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1.
Policy

Loughborough University recognises its duty under the Control of Substances Hazardous to Health Regulations 2002  (the COSHH Regulations) to provide a safe and healthy working environment by the elimination or control of substances hazardous to health. 

1.1 Scope

This policy applies to exposure to substances hazardous to health arising from a workplace activity. All duties under the COSHH regulations apply to the protection of employees. For the purposes of this policy students shall be afforded the same level of protection under the COSHH Regulations as members of staff: suitable and sufficient risk assessments must be carried out for taught undergraduate courses, projects such as final year research projects and post graduate research. 

Other individuals e.g. visitors and contractors are also protected by this policy insofar as the COSHH regulations are applicable.

The arrangements necessary to fulfil this policy are set out in section 3 of this document and in Appendix B - guidance on completing a COSHH assessment. 

2
Key legislative requirements of the COSHH 
Regulations 2002

	Regulation No

	Duty
	Comment

	6
	Duty to assess the risk to health arising from work involving substances hazardous to health
	This is the fundamental requirement of the COSHH Regulations. The assessment must be carried out before any work can begin.



	7
	Prevention or control of exposure
	An assessment should always aim in the first instance to eliminate exposure to hazardous substances but if this is not possible the assessment should address the precautions necessary to prevent harm.



	8
	Use of control measures
	Once control measures have been identified the employer has to ensure that the control measures are used and maintained properly and that safety procedures are followed.



	Regulation No


	Duty
	Comment

	9
	Maintenance, examination and testing of control measures

	See above.

	10


	Monitoring exposure at the workplace
	It is necessary to monitor exposure if the assessment indicates 

· There could be serious risk to health if a control measure fails

· An exposure limit could be exceeded

· Control measures may not be working properly. 



	11
	Health surveillance
	It is necessary to carry out health surveillance where the assessment shows it is necessary or where COSHH sets specific requirements. 



	12
	Information, instruction and training for persons who may be exposed to substances hazardous to health
	Information must be provided which explains the findings of the risk assessment and informs employees of the precautions that they must take to prevent harm to themselves or others. Information must be up to date and delivered in a manner that is understandable to the target audience.



	13
	Arrangements to deal with accidents, incidents and emergencies
	If an accident or incident involving a hazardous substance carries a risk of exposing anyone to harm that exceeds that associated with normal day to day work then the employer has a duty to make arrangements to restore the situation to normal. An example could be failure of a fume cupboard that would necessitate the emergency evacuation and ventilation of a laboratory.




3.
Duty Holders

3.1
Health, Safety and Environment Office

The Health, Safety and Environment Office shall:

a) Produce, and so often as is necessary, revise the University’s Control of Substances Hazardous to Health policy.

b) Monitor compliance with this policy. 

c) On request provide information and guidance to staff on workplace exposure to hazardous substances.

d) Support Heads of Departments in their duty to provide sufficient training to comply with this policy.

e) Arrange for disposal of hazardous material through a central facility.

f) Arrange monitoring for hazardous substances where appropriate.

3.2
Occupational Health Service

The Occupational Health Service shall carry out health surveillance where this is indicated by risk assessment or in accordance with schedule 6 of the COSHH Regulations.

3.3
Facilities Management Department

The Facilities Management Department shall: 

a)
Identify and compile a register of items of plant, equipment and engineering control that have been installed following a COSHH risk assessment whenever this apparatus forms part of the university estate. 

b)
Ensure that items on the register are thoroughly inspected and tested at a 
frequency not less than that stipulated in the Regulations (14 months unless 
stated otherwise).

c)
Report the results of the inspection/testing to departmental safety officers and instigate remedial action where required

d)
Support University departments by providing technical advice on plant, equipment or engineering controls that is/shall be provided following a COSHH risk assessment. 

e)
Keep records of testing for at least 5 years

Free standing equipment is unlikely to be classified as estate property and individual departments shall be responsible for arranging suitable inspection and testing regimes where appropriate. 

3.4
Heads of Department 

Heads of Department shall:

a)
Appoint sufficient and suitable nominated assessors according to the needs of 
their department.

b)
Ensure that systems are in place to control the purchasing or introduction into the department of substances hazardous to health. A register of hazardous substances shall be kept within the department for this purpose.

c)
Ensure that systems are in place to comply with this policy.

d)
Ensure that adequate resources are made available to implement this policy. In particular Heads of Department shall: 

· allocate sufficient resources to install and maintain effective control measures in accordance with statutory requirements

· provide training for staff to comply with this policy.

e)
Seek confirmation from departmental staff that arrangements are still effective.  This duty shall be discharged by submitting  an annual report to the University’s Health and Safety Committee when requested to do so by the Health, Safety and Environment Office. 

3.5
Departmental Safety Officers (DSOs)
DSOs shall:

a)
Monitor the effectiveness of any control measures and make recommendations to the Head of Department as necessary. In particular DSOs are expected to:

i)
monitor that all hazardous substances are introduced into the department in accordance with departmental policies and that the departmental register of hazardous substances is maintained

ii)
periodically inspect risk assessment documentation to verify that suitable and sufficient assessments are in place. 

iii)
ensure that fume cupboards are used appropriately, that members of staff are trained in their safe use and that problems with fume cupboard performance are promptly reported to the helpdesk of the Facilities Management Department . Fume cupboards found to be below the standard appropriate for the type of use are to be taken out of use pending repair.
iii)
verify that plant, equipment and engineering controls are maintained in accordance with the agreed schedule

 iv)
liaise with departmental COSHH assessors to verify that suitable working practices have been adopted.

b)
Liaise with the Occupational Health Service to arrange health surveillance as 
required.

c)
Report accidents involving exposure to substances hazardous to health to the Health, Safety and Environment Office.

3.6
Nominated departmental COSHH assessors (NB These nominations shall be  made by the Heads of Department/ Heads of Support Services to suit the individual needs of their departments)
COSHH assessors shall:

a)
Identify substances within the workplace that are substances hazardous to health.

b)
Carry out suitable and sufficient assessments of exposure to substances hazardous to health and record the assessment using the University’s COSHH form – see Appendix A  or other approved recording method. 
c)
Identify suitable control measures and monitor the ongoing compliance with 
the control measures.

d)
Liaise with the Health, Safety and Environment Office to request that 
workplace monitoring is carried out where appropriate.

e)
Rectify deficiencies or report problems to the DSO as necessary.

f)
Provide sufficient information, instruction and supervision to employees and students to ensure that they are able to work safely with substances hazardous to health.
3.7
Employees and students
Employees and students shall:

a)
Attend training as requested by the DSO.

b)
Inform supervisors if hazardous substances are to be brought into the department other than by the Department’s own procurement procedures.

c)
Cooperate with the University to implement any control measures identified in the COSHH risk assessments.

d)
Report any defects or deficiencies in these measures (e.g. problems with personal protective equipment or concerns regarding the effectiveness of engineering controls.)

e) 
Dispose of unwanted hazardous material in accordance with departmental 
arrangements.

4.
Definitions

a)
Control of Substances Hazardous to Health Regulations 2002 

These Regulations (SI 2002/2677) may be cited as the Control of Substances Hazardous to Health Regulations 2002 and came into force on 21 November 2002.

b)
Substances hazardous to health are:

· 
Substances or mixtures of substances classified as dangerous to health under


the Chemicals (Hazard Information and Packaging for Supply) Regulations


2002 (CHIP). These can be identified by their warning label and the supplier


must provide a safety data sheet for them. 

or

·  
Substances with workplace exposure limits that are listed in the HSE 
publication EH40/2005 Workplace exposure limits.
or

Biological agents (bacteria and other micro-organisms), if they are directly
connected with the work, or if the exposure is incidental to the work.

or

· 
Any kind of dust if its average concentration in the air exceeds the levels


specified in COSHH.

or

· 
Any other substance which creates a risk to health, but which for technical


reasons may not be specifically covered by CHIP This includes: asphyxiants 
(i.e. gases such as argon and helium, which, while not dangerous in 
themselves, can endanger life by reducing the amount of oxygen available to 
breathe), pesticides, medicines, cosmetics, substances produced in 
chemical processes or a substance that becomes hazardous as a consequence of 
a working practice.

This policy does not apply to:

· Lead

· Asbestos

· Radiation

· Substances which are hazardous only because they are at high pressure, are at extreme temperatures or have explosive or flammable properties

· Biological agents that are outside the employer’s control e.g. transmission of the common cold through social contact in the workplace.

c)
Risk Assessment
Regulation 6 of the COSHH Regulations requires that no work is carried out which is liable to expose any employee to any substance hazardous to health unless a suitable and sufficient risk assessment has first been carried out and appropriate control measures have been implemented. The University’s COSHH assessment form may be used to record this assessment and it is attached as Appendix A to this document. Guidance on completing the form is given in Appendix B.

5. 
Further Reading

· Control of Substances Hazardous to Health (5th Edition) Approved Code of Practice and Guidance L5  ISBN 07 17628913 

· COSHH a Brief Guide to the Regulations INDG136 

· EH40/2005 HSE guidance on Workplace Exposure Limits for hazardous 


substances 

· List of abbreviations, symbols, risk and safety phrases – classifications made under the CHIP regulations

· BS EN 14175 European standard on fume cupboards (replaces BS 7258)

· University guidance on respiratory sensitizers and health surveillance
· University policy on pathogens  

· University policy on Blood Borne Viruses
· Blood borne viruses in the workplace INDG 342
· COSHH ESSENTIALS  -  a web based interactive tool provided by the HSE for making COSHH assessments of proprietary chemicals and some industrial processes. This tool, while not flexible enough to carry out all university COSHH assessments, provides some useful generic information on appropriate control measures. Assessors are recommended to use it wherever possible to supplement and validate their own COSHH  assessments. Guidance on the tool is available from the HSE as a hard copy – see HSG 193
· Advisory Committee on Dangerous Pathogens - The approved list of biological agents – working with any biological agent listed in this document requires COSHH assessment and specified controls to be put in place
· Biological agents: Managing the risks in laboratories and healthcare premises 
· The management, design and operation of microbiological containment laboratories (ISBN 0 7176 2034 4 – HSE priced publication available from HSE books.)  
· HSE publications and website - infections at work
· HSE publications and website - Use of chemicals
NB Many priced publications can be obtained free of charge from British Standards online and OHSIS databases, University library website (ATHENS password required). See  info4education

Appendix A

ENHANCED COSHH ASSESSMENT FORM
 Record Ref No………..........
	Department:                  


	 Area/Process/Project:

	DATA (Tick / insert data from data sheet or other source)

Please append the supplier’s data sheet to this assessment or state your alternative reference source
	RISK RATING

Use tables 1,2,3)

	CHEMICAL NAME:

______________________

W.E.L. ______
	Very toxic


	Toxic


	Corrosive


	Irritant
	Harmful


	Flammable
	Toxicity Rating

   Class ___
	RISK:

(Circle response)

1. EXTREME

2. HIGH

3. MEDIUM

4. LOW

	Risk Phrases:

1.

2.

3.

4.
	Safety Phrases:

1.

2

3

4
	Amount used (kg or l / day)
	Physical state
	Period of use (hrs/day 
	Is containment:

Closed

Semi closed

Open


	Routes of exposure:

Skin

Inhaled

Ingested


	Exposure Potential

(Circle response)L    M     H
	

	CHEMICAL NAME:

______________________

W.E.L. _____
	Very toxic


	Toxic


	Corrosive


	Irritant
	Harmful


	Flammable
	Toxicity Rating

   Class ___
	RISK:

(Circle response)

1. EXTREME

2. HIGH

3. MEDIUM

4. LOW

	Risk Phrases:

1. 

2.

3.

4.
	Safety Phrases:

1.

2

3

4
	Amount used

(kg or l /day)
	Physical state
	Period of use
	Is containment:

Closed

Semi  closed

Open


	Routes of exposure:

Skin

Inhaled

Ingested


	Exposure Potential

(Circle response)L    M     H
	

	CHEMICAL NAME:

______________________

W.E.L. _____
	Very toxic


	Toxic


	Corrosive


	Irritant
	Harmful


	Flammable
	Toxicity Rating

   Class ___
	RISK:

(Circle response)

1. EXTREME

2. HIGH

3. MEDIUM

4. LOW

	Risk Phrases:

1.

2.

3.

4.
	Safety Phrases:

1.

2

3

4
	Amount used

(kg or l / day)
	Physical state
	Period of use
	Is containment:

Closed

Semi closed

Open


	Routes of exposure:

Skin

Inhaled

Ingested


	Exposure Potential

(Circle response)L    M     H
	


Comments based on the conditions of use:
Method of use: …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Present containment: 
……………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Current work practices ……………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Result of air monitoring (if relevant): 

….....................................................................................................................................................................
Other hazards and considerations 
	
	
	
	
	
	

	electrical
	mechanical
	fire
	explosion
	radiation
	Other specify……………………………..


Assessment Conclusions:

	Use existing written protocol or any instruction as specified below (Attach a copy of the protocol to this COSHH assessment.)
	

	Do not use or substitute for a less hazardous material
	

	Modification of work practices/substitution etc:

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	Special precautions/control measures/PPE:

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	Special storage/handling:

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	Disposal method:
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	Procedure in the event of a spillage:

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	First aid:

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	Further air monitoring required:
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	Written protocol required:

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	Existing protocol to be referred to:

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

	Health Surveillance (where applicable):

1.Persons identified    _________________________________________________________________

2.Type of surveillance_________________________________________________________________

	Date:


	Assessor’s Signature:
	Review Date:

	Student’s Signature:


 Appendix B
Guidance on making health risk assessments under the Control of Substances Hazardous to Health Regulations 2002.

General points for consideration: 
1. 
An assessment of the risk of exposure, its nature and its degree needs to be made and 
recorded on the standard COSHH assessment form. NB Departments may elect to record 
their assessments using other approved formats such as electronic databases. Approval 
for the use of alternative records must be obtained from the University HS and E office.
2. 
Dependent on outcome of the assessment the substance may need to be replaced by a less harmful substance or failing this to be used in a closed system. Or where this is not technically possible the exposure must be reduced to as low a level as is possible.

3. 
Suitable procedures need to be formulated to deal with any situations of abnormal exposure or emergency conditions that are in any way foreseeable.

4. 
Appropriate monitoring should be instigated as necessary to determine any occupational exposure and this will be co-ordinated by the Health, Safety & Environment Office. Any health surveillance procedures (if there are any available), need to be adopted and initially this should be discussed with the Health, Safety & Environment Office who will co-ordinate and advise as necessary.

5. 
Adequate information concerning the hazardous nature of the substance and risks to health needs to be obtained and the Health, Safety & Environment Office will provide such information if this is not available from departmental sources as well as training and instruction necessary to individuals if requested by the Department

Steps to risk assessment
Step 1
identify all hazardous substances that fall within the meaning of section 4b
Step 2   


obtain sufficient information to enable an assessment to be made – use 


the supplier’s safety data sheet, information in HSE guidance EH40/2005 or other 
reputable reference source

Step 3  

consider the hazards of the substance and assign a hazard classification (low 

– extreme) based on table 1(your data sheet will provide toxicity data. Risk phrases 
and information indicating if the substance is harmful, irritant, corrosive, toxic or very 
toxic 

Step 4  

assess the exposure potential for the material based on the amount used, its 

volatility/physical form and the manner in which it is handled and used – see table 2
Step 5   


use the two pieces of information derived from tables 1 and 2 to identify the 



risk classification according to the matrix shown in table 3. 

Step 6


determine appropriate control measures and implement these effectively.
Table 1    Toxicity/Hazard Rating - Guidelines for determining hazard categories

	Classification
	Description of this classification



	Class 1 EXTREME


	See list below *

	Class 2  HIGH

	Any substance defined by CHIP as toxic after repeated or prolonged exposure and given the risk phrase R48 or which meets the same toxicity criteria – see HSE publication L131

Any harmful substance given the risk phrase R68 (possible risk of irreversible effects

Any corrosive substance given the risk phrase R35

	Class 3  MEDIUM

	Any substance defined by CHIP as Harmful or Irritant (Given the symbol Xn or Xi) R20, R21 R22, R65)

Any corrosive substance given the risk phrase R34 

	Class 4

LOW


	Low toxicity or not subject to any labelling criteria defined by CHIP but still potentially harmful 


* categories of substances with EXTREME classification:
1. A carcinogen; that is a substances that is described by the Risk Phrase R45 "may cause cancer" or R49 "may cause cancer by inhalation", or R40 (Limited evidence of a carcinogenic effect) or that is described in other reliable sources as a cancer suspect agent. 
2. All mutagens  i.e.  all substances with Risk phrase 46 or 68 or other substances believed to have similar properties
3. Very toxic (T+) or poison; substances that are described as Very Toxic (by the criteria given in the HSE publication: Approved Classification and Labelling Guide L131) or as poisons (e.g. Risk Phrases R23 to R29, R31-R32). This is especially applicable to those agents that are acutely toxic because here a single dose can cause serious damage. Compounds of unknown toxicity should be included in this group.

4. A Sensitizer i.e. Risk Phrases R42 or R43  
5. Explosive; (e.g. Risk Phrases R1 to R6, R9, R16, R44) this term would cover any endothermic compounds which can detonate, e.g. many solid or gaseous diazo compounds, some compounds containing nitro, nitroso or other groups which make oxygen available to carbon or hydrogen in the compound, or solutions which contain fuel/oxidant mixtures, e.g silver perchlorate in ethanol (perchlorates have caused many accidents and all work with solid perchlorates, perchlorates in organic media, or with perchloric acid except in <4M aqueous solution, requires elaborate safety precautions). 
6. Normally pyrophoric; (e.g. R17) this would definitely include silane or phosphine or potassium metal. Substances like lithium aluminium hydride which can be pyrophoric but which are frequently handled without catching fire, can be classified as class 2 if workers have sufficient experience/knowledge.

7. Described by any of these Risk phrases (or combinations):
	R33
R39
R47

R48

R60

R61

R62

R63
	Danger of cumulative effects

Danger of very serious irreversible effects

May cause birth defects

Danger of serious damage to health by prolonged exposure

May impair fertility

May cause harm to the unborn child

Possible risk of impaired fertility

Possible risk to the unborn child 


Table 2 - Typical basis for estimating exposure potential

	
	Score

	
	1
	10
	100

	A
	Quantity of Substance


	Less than 1g
	1-100g
	100g+

	B
	Physical State
	dense solids; 

non-volatile liquid; no skin absorption
	Dusty solids,

lyophilised solids,

volatile liquids, low skin adsorption
	Gases, highly volatile liquids, aerosols, solutions that promote skin absorption

	C
	Characteristics of

Operation
	Then material is predominantly used in an enclosed system with a low chance of mishap


	Partially open

system, low chance of mishap
	No physical barrier: 

Any operation where the chance of mishap is medium or high




Exposure potential is estimated by multiplying the individual scores A x B x C.

	Score A x B x C 
	Exposure Potential

	< 1000
	Low

	1000 - 10000
	Medium

	> 10000
	High


Note:

Time factors, such as frequency and duration of the activity should also be considered. Short duration tasks, involving a few seconds exposure at infrequent intervals, should not affect the initial estimate, whereas continuous operations on a daily basis would probably raise the estimate to the next higher category.

Table 3 -Classification of risk and identification of containment regime/control measures 

( NB:  Risk = Hazard X Exposure Potential)

	
	Exposure Potential (see table 2)

	Hazard

(see table 1)
	Low


	Medium
	High

	Extreme


	Extreme: 

address this case individually
	Extreme: 

address this case individually
	Extreme: 

address this case individually

	High


	Medium
	High
	High

	Medium


	 Low
	Medium
	Medium

	Low


	 Low
	 Low
	 Low


Containment regimes determined from the above RISK RATING:

Low 

Open bench/environment

Medium 
General fume cupboard (or other specially vented area)
High

Specified fume cupboard 

Extreme
Unique arrangements must be put in place which meet the highest level of containment practicable and which must not permit exposure over a Workplace Exposure Limit (WEL.)  It is necessary to specify any additional controls required to use this material safely. The assessor must discuss these controls with the persons exposed to the substance. Monitoring must be carried out to ensure that the controls are effective. If there is reason to doubt the adequacy of the containment to control the risks further advice should be obtained (e.g. from an occupational safety and health specialist). This assessment must be reviewed annually and countersigned by another COSHH assessor.































































Health Safety and Environment Office
Author:        Cathy Moore











   Revision: 1   (Dated 29/04/08)
This document forms part of the University Health & Safety Policy.
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