels (DNELs) and 
Predicted No Effect Concentrations (PNECs) may well be provided alongside Workplace Exposure 
Limits (WELs). These have different purposes: the WEL is used in the workplace to check whether the 
actual exposure to a chemical by inhalation is below the defined safe limit; DNELs (apply for all relevant long 
and short-term exposure routes) are used by your supplier in their Chemical Safety Assessment (CSA) process 
to derive the appropriate measures to control the risk to human health as given in the Exposure Scenario; 
and PNECs are used by your supplier in their CSA process to derive appropriate measures to control the risk 
to the environment.

**If such contradictory data is available, contact the supplier and let them know.
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Step 7: Is REACH use covered?

Is our use covered? 
•   Check whether there is an Exposure Scenario where an ext-SDS has been provided, bearing in mind that 

there are valid reasons for classified substances not to have an Exposure Scenario and an ext-SDS e.g. 
below 10 MT/yr, intermediate. 

•   Carry out a first screening based on the Exposure Scenario title and use description.
•   Translate own use into a set of use descriptors. 
•   Look in the ext-SDS for the Exposure Scenario title, Process Categories (PROC), Environmental Release 

Categories (ERCs) and associated combinations of use descriptors that reflect own use(s). 
•   Identify any obvious omissions*. 
Completion of these checks should establish whether the use is covered by the Exposure scenario or not.

Step 8: Are the Risk Management Measures/Operating Conditions appropriate?

Are current operating conditions and risk management measures appropriate? 
For identified use(s), assess compliance with Conditions of Safe Use in the Exposure Scenario as follows**:
i)  Check that the Precautionary statements given in Section 2 of the main SDS are consistent with the 

risk management measures in the Exposure Scenario. Contact supplier if necessary.
ii)  Check that Exposure Controls/Personal Protection given in Section 8 of the main SDS are consistent 

with both the precautionary statements in Section 2 and the control measures given in the Exposure 
Scenario. Contact supplier if necessary.

iii)  After carrying out steps (i) and (ii), compare own existing operating conditions/risk management 
measures for the environment and human health against those given for the use in the exposure 
scenario to see if already covered or bettered. 

iv) Determine if improvements are required.

Step 9: REACH options

NB: It is important that an assessment is completed for each use of a chemical on site. A chemical may 
be used in a number of ways e.g. charging into a vessel, laboratory use etc. This assessment step leads to 
several options. 

Make sure to keep records of all communications and decisions for enforcement purposes. 

*Any omission of a particular PROC from the use descriptors provided by the supplier does not automatically 
mean that own use is not covered because some PROCs are covered and encompassed by others – it may 
be useful to check the PROC inclusion hierarchy given in the guidance ‘Messages to communicate in the 
supply chain on extended SDS for substances II’ (see useful sources of information section in this guidance 
document for link).

** If you source the same chemical from different suppliers and own identified uses are included, check the 
Exposure Scenario(s) from all suppliers for any differences. If there is a mismatch, contact all the suppliers 
asking for information on the reasoning for these differences. If reasonable justification is not provided, 
reject the ext-SDS(s) back to the supplier(s) stating the reason(s) and proceed with a justifiable ext-SDS. 
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Step 9: REACH options

What are the options when receiving an ext-SDS? 
(a)   Use is included and covers applied risk management measures and operating conditions  

Retain existing implemented risk management measures and keep records of decision(s)
(b)  Use is included, but with alternative risk management measures and/or operating conditions:  

Check if own existing operating conditions/risk management measures are more stringent than those 
required in the supplier’s exposure scenario (this could possibly be due to additional handling of other 
substances requiring tougher risk management measures). 

•  If yes, then record this assessment and no further action is required. 
 If no, 
 –  Adjust operating conditions/risk management measures in accordance with the exposure scenario if 

easy to do so (e.g. engineering control, PPE) or make changes to prevent release to the environment. 
OR 

 –  Discuss with the supplier if it is appropriate that the risk management measures in their exposure 
scenario can be adjusted or scaled*. OR 

 –  Carry out a Downstream User Chemical Safety Assessment** (if this route is taken ECHA must be 
notified within 6 months of receipt of the registration number within the SDS/ext-SDS. OR 

 – Change to a less hazardous substance.
(c) Use is NOT included. The following follow-up actions must be taken:
•   Retain existing implemented risk management measures taking into consideration any alterations from 

the updating of COSHH assessments and environmental assessments due to classification change or 
other modifications in the safety data sheet. 

•   Notify*** use to supplier(s) providing sufficient information and ask if they will cover your use by 
updating their Chemical Safety Assessment. The Downstream User has 12 months (REACH Article 
37) from receipt of the registration number within the SDS/ext-SDS to contact the supplier(s) 
to request that they consider including their use/use conditions in their registration.

•   If supplier(s) will not cover your use or your use is confidential, carry out a Downstream User Chemical 
Safety Assessment** and notify ECHA of this within 6 months of receipt of the registration number 
within the SDS/ext-SDS. OR

•   Look for an alternative supplier which covers the use or alternative substance!

Step 10: Update systems and documentation

NB: * Scaling allows for the instances where, either the risk management measures/operating conditions are 
more stringent than those proposed by the supplier, leading to the possibility to increase the concentration, 
duration or volume used or, conversely, where the handling of lower volumes may enable a reduction in 
the level of required risk management measures. Such an approach could be used to demonstrate that any 
residual risk associated with the adjusted conditions within the exposure scenario is acceptable. If this can be 
deemed to be safe and within the context of the supplier(s) exposure scenario, then the assessment should 
be fully documented with the reasoning recorded. 
IMPORTANT! The application of scaling techniques requires technical knowledge of the hazards of 
the substance and the efficiency of the control measures and must be conducted by an individual 
or team with the appropriate knowledge and with the support of the supplier. 
** The Downstream User Chemical Safety Assessment must be completed within the 12 months of receipt of 
the registration number on the SDS/ext-SDS and be retained, ensuring that it is kept up to date, for inspection 
upon request. This assessment does not need to be carried out for substances, which are used in quantities 
of less than one tonne per year or for product and process orientated research; for either case, ECHA must be 
notified of the exemption within 6 months of the receipt of the registration number on the SDS/ext-SDS.
*** It is important to record all communications to and from the supplier(s) in writing as to help 
demonstrate compliance for enforcement purposes. 
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Step 10: Update systems and documentation

Finally, what else? 
•   All associated documentation relating to the chemical must be reviewed and updated, e.g. health and 

safety summaries for manufacturing, information provided to laboratories, information used in company 
SDS, environment permitting, etc. 

•   Circulate/copy the new SDS/ext-SDS to relevant colleagues, recording details of copy recipients.
•   Ensure all out-of-date copies are withdrawn from use and retain at least one copy for historical and legal 

purposes, but make sure that this is clearly marked as invalid. 

*NB: Don’t forget that REACH Article 36 states that RECORDS SHOULD BE KEPT FOR AT LEAST TEN 
YEARS after the last manufacture, import, supply or use of the substance or mixture and that they should 
be made available without delay to ECHA and the REACH competent authority, should they request it.

Useful glossary

CAS Number – Chemical Abstract Service Number

CLP – Classification, Labelling and Packaging 
Regulation

CMR – Carcinogens, mutagens and reproductive 
toxicants

COSHH – Control of Substances Hazardous to Health

CSA – Chemical Safety Assessment

DNEL – Derived No Effect Level

DMEL – Derived Minimum Effect Level

EC Number – European Commission Number

ECHA – European Chemicals Agency

EH&S – Environment, Health & Safety

ERC – Environmental Release Category

ES – Exposure Scenario

OC – Operating Conditions

PC – Product Category

PNEC – Predicted No Effect Concentration

PROC – Process Category

REACH – Registration, Evaluation, Authorisation and 
Restriction of Chemicals

RMM – Risk Management Measures

RIP – REACH Implementation Project

SDS – Safety Data Sheet

Ext-SDS – Extended-Safety Data Sheet

SU – Sector Use

WEL – Workplace Exposure Limit
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Useful sources of information (but by no means definitive!)

•   For general information on exposure scenario 
and SDS see Cefic ‘Messages to communicate in 
the supply chain on extended SDS for substances 
II’ www.cefic.org/Documents/IndustrySupport/
Cefic%20communication%20on%20
extSDS_130711.pdf.

•   For information on checking the received ext-SDS 
see Cefic ‘Guidance on Processes in Companies 
after receiving an (extended) SDS’ www.cefic.
org/Documents/IndustrySupport/REACH%20
Implementation/Guidance_on_processes_in_
companies_after_receiving_an_extended_SDSl.pdf.

•   For general information on ‘Safety Data Sheets and 
Exposure Scenarios’ see ECHA Fact Sheet www.
echa.europa.eu/documents/10162/13644/reach_
fs_downstream_users_web_en.pdf.

•   For general downstream FAQs see Section 14 on 
ECHA’s website http://echa.europa.eu/web/guest/
support/faqs/frequently-asked-questions/frequently-
asked-questions-about-reach.

•   For guidance on handling exposure scenarios 
see ECHA’s ‘How downstream users can handle 
exposure scenarios – Practical Guide 13’ http://
echa.europa.eu/documents/10162/13655/du_
practical_guide_13_en.pdf.

•   For FAQs related to downstream user reports 
see ECHA’s website http://echa.europa.eu/web/
guest/support/faq/questions-and-answers-on-
downstream-user-reports.

•   For Environmental Release Category (ERC) and 
Process Category (PROC) coding see ECHA’s 
‘Guidance on information requirements and 
chemical safety assessment Chapter R.12: 
Use descriptor system’ http://echa.europa.
eu/documents/10162/13632/information_
requirements_r12_en.pdf.

•   For ECHA’s downstream users webpage go 
to http://echa.europa.eu/regulations/reach/
downstream-users.

•   For detailed information see ECHA ‘Guidance 
for Downstream Users’ www.echa.europa.eu/
documents/10162/13634/du_en.pdf. 

•   For further downstream user information 
see ECHA’s ‘Guidance on information 
requirements and chemical safety assessment 
Part G: Extending the SDS’ http://echa.europa.
eu/documents/10162/13632/information_
requirements_part_g_en.pdf, and ‘Report on 
experience gained with performing a Downstream 
User Chemical Safety Assessment (DU CSA) and 
developing a Downstream User Chemical Safety 
Report (DU CSR)’ http://www.aise.eu/ducc/DUCC_
Orientation_DU_CSAv1_June2012.pdf. 

•   For examples of exposure scenarios see ECHA’s 
website http://echa.europa.eu/web/guest/support/
practical-examples-of-exposure-scenarios.

•   For information on the Control of Substances 
Hazardous to Health (COSHH) see the Health and 
Safety Executive’s (HSE) website at www.hse.gov.
uk/coshh/. 
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