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1. PURPOSE
1.1 to prevent exposure of employees, visitors, contractors and client personnel to hazardous substances; where this is not reasonably practicable, exposure will be adequately controlled.

1.2 to reduce the impact on the environment of hazardous substances used at or by the company by using the best practicable environmental option. 
1.3 To ensure compliance with relevant legislation for the use, storage, transport and disposal of hazardous substances

1.4 to mitigate and limit the effect of exposure to hazardous substances in emergency situations to employees, visitors,
contractors, client personnel and members of the public.

2. SCOPE

This procedure applies to :

· All activities and work places which are under the control of Tailored Fire & Security Ltd.

· Operations involving substances within the general definition of substances hazardous to health and specifically those with special risks such as carcinogens, biological agents and respiratory sensitisers.

This procedure does not apply where:

· The Control of Lead at Work Regulations and the Control of Asbestos at Work Regulations apply.

· The substance is hazardous to health solely by virtue of its radioactive, explosive or flammable properties, or solely because it is at a high or low temperature or a high pressure.

3. DEFINITIONS
Approved



Approved for the time being in writing.

Approved supply list
Has the meaning assigned to it in the Chemicals (Hazard Information and Packaging for Supply) Regulations.

Biological agent
Any micro-organism, cell culture, or human endoparasite, including any which have been genetically modified, which may cause infection, allergy, toxicity or otherwise create a hazard to human health.

Carcinogen
Any substance or preparation which is classified as carcinogenic (category 1) or carcinogenic (category 2).

i) any substance or preparation listed in appendix 1.

ii) arising from a process specified in appendix 1 which is a substance hazardous to health.

Workplace exposure limit
The exposure limit approved by the Health and Safety Commission for that substance in relation to the specified reference period when calculated by a method approved by the Health and Safety Commission, as contained in HSE publication "EH/40 Workplace Exposure Limits 2005" as updated from time to time;

Micro-organism
A microbiological entity, cellular or non-cellular, which is capable of replication or of transfering genetic material.

Preparation



A mixture or solution of two or more substances.

Respirable dust
Means airborne material which is capable of penetrating to the gas exchange region of the lung.

Substance
Any natural or artificial substance whether in solid or liquid form or in the form of a gas or vapour (including micro-organisms).

Substance hazardous to health
Any substance or preparation which is :

i) very toxic, toxic, harmful, corrosive, irritant or respiratory sensitiser.

ii) a substance which has an approved maximum exposure level or occupational exposure standard.

iii) a biological agent.

iv) dust of any kind, except dust listed in i) or ii) above, when present at a concentration in air equal to or greater than the occupational exposure standard for total inhalable dust or respirable dust.

v) a substance not mentioned in i) to iv) above but which creates comparable hazards.

Total inhalable dust
Airborne material which is capable of entering the nose and mouth during breathing and is therefore available for disposition in the respiratory tract.

4. RESPONSIBILITIES

Managing Director shall:
· Bear overall responsibility for the implementation and monitoring of the principles established by this procedure, by Integrating the management of substances hazardous to health into the company’s operational business process by: 
· Allocating appropriate resources to achieve a reduction in risk to substances hazardous to health, so far as is reasonably practicable.

· Ensure measures are in place for the systematic identification and assessment of risk.

· Ensure measures are in place for the Implementation of effective control measures.

Managers shall:
· Implement and monitor this procedure within areas of their responsibility, ensuring that the performance standards are fully complied with.
· Ensure that no work with hazardous substances will be undertaken until a suitable and sufficient risk assessment has been completed and approved.

· Ensure that all relevant personnel are fully trained and competent in the use of hazardous substances used in their work activities.

· Regularly assessing the effectiveness of COSHH systems and modifying them as necessary.

Supervisors & Foremen shall:

· Implement and monitor this procedure within areas of their responsibility, ensuring that the performance standards are fully complied with

· Assist managers to complete an assessment for all hazardous materials used by the company

· Monitor COSHH practices for compliance and take appropriate actions in case of non-compliance.

· Ensure no new hazardous substances are used unless they have been assessed and approved
Employees shall:

· Comply fully with the requirements of this procedure
· Only used hazardous substances that have been fully assessed and approved by the company

· Use hazardous substances in accordance with COSHH assessments provided by the company

· Ensure they have all relevant information regarding hazardous substances they use in their work activities
5. REFERENCES
· Control of Substances Hazardous to Health Regulations
6. PERFORMANCE STANDARD
To comply with the COSHH Regulations we need to follow these steps:

· Assess the risks to health from hazardous substances used, created or stored in our workplace, or used as part of our work activities

· Determine what precautions are needed. Work must not be carried out which could expose people to hazardous substances without first assessing the risks and the necessary precautions, and establishing what else is needed to comply with the COSHH Regulations 

· Prevent or adequately control exposure. We must prevent people from being exposed to hazardous substances. Where preventing exposure is not possible, then we must ensure that we adequately control it

· Ensure that all control measures are implemented and maintained properly and that safety procedures are followed

· Monitor the exposure of persons to hazardous substances, if necessary

· Carry out appropriate health surveillance where our assessment has shown this is necessary or where the COSHH Regulations set specific requirements

· Prepare plans and procedures to deal with accidents, incidents and emergencies involving hazardous substances

· Ensure all persons are properly informed, trained and supervised at all times

· Monitor and review the effectiveness of the assessment on a regular basis and revise as necessary

7. APPLICATION
7.1 COSHH assessment procedure

7.1.1 Substance identification

Identify and make an inventory of all hazardous substances that might be used in the workplace including substances stored and/or transported.  These can include any items that carry a warning label such as:
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Manufacturers and suppliers’ ‘Material Safety Data Sheets’ (MSDS) should always be the starting point for any COSHH assessment, MSDS’s must be supplied to workplace customers by law. data sheets are not sufficient in themselves to be a risk assessment in their own right, as they do not include information on our particular circumstances of use, control, emergency or disposal arrangements. They should be updated regularly to account for changes in legislative requirements and occupational exposure standards.
The MSDS provided by the supplier will provide the main source of information about the substance.  However, although the MSDS can tell you about the risks, it will not inform you who is at risk, or how these risks should be controlled.  

It is important to note that not all MSDS’s are the same, however, they should all have key characteristics in terms of the information that they contain and they should also inform the user of the key elements of Risks. MSDS’s all have a common format, and contain the following sections:

1. Identification of product and company

2. Composition/Information on ingredients

3. Hazard identification

4. First aid measures

5. Fire fighting measures

6. Accidental release measures

7. Handling and storage

8. Exposure control/personal protection

9. Physical and chemical properties

10. Stability and reactivity

11. Toxicological information

12. Ecological information

13. Disposal considerations

14. Transport information

15. Regulatory information

16. Other information (i.e. date of issue, applicable legislation)

7.1.2 Assess exposure and persons at risk
The principle routes of exposure are absorption through the skin/eyes; ingestion; inhalation; injection; and contact with cuts/abrasions.

Exposure generally relates to those who use the substance, but it may also relate to those who may be affected by its inadvertent release, including other workers in the area. 
7.1.3 Assign control measures
The COSHH Regulations require us to choose from the highest reasonably practical level of protection in the following hierarchy.  The further we go down the list, the less effective the control measures are likely to be, and it will be necessary to do more and more to reduce the exposure.
	· Elimination
	Stop using the substance or process

	· Substitution
	Use a less hazardous alternative substance

	· Engineering
	Provide local exhaust or dilution ventilation

	· Administrative
	Limit duration of exposure 

	· Personal Protective Equipment
	Provide gloves, RPE or other protective equipment


With reference to the identified risks, consider:

· How we are going to control each one. Choose our control measures from as high up the hierarchy as possible. 

· What is required to make the control measures work and keep on working. E.g.: Do face masks need to be changed regularly? 
· Are there any conflicts between control measures? E.g.: Are glove materials compatible with the substances used?

7.1.4 First Aid Measures & Fire Precautions
Review the first aid measures on the MSDS and transpose these onto the COSHH assessment form.

· Are any special provisions required? E.g.: Treatment creams or eye baths. Ensure these are available before the commencement of works.

· Establish if any specific fire precautions are required and ensure that the necessary precautions are in place.

7.1.5 Spillage and disposal requirements
· Review the required provisions on the MSDS
· Ensure any measures required are in place and that they are quickly available at the point of use, storage or transport?

7.2 Implementation
7.2.1 Informing people

The whole exercise is pointless unless those who are responsible for working with the substance are informed about the hazards and controls.

The key steps are: 

· Make copies of the assessments available at the point of use.

· Tell everybody about the substances, the risks involved and how they are going to be controlled. Do not assume that, because people have worked in the Industry for many years they know this already.

· If there is a potential conflict, say with glove materials, then tell people how we are going to overcome this.

7.2.2 Implement the controls 

If there is a phasing to the controls, E.g.: PPE first, then local exhaust ventilation, then ensure that those persons exposed are informed that this is going to happen. 
7.3 Monitoring

7.3.1 Health surveillance 

It may be that when making the assessment, a requirement is identified to carry out a health check, say for Dermatitis. In such instances a health surveillance system will be established to do this and findings recorded.  An investigation to determine what is going wrong if adverse effects are identified will be instigated immediately and method of work changed accordingly.
7.3.2 Are the Controls Effective? 

Periodically review the controls being used for a substance.

· Are the storage and use precautions being followed? 

· Are there others at risk? 

· Are engineering controls being maintained? 

· Is the specified PPE being used? 

· Are there conflicts in PPE that come from other substances? 

· Does PPE impede operations or introduce other risks?

8. REVIEW
The assessment must be reviewed at least every two years.  It must also be reviewed when:
· There is reason to suspect the assessment is no longer valid

· There has been significant change in the way the work is carried out

· The monitoring results of employees exposure shows it to be necessary

· The composition or ingredients of the substance has changed

9. RECORDS
Under the COSHH Regulations the following records will be kept for the stated period:
	· COSHH assessments
	3 years

	· Medical and health surveillance records
	40 years from the date of the last entry

	· Testing and examination of control systems and protective equipment
	5 years from the date on which the tests were carried out


10. APPENDICES

1. Assessment flow chart
2. Warning symbols

3. Risk Phrases

4. Safety Phrases

5. Assessment form explained
APPENDIX 1
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APPENDIX 2
COSHH - Warning symbols

Under COSHH or the Control of Substances Hazardous to Health Regulations 2002, all persons at work need to know the safety precautions to take so as not to endanger themselves or others through exposure to substances hazardous to health.  Below are the four general classifications of risk – know the appropriate symbol, their meaning and their safety precautions.

	Meaning
	Symbol
	Safety Precautions

	Toxic/Very Toxic

May cause serious health risk or even death if inhaled, ingested or if it penetrates the skin.
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	1. Wear suitable protective clothing, gloves and eye/face protection.

2. After contact with skin, wash immediately with plenty of water.

3. In case of contact with eyes, rinse immediately with plenty of water and seek medical advice.

4. In case of accident or if you feel unwell, seek medical advice immediately.

	Corrosive

May on contact cause destruction of living tissues or burns
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	1. Wear suitable gloves and eye/face protection

2. Take off immediately all contaminated clothing

3. In case of contact with skin wash immediately with plenty of water.

4. In case of contact with eyes, rinse immediately (for minimum of 15 minutes) with plenty of water and seek medical advice.

	Harmful

May cause limited health risk if inhaled or ingested or if it penetrates the skin
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	1. Do not breathe vapour/spray/dust.

2. Avoid contact with skin

3. Wash thoroughly before you eat, drink or smoke.

4. In case of contact with eyes, rinse immediately with plenty of water and seek medical advice.

	Irritant

May cause inflammation and irritation on immediate or repeated or prolonged contact with the skin or inhaled.
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	1. In case of contact with eyes, rinse immediately with plenty of water and seek medical advice.

2. In case of contact with skin, wash immediately with plenty of water

3. Do not breathe vapour/spray/dust.


APPENDIX 3
RISK PHRASES

R1:
Explosive when dry

R2:
Risk of explosion by shock, friction, fire or other sources of ignition

R3: Extreme risk of explosion by shock, friction, fire or other sources of ignition

R4:
Forms very sensitive explosive metallic compounds

R5:
Heating may cause an explosion

R6:
Explosive with or without contact with air 

R7:
May cause fire

R8:
Contact with combustible material may cause fire

R9:
Explosive when mixed with combustible material

R10: Flammable

R11: Highly flammable

R12: Extremely flammable

R14: Reacts violently with water

R15: Contact with water liberates highly flammable gases

R16: Explosive when mixed with oxidising substances

R17: Spontaneously flammable in air

R18: In use, may form flammable/explosive vapour-air mixture

R19: May form explosive peroxides

R20: Harmful by inhalation

R21: Harmful in contact with skin

R22: Harmful if swallowed

R23: Toxic by inhalation

R24: Toxic in contact with skin

R25: Toxic if swallowed

R26: Very toxic by inhalation

R27: Very toxic in contact with skin

R28: Very toxic if swallowed

R29: Contact with water liberates toxic gas

R30: Can become highly flammable in use

R31: Contact with acids liberates toxic gas

R32: Contact with acids liberates very toxic gas

R33: Danger of cumulative effects

R34: Causes burns

R35: Causes severe burns

R36:
 Irritating to eyes

R37:
 Irritating to respiratory system

R38:
 Irritating to the skin

R39:
 Danger of very serious irreversible effects

R40:
 Limited evidence of a carcinogenic effect

R41:
 Risk of serious damage to eyes

R42:
 May cause sensitisation by inhalation

R43:
 May cause sensitisation by skin contact

R44:
 Risk of explosion if heated under confinement

R45:
 May cause cancer

R46:
 May cause heritable genetic damage

R48:
 Danger of serious damage to health by prolonged exposure

R49:
 May cause cancer by inhalation

R50:
 Very toxic to aquatic organisms

R51:
 Toxic to aquatic organisms

R52:
 Harmful to aquatic organisms

R53:
 May cause long term adverse effects in the aquatic environment 

R54:
 Toxic to flora

R55:
 Toxic to fauna

R56:
 Toxic to soil organisms

R57:
 Toxic to bees

R58:
 May cause long term adverse effects in the environment 

R59:
 Dangerous for the ozone layer

R60:
 May impair fertility

R61:
 May cause harm to the unborn child

R62:
 Possible risk of impaired fertility

R63:
 Possible risk of harm to the unborn child

R64:
 May cause harm to breastfed babies

R65:
 Harmful: may cause lung damaged if swallowed  

R66:
 Repeated exposure may cause skin dryness or cracking

R67:
 Vapours may cause drowsiness or dizziness

R68:
 Possible risk of irreversible effects
APPENDIX 4
SAFETY PHRASES

S1:
Keep locked up

S2:
Keep out of reach of children

S3:
Keep in a cool place

S4:
Keep away from living quarters

S5:
Keep contents under.(appropriate liquid to be specified by the manufacturer)

S6:
Keep under ... (inert gas to be specified by the manufacturer)

S7:
Keep container tightly closed

S8:
Keep container dry

S9: Keep container in a well ventilated place

S12:Do not keep the container sealed

S13: Keep away from food, drink and animal feeding-stuffs

S14: Keep away from .. (incompatible materials to be indicated by the manufacturer)

S15: Keep away from heat

S16: Keep away from sources of ignition - No Smoking

S17: Keep away from combustible material

S18: Handle and open container with care

S20:
When using do not eat or drink

S21:
When using do not smoke

S22:
Do not breathe dust

S23: Do not breathe gas/fumes/vapour/spray (appropriate wording to be specified by manufacturer)

S24:
 Avoid contact with skin

S25:
 Avoid contact with eyes

S26: In case of contact with eyes, rinse immediately with plenty of water and seek medical advice

S27:
 Take off immediately all contaminated clothing

S28:
 After contact with skin, wash immediately with plenty of ... (to be specified by the manufacturer)

S29:
 Do not empty into drains

S30:
 Never add water to this product

S33:
 Take precautionary measures against static discharges

S34:
 Avoid shock and friction

S35:  This material and its container must be disposed of in a safe way

S36:  Wear suitable protective clothing

S37:  Wear suitable gloves

S38:  In case of insufficient ventilation, wear suitable respiratory equipment

S39:  Wear eye/face protection

S40:
To clean the floor and all objects contaminated by this material use (to be specified by the Manufacturer)

S41:
 In case of fire and/or explosion do not breathe fumes

S42: During fumigation/spraying wear suitable respiratory equipment (Appropriate wording to be specified by the manufacturer)

S43: In case of fire, use ... (indicate in the space the precise type of fire-fighting equipment.  If water increases the risk, add - Never use water)

S45: In case of accident or if you feel unwell, seek medical advice immediately (show the label where possible)

S46:
 If swallowed seek medical advice immediately and show this container
or label

S47:
 Keep at temperature not exceeding ... oC (to be specified by the manufacture)

S48:
 Keep wet with ... (appropriate material to be specified by the manufacturer)

S49:
 Keep only in the original container

S50:
 Do not mix with ... (to be specified by the manufacturer)

S51:
 Use only in well ventilated areas

S52:
 Not recommended for interior use on large surface areas

S53:
 Avoid exposure - obtain special instruction before use

S56: Dispose of this material and its container to hazardous or special waste 
collection point

S57:
 Use appropriate containment to avoid environmental contamination

S59:
 Refer to manufacturer/supplier for information on recovery/recycling

S60:
 This material and/or its container must be disposed of as hazardous waste

S61:
 Avoid release to the environment.  Refer to special instructions/safety data sheet

S62: If swallowed, do not induce vomiting: seek medical advice immediately and show this container or label

S63: In case of accident by inhalation: remove casualty to fresh air and keep at rest

S64:
 If swallowed, rinse mouth with water (only if the person is conscious)

APPENDIX 5
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COSHH Assessment Form Explained





The top section of the form is used to provide general details about the Assessment, the substance being assessed, when the assessment was prepared, what the activity being assessed is and who the supplier of the material is.





Additionally information about the Exposure Limits and Safety/Risk phrases can be included.





The central part of the form can be used to identify the properties of the substance, the Route of Exposure, the Persons at Risk and the PPE that should be used.





The bottom part of the form should be used to specify the control measures/precautions required when carrying out the work.  This may include specific training requirements; the need for a set sequence of work; restricting the amount of time spent doing the work, and the requirements for first aid and fire safety in case of an accident.





The monitoring requirements should outline any supervision that is required, together with any background or personnel air monitoring which may be required to ensure the workers exposure does not exceed the WEL.





The storage and disposal requirements should outline any special requirements or restrictions with regards to the disposal of the material.





The LEV Requirements refer to the need to ensure that where appropriate, adequate dilution ventilation or extraction ventilation is provided.  In many cases simply working in a well-ventilated environment will suffice.  Consideration should however take account of the substance and the work location, i.e.: is it a Confined Space?





The comments box should be used to include any additional information regarding the assessment, required control measures, other information which maybe relevant to the task being undertaken.





Depending on the particular substance being assessed, it may be that there is no Workplace Exposure Limit (WEL), no Safety/Risk Phrases and no requirements for monitoring or LEV.  It is therefore not essential that every box contains information.





Record the assessment and bring to the attention of all personnel who may come into contact with the process & substance/material





Decide on the need for further precautions - monitoring


                                                                     - health surveillance





Decide if additional measures are required to establish and/maintain adequate control





Consider the existing and foreseeable risks





Consider the effectiveness of the proposed controls





Assess Exposure





What substance is being used?


Where will it be used?


How is it to be used?


Who could be exposed?


Under what circumstances?


Extent and duration of exposure?





Consider Unplanned Events





Failure of work processes


Accidental release


Deterioration of controls


Failure of control





Consider Planned Events





Routine work operations


‘One off’ events


Future changes in work procedures





Gather all available information and request copies of MSDS





Identify Substances hazardous to health
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