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1.0 PURPOSE

This Policy is to provide guidance and control measures in the operation and maintenance of Fume Cupboards and Local Exhaust Ventilation (LEV) systems. This policy should be read in conjunction with all references within this document. 
This policy has been created to assist in the management of processes in accordance with the COSHH Regulations.
2.0 SCOPE

This policy applies to all areas and installations on the Loughborough University site for which Facilities management is responsible for operation and/or maintenance of fume cupboard and LEV systems. 
3.0 REFERENCES
Health and Safety at Work etc Act (1974).

COSHH Regulations (2002) as amended.

Management of Health and Safety at Work Regulations 1999

The Safety Representatives and Safety Committees Regulations                    1977.

Health and Safety (Consultation with Employees) Regulations 1996.
Reporting of Injuries, Diseases and dangerous Occurrences Regulations (1995)

LU and FM Health, Safety and Welfare Policies
BS EN 14175 parts 1-6: Fume Cupboards
HSG 258 Controlling airborne contaminants at work – a guide to LEV.
4.0 DEFINITIONS

Fume Cupboard – a ventilated enclosure where chemicals that have or produce dust, mist, fumes, vapours and gas can be handled or kept.
Local Exhaust Ventilation (LEV) – Engineering control system to reduce exposure to airborne contaminants such as dust, mist, fume, vapour and gas.

Discharge Point – this is where the contaminated extract air is released to a safe place with no risk of ot re-entering the workspace.
Written Scheme Procedure – A site specific technical document, which defines the control measures and procedures to maintain efficient and effective control of its fume cupboards and LEV’s. FM Document ref PRO1.003.
5.0 RESPONSIBILITIES

5.1 Organogram
The following Organogram indicates the lines of responsibilities relating to this policy. This is a pictorial representation of the lines of communication between those with responsibility.
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5.2 Roles

There are a number of roles which are undertaken at Loughborough University in the management of Health & Safety pertaining to Fume Cupboards and LEV’s.
Vice Chancellor – Loughborough University Duty Holder - a person on whom the statutory duty falls.
Director of Facilities Management (FM) - A person appointed by Loughborough University to take managerial responsibility for the overall execution of this policy.

FM Duty Holder -  A person appointed by the Director of FM in writing, to take managerial responsibility for the implementation of FM policy and procedures at the University.
FM Nominated Deputy - A person appointed by the Duty Holder in writing to take managerial responsibility for the implementation of policy and procedures as specified.

Maintenance Contract Service Provider – A company specialising in Fume Cupboard and LEV testing and maintenance, contracted to provide a service to the site. The contract is established and administered in conjunction with the Duty Holder and the service provider. 

Project Manager: A person/s appointed to manage the construction of new buildings and refurbishment of existing installations.
FM Helpdesk: The department responsible for receiving calls and processing maintenance works instructions for remedial works
Health, Safety and Environment Manager – A person who is responsible for advising on all matters Health, Safety and Environment 
Deans of Schools - A person appointed by the company to take managerial responsibility for the overall execution of this policy with respect to the processes within their departments that are not managed by FM.

Operations Managers (Nominated Responsible Persons) -  A person appointed by the Dean of School in writing, to take managerial responsibility for the implementation of FM policy and procedures with respect to the processes in their department at the University that are not managed by FM.
Schools Nominated Deputy - A person appointed by the Operations Manager to take managerial responsibility for the implementation of policy and procedures as specified.
Associated Company Director – Section or Tenant e.g. Sports Development Centre, Tenants etc. - A person appointed by the company to take managerial responsibility for the overall execution of policy with respect to the processes within their departments that are not managed by FM.

Associated Company Manager  - Nominated Responsible Persons -  A person appointed by the Director in writing, to take managerial responsibility for the implementation of policy and procedures with respect to the processes in their department or business at the University (Part 1 Section 39) that are not managed by FM.
Associated Company - Nominated Deputy - A person appointed by the Associated Company Manager to take managerial responsibility for the implementation of policy and procedures as specified.

5.3 Responsibilities

Director of FM will:

Appoint and ensure the competency of the Duty Holder, by ensuring that the person has suitable ability, experience, training and resources to enable them to carry out the role.
Check content and guidance of this Policy and the Written Scheme.

Ensure that these are available and accessible for all persons with responsibilities under this policy.

Any modifications to this policy are carried out in consultation with the Duty Holder and the Health, Safety and Environment Manager. 

 FM Duty Holder will:

Review and update this Policy when appropriate.
Appoint and ensure competency of FM Nominated Deputies by ensuring that the person has suitable ability, experience, training and resources to enable them to carry out the role.
Ensure that a Risk Assessment to manage risk is in place and that actions identified for minimising the risk listed in the Risk Assessment are reviewed and actions undertaken accordingly and recorded. 
Ensure that the Risk Assessment is regularly reviewed.

Communicate by whatever means suitable, information to the employees with regards to relevant information on the risks and control measures being undertaken.
Chairing appropriate reviews and forums. 
Undertake periodic review and ensure that an audit of this policy and associated written scheme is undertaken. This review should also include the policy and procedures of other key department and tenants.
Check any modifications or changes to existing installations are carried out under the site change control process and that all associated drawings, Risk Assessments and testing schedules are updated. 

FM Nominated Deputies (s) will: 
Take day-to-day responsibility for undertaking the procedures whilst controlling any identified risk in line with the Written Scheme reference PRO1.0003. 

Carry out periodic H&S reviews to ensure all Risk Assessments are in place, completed and comply with current regulations.
Review the Risk Assessment and control measures whenever there is a reason to suspect that they are no longer valid. i.e. when an area of the building is taken out of use. 
Ensure immediate action in response to out of specification results. Advise the department operating the system of the results and remedial actions being undertaken.
Ensure that all planned PPM work and remedial works undertaken is carried out on time, to specification and are recorded.
Create work orders and raise notifications for remedial work
Appoint suitably qualified Maintenance Contract Service Providers to undertake the specified maintenance and monitoring as agreed with the Duty Holder. To monitor the performance of the Service Providers through regular reviews and audits.
Ensure that contract performance reviews are carried out on a regular basis where suitable Key Performance Indicators (KPI) will be used to improve all aspects of the contract. 

Check any modifications or changes to existing installations are carried out under the site change control process and that all associated drawings, Risk Assessments and testing schedules are updated. 
Maintenance Contract Service Provider will:-
Have a suitable and sufficient management structure to ensure professional competence at all times. 
Ensure that appropriate task-based risk assessments are carried out prior to commencing works.

Ensure that all their personnel are competent, suitably trained, certificated and experienced, and have the necessary equipment to carry out their duties in line with the Written Scheme. (PRO1.0003)
Complete work schedules and tasks within an agreed timeframe.
Provide certification and records within an agreed timeframe.

Provide corrective recommendations immediately, in the event of an out of compliance issue. 
Inform the FM Maintenance if physical access or operations cannot be completed
FM Helpdesk will: 
Process fault calls relating to the systems to the maintenance technicians
Health, Safety and Environment Manager will:-
Work with site Occupational Health Centre Staff to carry out effective assessment of individuals exposed to fumes during the operation of the equipment
Advise site management, in writing, the requirement to report such cases under RIDDOR legislation.
6.0 CONTROL PRINCIPLES

The control principles listed below are written to match the lifecycle of the fume cupboards and LEV systems, starting with design / installation, and finishing with decommissioning and removal.
6.1 Installation
The installation or refurbishment of any Fume Cupboard or LEV system should be undertaken in accordance with current FM installation specifications.
Particular attention is to be paid to the appointment of suitable contractors, the design in accordance with regulations & guidance, appropriate installations for the contaminants identified to be used, the co-ordination of the works between FM, School and contractor and Health, Safety & Welfare of building users, employees and contractor.

All installation works are to be managed by a representative of FM.
6.2 Commissioning

On completion of the installation the system must be commissioned prior to handover. The trained commissioning engineer will take measurements in accordance with relevant guidance and compare with design intent. The commissioning engineer will attend to non-compliances. The results are to be recorded and presented to FM as part of the Operating and Maintenance (O&M) manuals. This manual shall also include a risk assessment, schematic diagram of the system, records of installation and details of maintenance procedure in accordance with FM standards on the provision of O&M information.
When the equipment has been commissioned and is ready for operational use, FM shall ensure that suitable and sufficient training is given to the receiving School by the installer of the equipment.  This training will involve the School Senior Technical Officer (STO) being briefed by the installer on the equipment, including what to do in the event of an emergency.  Any relevant documentation, including drawings, capabilities of the system etc. shall also be provided to the School STO and it will be their responsibility to store this in a retrievable format.  

6.3 Operation and use of the fume cupboards & LEV’s

There are different types of fume cupboards and LEV’s in use throughout LU.  Any subsequent training of end users (students, researchers and technical staff etc.) in how to safely use the fume cupboard shall be the responsibility of the School, and they shall induct / train end users accordingly. It is expected that this training will include some of the items listed below (non-exhaustive list):

· How to switch on the fume cupboard
· The capabilities of the system, including the designed air velocity withdrawal speed, and in some cases what materials are not to be used in the fume cupboard
· How to safely use the fume cupboard
· How to spot and report faults to their supervisor

· How to switch off the fume cupboard after use
For undergraduate use, the school technical staff prepare the equipment and ensures the environment is safe to work in.  Academic staff are responsible for the supervision of undergraduates.

Researchers are responsible for undertaking and recording a risk and COSHH assessment, and submitting it to their supervisor and School Safety Officer (SSO) for approval.  
For the safe use of LEVs, diversification notices shall be displayed where identified across the campus where the capacity of the LEV system is insufficient to cope when all substance-producing machines are operational at the same time.  It shall be the responsibility of the end user to follow these diversification parameters to ensure hazardous substances are being removed. Relevant local rules are displayed in these areas.
The Environment Agency has not produced any guidance specifically for the operation of fume cupboards as “it is unlikely that laboratory scale operations produce sufficient fume discharge to merit inclusion in environmental regulations”.  Therefore the use of fume cupboards for day to day laboratory experiments is not controlled by environmental legislation, however under no circumstances should fume cupboards be used for the large scale “disposal” of volatile compounds or substances.  Guidance on the disposal of Hazardous Waste is provided by LU Environment policies and guidance notes.
6.4 Maintenance/Testing

In order to ensure that the fume cupboards and LEV’s continue to operate in a satisfactory manner a maintenance contract will be set up with a Service Provider experienced in the maintenance of such equipment. 

The schedule of inspection and maintenance is to comply with BSEN 14175 parts 2 with additional requirements as specified by Loughborough University in the contract document. 

The intention is for the Service Provider to issue air velocity test certificates and test reports for each fume cupboard/system.
All defects in operation shall be reported to the Supervising officer.

In the event of maintenance being required on either a fume cupboard or near it’s discharge point or on the roof generally, FM would contact the STO in advance (i.e. the day before in the event of planned works) to inform them of the works.  The STO would have a responsibility to manage the risk of exposure to persons on the roof.  This may involve either ceasing the operation of the fume cupboards, or agreeing with FM a rescheduled date for the works. A formal handover of the system from the School to FM shall be made, and the equipment isolated from use
6.5 Malfunctions

In the event of a malfunction, breakdown or failure of the Fume Cupboard or LEV system, the users are directed to contact the STO and the FM Helpdesk. FM engineers will attend in the first instance to deal with mechanical or electrical causes.
If it is determined that the unit is non-compliant or further works are required, the service provider or other FM Approved contractor will be contacted.

During the period of non-operation the unit should be isolated and notices erected by the STO to identify that the unit must not be used in accordance with written procedures.
The School is responsible for briefing the normal end users that the equipment will be out of use for the agreed time.  When the repairs have been completed, FM will be responsible for contacting the STO to enable the reinstatement of the equipment.
6.6 Alterations

If the School wishes to alter any part of the fume cupboard system, the STO shall contact the FM team by initially making contact with the FM Helpdesk and request a meeting to discuss their requirements.  The School is not authorised to make any alterations themselves. Alterations are to be undertaken in accordance with section 6.1 & 6.2 of this policy to ensure a safe and compliant system.
In the event of the fume cupboards being taken out of use to enable alterations by FM to take place, a formal handover of the system from the School to FM shall be made, and the equipment isolated from use.  The School is responsible for briefing the normal end users that the equipment will be out of use for the agreed time.  When the alterations have been completed, FM will be responsible for the installer to train the STO and handing over any documentation in the established manner, and then the STO is subsequently responsible for briefing the end users and safe operation, again in the established manner.

6.7 Decommissioning & removal
At the end of the lifespan of the fume cupboard, or when repairs / alterations to the system are prohibitively expensive, the STO shall agree a system closure date with FM and end users informed when the last operation date will be.  Once operation of the fume cupboard has ceased, the system shall be isolated and works undertaken to remove the system, or render it inoperable.  This de-commissioning work shall be undertaken by specialists under the management of FM, and all materials disposed of correctly, with particular focus given to the correct disposal of hazardous materials.

6.8 Risk Management
All Risk Assessments shall be carried out by approved competent persons. 
Such Competent persons shall be able to demonstrable competence and experience of Risk Assessment.  

Risk assessments shall identify recommendations according to the following criteria:

· Any remedial works that may be required to ensure the system meets the current COSHH legislation.

· Identify scheduled maintenance checks/tasks and records that shall be adhered to in order to comply with current legislation and reduce the risk to an acceptable level.

Risk assessments should include an up-to-date line diagram of the system and consideration of the population at risk should also be made.

The risk assessment shall be reviewed whenever there is reason to believe that it is no longer valid (e.g. due to changes in plant, equipment or new information about risks or control measures).
6.9 Audit and Review

The process shall be reviewed by the team on a regular basis. A periodic independent audit shall be undertaken. Any discrepancies will be highlighted and actions identified to address the issues, including making improvements to the process where necessary.  

Details of what the audits and reviews encompass shall be detailed in the relevant written scheme PRO1.003.
7.0 DOCUMENT MANAGEMENT
7.1 Policy and Written Schemes
This policy and associated written scheme are to be made available for the Facilities Management Department through the FM website. 

Changes to the documents are to be made only by the FM Duty Holder and under approval of the FM Director & FM Health and Safety Committee.

7.2 Risk assessment

The risk assessments and reviews are to be kept in electronic format on the FM X drive for access for management, nominated deputies and project managers on a building by building basis. 

The action plans associated with the risk assessments are also to be kept on the X drive.

The risk assessments may also be kept on a web based system as provided by the competent persons undertaking the contract to provide the risk assessment.

The risk assessments will be made available to those outside the FM department on request.

7.3 Service records

The routine monitoring and maintenance results are to be kept in electronic format on the FM X drive on a contract by contract basis.

The service records will be made available to those outside the FM department on request.

Service and monitoring records provided by others for systems at LU will be held on the FM X drive.

8.0 VERSION CONTROL
	Version
	Description of Change
	Changed By
	Date

	01d
	First issue of principle document
	Claire Collier 
	5/12/2011


	02d
	Second issue of document with the following sections added: final part of commissioning, operation and use, alterations, decommissioning and removal, audit and review.
	James Stapleton
	15/12/11

	03d
	Changes made following consultation of use / operation section with Ray Barton (STO, Chemistry Building).
	James Stapleton
	19/01/12

	04d
	Environmental statement added in the operation / use section
	James Stapleton
	30/01/12

	05d
	Addition of sections on installation, commissioning and malfunctions. Minor changes to body of text. Addition of some definitions. Clarification of reference documents.
	Claire Collier
	10/2/2012

	01
	First issue of final document (specific reference to LU Environmental policies removed) for presentation at H&S Committe
	Claire Collier
	15/2/2012
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