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	1.0
	Statement of purpose/objectives

	
	This arrangement will assist in meeting Shropshire Council’s core value to care for all employees. This arrangement will also assist Shropshire Council in meeting the legislative requirements.

	2.0
	Scope

	
	This procedure applies to all Shropshire Council employees including part time, temporary staff and volunteers.

	3.0
	Hazardous substances

	
	A hazardous substance is considered to be:-

· Any substance or mixture of substances designated very toxic, toxic, corrosive, sensitising, carcinogenic, mutagenic, toxic to reproduction, harmful or irritant; (these are normally highlighted by the use of a hazard pictogram - a diamond with a distinctive red border and white background symbol - on the container or packaging).

· Any dust in significant quantities.

· Any substance allocated a workplace exposure limit (WEL) by the Health & Safety Executive (HSE).

· Any micro-organism involved in a working activity which creates a hazard to health.

· Substances that are hazardous due to their form (solid, liquid, gas, fume, vapour or plasma).
· Substances that have an additive or synergistic hazardous effect.

· Certain other substances that can cause an ill effect (e.g. fumes, asphyxiants).

	4.0
	Who should carry out COSHH risk assessments?

	
	The process should start by identifying and listing all hazardous substances that are used or generated on site. Examining the activities undertaken in a particular workplace, workshop, classroom etc. will assist the assessment. It is recommended that the corporate COSHH risk assessment form in Appendix 3 is used.  Information in the form of a Manufacturers, or Material Safety Data Sheet, sometimes shortened to Safety Data Sheet (MSDS or SDS) can also be obtained from the manufacturer in order to assist the assessor.

COSHH risk assessments should be carried out before purchasing substances not previously used or in a process not carried out before. The safety data sheet must be obtained from the supplier before purchase and an assessment carried out. The least hazardous suitable substance available should be purchased.  In general terms, the most effective control measure should be adopted to reduce exposure.

	5.0
	Prevention or control of exposure to hazardous substances

	
	Shropshire Council’s overriding duty and first priority is to consider how to prevent employees being exposed to hazardous substances by all routes (ingestion, inhalation, injection or absorption).  The duty to prevent exposure should be achieved by measures other than the use of personal protective equipment.  For specific duties please refer to frequently asked questions.

	6.0
	Use of control measures

	
	Employers should establish procedures to ensure that control measures, including items of personal protective equipment and any other item or facility, are properly used or applied and are not made less effective by other work practices or improper use.

	7.0
	Maintenance, examination and testing of controls

	
	Managers shall ensure that control measures are maintained, examined and tested as required by the COSHH risk assessment, e.g. weekly visual checks, inspection of Personal Protective Equipment (PPE).   Local Exhaust Ventilation (LEV) examined and tested within a 14-month period, servicing intervals maintained and recorded.  Locally created records of examination and tests should be kept and available for inspection for at least 5 years. Manufacturers’ recommendations for care and use of PPE should be followed.  See also Personal Protective Equipment (PPE) Arrangement.

	8.0
	Exposure monitoring

	
	Where the COSHH risk assessment has concluded that routine ongoing monitoring is required, it is the line manager’s responsibility to ensure that it is undertaken at the prescribed intervals. This may include monitoring to ensure compliance with standards and effectiveness of control measures.

	9.0
	Health surveillance

	
	The use of some substances requires the health of users to be monitored to ensure that no ill-health effects are occurring. Advice can be obtained from the Health and Safety Team and the Occupational Health Service.

	10.0
	Information, instruction and training

	
	Managers, assessors and those employees carrying out activities where hazardous substances are used, produced or encountered must be trained/briefed on the principles of COSHH. All training and briefings must be recorded. Training should be focused upon those who need it and be proportionate to the range of substances encountered in the workplace.

	11.0
	Storage and security

	
	Most substances, unless released unintentionally or used incorrectly, do not present a risk to health and safety. A well designed and properly used storage facility, with the segregation and separation of incompatible hazardous substances should present a low risk. Storerooms/areas should be secure and warning signs used. The amount of substances stored should be regularly reviewed to avoid unnecessary accumulation.

	12.0
	Emergency arrangements

	
	Managers must ensure that in the event of a leak, spillage or uncontrolled release of a hazardous substances occurring, that suitable control measures are available to limit the extent of the risk to health, pollution of the environment and to enable control to be regained as soon as possible.  E.g. establish emergency response, clean up and disposal procedures, provision of adequate P.P.E.

	13.0
	Implementation

	
	Management guidance in the form of Frequently Asked Questions will be provided and updated to support the implementation of the arrangement.

	14.0
	Compliance

	
	This arrangement will enable Shropshire Council to conform to the statutory requirements and best current practice.  Further references are provided in Appendix 2.

	15.0
	Review of arrangement

	
	This arrangement will be reviewed by HR and Development Health & Safety Team, every three years or sooner if there are legislative changes.


Approving Body

Health, Safety & Welfare Group for consultation April 2008

Health and Safety Forum for implementation

Reviewed HR&D Health and Safety Team January 2014
Reviewed HR&D Health and Safety Team November 2015
Reviewed Workplace & Transformation, Health and Safety Team February 2018

Reviewed Health and Safety Team, October 2021
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	1.0
	Roles and responsibilities/who does what?

	1.1
	Shropshire Council as a local authority employer, through its elected members, has ultimate responsibility for compliance with Health and Safety legislation



	1.2
	The Chief Executive and Directors are responsible for ensuring:

· The implementation of the Control of Substances Hazardous to Health arrangement across all Service Areas to ensure consistency of approach.

· The allocation of suitable and sufficient resources.

· Ensuring that progress in the control and management of hazardous substances is monitored effectively.



	1.3
	Heads of Service are responsible for ensuring:

· The implementation of the Control of Substances Hazardous to Health arrangement and that all employees are familiar with the contents of this arrangement insofar as it is relevant to their role and responsibilities.

· That managers and supervisors receive sufficient training to undertake their role.

· The allocation of sufficient service area resources to effectively manage hazardous substances.



	1.4
	Line Managers/Supervisors are responsible for: 
· Identifying employees who are exposed to hazardous substances at work.

· Ensuring that all employees receive information, instruction and training on the management of hazardous substances.

· Ensuring that any substances used by employees or created by their work processes are assessed and that information on appropriate working practices has been communicated to employees.

· Arranging with the Occupational Health Team for appropriate health surveillance on employees exposed to hazardous substances.
· Prior to the use of RPE appropriate face fit checking has been carried out and recorded.
· Ensuring that appropriate safe working practices are observed by employees including, the use of PPE and/or RPE, local exhaust ventilation and adherence to the control measures resulting from the COSHH risk assessment.

· Reporting any issues or conditions to the Workplace & Transformation Health and Safety Team.
· Ensuring that a proper COSHH risk assessment of new substances is undertaken prior to purchase.



	1.5
	The Workplace & Transformation Health and Safety Team is responsible for:

· Providing advice and guidance to managers on the effective control of hazardous substances in the workplace.

· Liaising with the Occupational Health Team, and managers on the management of health surveillance programmes.

· Ensuring, in conjunction with managers, the assessment and measurement of hazardous substances and communicating the results to appropriate persons.
· Organising specialist advice where necessary for the purposes of managing hazardous substances in the workplace.



	1.6
	The Occupational Health Team is responsible for:

· In conjunction with line managers, arranging for appropriate health surveillance on employees exposed to hazardous substances when necessary.

· Providing occupational medical advice and guidance on the effects and management of hazardous substances in the workplace.

· Organising specialist advice and examination where necessary for the purposes of managing exposure to hazardous substances in the workplace.



	1.7
	All Shropshire Council employees are responsible for:
· Complying with the requirements of this arrangement.

· Reporting any concerns or symptoms to their line manager as soon as possible, including issues of work practices, in order that remedial actions can be taken.

· Ensuring, in conjunction with managers, the assessment and measurement of hazardous substances and communicating the results to appropriate persons.



	2.0
	What will the Council do for employees working with hazardous substances?

	
	The Council will take all reasonable steps necessary to ensure that risk of ill health to employees who work with hazardous substances is reduced to a minimum.

	
	· Managers and supervisors are required to make arrangements to control exposure of their employees to all substances which may affect their health. Exposure must be prevented or, where this is not reasonably practicable, adequately controlled.

· Measures introduced to control exposure must be maintained, examined and tested to ensure their continued effectiveness. Where exposure cannot be prevented, monitoring of employee exposure to hazardous substances may be required.


	3.0
	Where are COSHH risk assessments necessary?

	
	Service Areas must ensure that COSHH risk assessments are carried out where hazardous substances are used or produced in, processes, equipment or areas. COSHH risk assessments will be used as a basis for formulating action plans for remedial measures where necessary. 



	4.0
	Who should carry out COSHH risk assessments?

	
	These should be carried out by a competent person. The Workplace & Transformation Health and Safety Team can assist with COSHH risk assessments.


	5.0
	Should COSHH risk assessments be recorded and reviewed?

	
	COSHH risk assessments must be recorded, reviewed and updated regularly, particularly when changes in work practice, substances or equipment used cause changes in the level of exposure to the hazardous substances used, or produced to increase significantly.


	6.0
	Should workplace exposure levels be reduced?

	
	Service Areas should take all steps to reduce hazardous substance exposure levels to employees by technical and organisational means other than use of PPE/RPE. The use of PPE/RPE is only a last resort after technical and organisational methods have been tried.


	7.0
	Will PPE/RPE be provided free of charge?

	
	Service Areas will provide, free of charge, suitable and effective PPE/RPE to employees working with hazardous substances as indicated to be necessary by the results of the COSHH risk assessment. 

Service Areas will also provide for the maintenance and repair or renewal of the PPE/RPE and provide training in its selection and fitting and details of the circumstances in which it should be used.
PPE/RPE, when used to control exposure, must be considered as a last resort but, if necessary, steps must be taken to ensure proper use by the employee.


	8.0
	Will local exhaust ventilation (LEV) be checked and maintained?

	
	Service Areas will ensure that local exhaust ventilation is regularly inspected, i.e. weekly if it is in continuous use, to ensure it is operating effectively.
Service Areas must also ensure that all local exhaust ventilation equipment has a detailed and thorough examination and service by a competent contractor within a 14-month period to ensure that it continues to operate as intended.
 All employees will be required to use LEV correctly and to report promptly any defects through the appropriate channels.


	9.0
	Will training be provided?

	
	Shropshire Council have a duty to provide suitable and sufficient information, instruction and training to employees exposed to health hazards.
All employees who use hazardous substances will be provided with information, instruction and training by their Service Area relating to the harmful effects of those substances and what they must do to protect themselves and meet the requirements of the law and the Council’s policy.


	10.0
	What happens if an employee raises an issue related to hazardous substances?

	
	Whenever an employee raises a health and safety issue related to hazardous substances in the workplace, Service Areas will take all necessary steps to investigate the circumstances. Where necessary they will take corrective action to remedy any problems and will advise employees of the actions taken.


	11.0
	What records should be kept?

	
	Records should be kept of the following: 

· Inventory of hazardous substances.

· COSHH risk assessment reports. These should include details of the substance, workplaces, areas and jobs assessed and the results of the assessments, when the assessment took place, who carried out the assessment and the recommended action plan. 

· Actions taken as a result of the COSHH risk assessments, with dates.

· Control measures provided.

· Methods of use of control measures and defect/fault reporting.

· Examination, testing and repairing of control measures. Either the record itself, or a summary, must be kept for a minimum of five years.

· Exposure monitoring:- for five years if a record of background exposure or control proving record, and for 40 years if a record of exposure of an identifiable employee. 

· The provision of training. 

· The supply of PPE/RPE and details of its maintenance and replacement. 
· Records of RPE face fit testing
· Complaints by employees about the effects of hazardous substances. 

· Action taken in respect of such complaints. 

· The results of any health surveillance on employees carried out by the Occupational Health Team or carried out on behalf of the Council for 40 years from date of last entry.

· It is recommended that assessment reports are kept for at least 40 years.



	12.0
	What is health surveillance?

Employee health surveillance is required for exposure to certain substances hazardous to health. Health surveillance is a programme of systematic health checks to identify early signs and symptoms of work-related ill health and to allow action to be taken to prevent its progression.

Managers will organise any subsequent reviews of the employee and arrange appropriate appointments with the Occupational Health Team. On leaving the employment of the Council, employees must be referred to the Occupational Health Team in order that a final assessment may be undertaken.



	13.0
	What are the arrangements necessary for securing the health and safety of employees?

Service Areas will, in consultation with employees, implement the following: 

· An inventory of all substances hazardous to health kept on site will be maintained, with appropriate hazard information. 

· Competent persons will be appointed to carry out risk assessments of the exposure to substances hazardous to health and to advise on their control.

· All operations which involve, or may involve, exposure to substances hazardous to health will be assessed and appropriate control measures will be taken where elimination or substitution of the hazardous substance is not possible. 

· Engineering controls will be properly maintained and monitored to ensure their continued effectiveness. This will be achieved by planned preventative maintenance and annual performance monitoring. 

· All employees, and others who may work in the affected areas, will be informed of the purpose and safe operation of all engineering controls. 

· PPE will be used only as a last resort or as a back up measure during testing or modification of other controls. 

· The type and use of PPE and RPE will be carefully assessed and maintained according to the manufacturers' instructions. Where possible, the number of different types will be minimised to prevent mistakes with servicing or replacement. 

· Each assessment will be reviewed periodically and all operations using hazardous substances will be reassessed every three years. 

· Health surveillance of employees, where indicated to be necessary by the assessment, will be carried out by qualified professionals. 

· Employee health records will be kept of all exposures to substances hazardous to health for a minimum of 40 years. 

· All employees will be provided with comprehensible information and appropriate training on the nature of the hazardous substances with which they are working and they will be informed about any monitoring and health surveillance results. 

· All changes to control measures and changes of PPE will be properly assessed and no new substances will be introduced into the workplace without prior assessment.



	14.0
	What are the procedures for dealing with health and safety issues?

	
	Where an employee raises a point related to the use of substances hazardous to health the service area line manager will:

	
	· Ensure that the hazard associated with the substance has been correctly identified 

· Ensure that the assessment of the use of the substance is correct and up to date 

· Ensure that the controls in place are adequate 

· Correct any observed deficiencies in the control of the hazards 

· Inform the employee, and his or her representative where appropriate, of the results of the investigation and action taken.

If an identified exposure has taken place, those affected, and their managers and representatives, will be informed immediately. Possible health effects will, in addition, be communicated to the Occupational Health Team and the employee's own general practitioner (G.P).


	15.0
	What information and training should be available?

	
	The Service Area will give sufficient information and training to ensure a full understanding of the hazards to health posed by substances in the workplace and the importance of the control measures provided. Information will also be given to others who may be affected, such as contractors, temporary staff and visitors.

	
	Managers and supervisors of areas that use substances hazardous to health will be given additional training to ensure the proper management of the risks.

	
	

	16.0
	What steps should be taken to ensure a safe system of work?

	
	Poorly maintained or adjusted control measures can result in inadvertent exposure to substances hazardous to health.  Any control measures, engineering or other systems must be frequently monitored to ensure on-going efficiency.

Employees must be encouraged to report defects and systems must be in place for prompt repair and for the provision of temporary replacement controls (e.g. PPE).
The following steps can be taken to minimise the risk:

	
	· Ensure hazard information is kept up to date 

· Ensure assessments are reviewed periodically and reassessed every three years or when material changes are made 

· Ensure employees are trained and are aware of the nature of the hazards and know how to use the control measures 

· Ensure controls are maintained and monitored for efficiency 

· Ensure all documentation is comprehensive and comprehensible 

· Encourage employees to report faults and problems.

Modern working methods involve the use of substances, principally chemicals, which may pose a risk to the health of people using them. No chemical is completely safe in all circumstances and any airborne dust, in significant quantities, can damage health.
Since the hazard to health posed by many substances is not known it is good practice to use working methods to minimise exposure. Where the hazards are known specific steps can be taken.

	
	

	17.0
	What steps should be taken to make sure COSHH is complied with?

	
	These are: 

· Assess the risks to health from hazardous substances used in or created by work activities.

· Decide what precautions are needed, no work must be carried out which could expose employees to hazardous substances without first considering the risks and the necessary precautions, and what else is needed to comply with COSHH.

· Prevent or adequately control exposure.  Where preventing exposure is not reasonably practicable, it must be adequately controlled.

· Ensure that control measures are used and maintained properly and that safety procedures are followed.

· Monitor the exposure of employees to hazardous substances if necessary.

· Carry out appropriate health surveillance where the COSHH assessment has shown this is necessary or where COSHH sets specific requirements.

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

· Provide employees with suitable and sufficient information, instruction and training. 



	18.0
	What are the CLP Regulations and how do they relate to COSHH?

	
	CLP is short for the chemicals Classification, Labelling and Packaging Regulation (CLP). CLP applies to the supply of chemicals.  By supply the CLP Regulations mean sell, offer for sale, provide commercial samples, import or transfer chemicals from one person to another.

The CLP Regulations help the supplier to decide what kind of hazard a chemical has and explain the hazard by assigning a simple sentence that describes it, known as a risk phrase. 

This process is known as classification. The CLP Regulations also impose requirements on the supplier to tell the customer about the hazards, how to use the chemical safely, how to package it safely and label the packaging appropriately with health and safety information and provide a safety data sheet (SDS).  




Appendix 1

	Glossary of Terms

	Biological hazard
	Means a micro-organism, cell culture, or human endoparasite, whether or not genetically modified, which may cause infection, allergy, toxicity or otherwise create a hazard to human health

	Carcinogen
	A substance that can cause cancer

	CLP
	The EU chemical, Classification, Labelling and Packaging Regulations (CLP) this replaces CHIP regulations.

	Control Measure
	An arrangement put in place to prevent the hazard causing harm e.g. eliminating use of the substance, dilution, ventilation, use of PPE etc.

	COSHH
Substance
	Control of Substances Hazardous to Health Regulations
A natural or artificial substance whether in solid or liquid form or in the form of a gas or vapour (including micro-organisms)

	Hazardous Substance
	Toxic, corrosive or harmful irritant, dust in significant quantity, certain micro-organisms or other biological agents, substances allocated occupational exposure levels and certain other substances that can cause ill-health effects.

	Local Exhaust Ventilation
	An extraction system provided in close proximity to work areas where fumes, dust etc are produced

	Material Safety Data Sheet or Safety Data Sheet
	A document provided (often upon request only) by the manufacturer or supplier providing safety and technical information on a particular product.

	PPE
	Personal Protective Equipment

	REACH
	REACH is a European Union Regulation concerning the Registration, Evaluation, Authorisation & restriction of CHemicals.  This has now been brought into UK law and is now known as UK REACH.

	RPE
	Respiratory Protective Equipment

	Sensitiser
	A substance that causes an allergic reaction 

	Suitable and sufficient
	A risk assessment that is carried out with enough detail to deal with the degree of risk involved

	Workplace Exposure Limit
	WELs are the occupational exposure limit set under COSHH in order to help protect the health of workers. WELs are concentrations of hazardous substances in the air, averaged over a specific period of time referred to as a time-weighted average. Two time periods are used – long term (8 hours) and short term (15 minutes). Short-term exposure limits (STEL) are set to help prevent effects such as eye irritation which may occur following exposure for a few minutes.


Appendix 2

Further Information & References

HSE website

www.hse.gov.uk
The Health & Safety at Work etc. Act 1974

The Control of Substances Hazardous to Health (COSHH) Regulations
The chemical Classification, Labelling and Packaging regulation (CLP) 
UK Registration, Evaluation, Authorisation & restriction of Chemicals (UK REACH)
Appendix 3 

COSHH RISK ASSESSMENT FORM
	COSHH Assessment
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	The COSHH Assessment must take into account the:

Substance, Individual, Task and Environment (SITE)


	1.  Date of COSHH Risk Assessment
	

	Premises/School
	

	Assessor
	
	Signature
	

	Signature of manager or head teacher
	


	2.
Substance Name
	

	3.
Maximum quantity normally stored?
	Important:  Make sure that if it is put into another container, that the other container is both suitable and compatible for use and is correctly labelled.

	4.
Work activity and how it is used
	


	5.
Is there a copy of the Safety Data Sheet (SDS)?


The SDS is NOT a COSHH risk assessment (see Appendix 1).
	Yes
	
	No
	

	If NO, download a copy from the supplier or manufacturer’s website


	6.
Are there any health hazard categories assigned to this substance, preparation or mixture?
	Yes
	
	No
	

	7.
If YES, show what Signal Word is used?
	Danger / Warning    delete if not app. 

	8. State what hazard statements are used. 

	

	9.
Can the substance be substituted for a safer alternative?
	Yes
	
	No
	

	10.
If the substance cannot be replaced, is there a safe method for using it?

	Yes
	
	No
	

	If NO, the substance MUST not be used until a safe method is developed.

	11.
If YES, please explain how the substance is used safely.  Make sure you have controls for all of the risks identified above. 

	Note:  personal protective equipment (PPE) should be considered as the last means of control as it is generally considered to be the least effective if it is the sole means of control.

	12.
Are there any foreseeable situations where or when the substance should not be used? 
	YES
	
	NO
	

	13. If YES, state where or when the substance should not be used?


	14. Where is the substance stored?


	15. How is the substance stored?

All cleaning and maintenance chemicals should be stored out of the reach of children at all times. 

	16.
Are control measures needed for dealing with a spillage?
	Yes
	
	No
	
	N/A
	

	17. If YES, state the control measures and equipment required.
 


	FIRST AID

	18.
What first aid measures are stated in the SDS?
e.g.  If there is a need to wash the eyes for 10 minutes, is there equipment or some other means to do this?


	19. Identify any other issues if appropriate.




	20.
Is there any hazard identified in this risk assessment that must be cross-referenced to another type of risk assessment.,  e.g. the following hazard categories must be noted in a fire risk assessment: any substance classified as either extremely flammable, highly flammable or flammable; strong oxidiser or oxidiser.  Any substance classified as mutagenic, i.e. it has a potential to cause damage to an unborn child, must be linked to a pregnant worker risk assessment.

	Yes
	
	No
	
	Not applicable
	

	21.
If YES, state the hazard category to be included in the other risk assessment. 


	22.
What is the level of risk with control measures in place?
	High
	
	Medium
	
	Low
	

	23.
Risk assessment review date
	


	COSHH RISK ASSESSMENT: WHO IS AUTHORISED TO USE THE SUBSTANCE?

	24.
Name of Substance: 
	

	25.
Name of the User: 
	

	26.
How frequently is the substance likely to be used?

	Single use
	
	Infrequent use
	
	Unlimited use
	

	27.
Does the user have any medical condition that needs to be taken into account when using and handling the substance?  e.g. asthma, eczema, dermatitis or other type of skin condition; wear prescription glasses or contact lenses, etc.

	


	28.
Training / Instruction / Supervision Requirements.

	


	29.
User must confirm that the risks and safe system of work been explained to them and they understand how to use, handle and store the substance safely.
	Print
	

	
	Signature
	

	30.
State what Personal Protective Equipment has been issued to protect this person when using and handling the substance? 

PPE should be stored appropriately to prevent damage or contamination and be replaced when necessary.
	Date of Issue

	Goggles
	
	N/A
	
	

	Gloves (state type)
	
	N/A
	
	

	Dust mask (state protection level)
	
	N/A
	
	

	Respirator (state type of filter)
	
	N/A
	
	

	Footwear (state type)
	
	N/A
	
	

	Other, e.g. apron, full-face visor, etc. 
	
	N/A
	
	

	31. Is there a need for health surveillance?
	YES
	
	NO
	

	32. If YES please specify


Appendix 4 - International Hazard Warning Symbols: 
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	Toxic

	[image: image4.png]



	Dangerous to the environment
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	Corrosive
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	Explosive
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	Flammable
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	Oxidising
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	Irritant/sensitisation

	[image: image10.png]7




	Carcinogenicity/respiratory sensitisation



	[image: image11.jpg]



	Contains gas under pressure


Appendix 5 – Old European Hazard Warning Symbols (no longer in use)
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	Corrosive
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	Harmful
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	Irritant
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	Toxic
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	Very Toxic
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	Explosive
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	Highly Flammable
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	Extremely Flammable
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	Oxidising
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