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	Work Package Details:

	Project Name:
	The Old Clyne Primary School, Llety - Dafydd, Clyne, 
Neath. SA11 4BW

	Principle Contractor:
	K C Plant Services (Swansea) Ltd.

	Responsible Contractor:
	K C Plant Services (Swansea) Ltd.

	Programme Dates:
	Start
	T.B.C
	End
	T B C



	Document Approval:

	Document prepared by:
	Name:
	John Jones

	
	Title:
	HSE Manager

	
	Signed:
	

	Appraised by:
	Name;
	Kevin Maughan

	
	Title:
	Managing Director  K C Plant Services

	
	Signed
	

	Approved by Client or Specialist
	Name:
	Jim Slater JC Securities Ltd

	
	Title:
	Client

	
	Signed:
	

	
	Date:
	



A   Work package Details 
A 1 Description and sequence of works
The main works to be carried out by K C Plant Services (Swansea) Ltd comprises of the demolition works of the buildings that remain on site, together with the grubbing up of concrete slab foundations.  The undertaking of excavation and drainage works for the new development and the on-site crushing of inert materials, such as brick, block & concrete arising’s etc on site for recycling as Type 1 material. Excavations for foundations.  

Though the principles we propose for the purpose demolition works will be followed personnel & equipment may be changed.
AS the project progresses this document may change therefore the document status will also be changed and recorded.    

A 2 Resources
A 2.1 Resources
	Title:
	Address Details:
	Contact Details:

	Client:
	Mr JC Securities
	Name
	JC Securities

	Principal Designer:
	JC Securities
49, Bryn Eglwys Gardens
Newton
Porthcawl
CF36 5R
	Tel
	07856 310325

	
	
	E mail
	jcsecurities@hotmail.co.uk

	
	
	Web
	

	Structural Engineer:
	Roger Casey Associates 
	Tel
	01267 222646

	
	
	E mail
	office@rca-eng.co.uk

	
	
	Web
	www.rca-eng.co.uk

	Principal Contractor:
	K C Plant Services (Swansea) Limited
	Tel
	07808398734
07885986467                                                                                                   

	
	
	E Mail
	kcplant@hotmail.com

	
	
	
	

	
	
	
	

	
	
	
	



A 2.2 Envisaged Plant to be used:-
	Plant:
	Use:

	1X20t Excavator with attachments
	Demolition & waste handling

	1X 8T Excavator with attachments
	Demolition & waste handling

	1 X 10T forward tipping dumper
	Moving soil & materials rubble

	2 X Tractor & Tipping Trailers
	Moving Materials

	Mobile elevating work Platform MEWP
	Access for working at height

	Tractor & Water bowser
	Dust suppression

	Mobile crusher
	Crushing material for Type 1 TBA

	Mobile Screen
	For screening & sizing material TBA

	
	

	
	






A 2.3  PPE 
As a minimum all site personnel and visitors will at the site Induction will be briefed and supplied with (Please See appendix 1 PPe)
Hard Hat
Safety Footwear 
Hi/Vis Vest-jackets
Light eye protection
Gloves 
Task specific PPE may be required, if so this will be covered under the risk assessment for the task. (see appendix 1)
Refuelling Plant
1/. All refuelling of plant will be carried out with our refuelling bowser which is 110% Bunded and no fuelling will be carried out with drums.  This Bowser will be removed from site each night. 
2/. At all times the appropriate emergency spill kits will be carried with the bowser and firefighting measures.
3/. All Excavators have Biodegradable Hydraulic oils as standard.
4/. All static plant will be fitted with drip trays and Plant nappies as standard.
5/. Fuel will always be stored safely locked and away from water courses.
6/. Petrol for small machinery will be stored in the COSHH stores.

 Segregation
1/. Where possible a traffic 1-way system will be developed.
2/. An unloading area will be segregated for deliveries.
3/. Pedestrian route from the parking area to the welfare area will be established.
4/. Pedestrian route from the welfare to work area will be established.
5/. An exclusion Zone will be established when the excavator is demolishing the area



B  Site Access & Boundaries
B 1 Site Access/Boundaries
Where the Client has not installed a wooden Feather edge fence, a Haras fence has been installed by the client.   K C Plant Services will ensure that the site is secured by using a combination of 2metre high anti-climb security fencing panels that are secured by double clip fixings systems, and a combination of close boarded hoarding fencing in sensitive areas to secure the boundary. This fence will be checked each morning and at the end of each working day
K C Plant Services will erect safety & warning signs with courtesy information boards prior to starting work.
Access to the site will be from the B4434 North of the existing school entrance and we will establish a site compound area on what is known as the playing fields are of the former Primary school.
During the demolition phase manpower on site will not exceed 5 persons and it is proposed to site a welfare area that would adequately coincide with the normal & Coronavirus stipulations for social distancing and welfare facilities

B2 Demolition Phase
We will operate to BS6187:2011 Code of Practice for full or partial demolition
Prior to K C Plant Services involvement with the project a soft strip has been undertaken and all valuable salvage has been removed.
The Client has obtained a shared Asbestos survey report of the site which confirms there are no areas containing Asbestos material remaining on site.
Due to the previous contractors’ involvement on site it can be stated that the soft strip element and isolation of any services has been already completed.  This action may have an adverse effect on the stability of the existing structure.
The stability of the structure depends on the interaction between the component parts, and we will consult with structural engineers on our proposals for the sequencing of demolition to minimise the risk of premature and unplanned collapse.
The normal practice for demolition is the reverse of the construction sequence, and to this intent and purpose the roof coverings have been removed. 

B3 Restricted Areas & Safe areas
KC Plant will follow the code of practice for demolitions BS6187:2000 when establishing exclusion zones.
The exclusion zones will be made up of four areas:-
1/. Building structure footprint.
2/. Designed drop zone.
3/. Predicted debris area.
4/. Buffer zone.
During debris dropping a radius of 6 metre radius of 50% of the drop height whichever is the greater value will be established.
K C Plant Services will ensure that a 6 metre minimum width from the face of the building being demolished will be allowed for to de-rig. 
Our next planned phase will be to use long reach excavators to piecemeal remove any timber structures.  Timber will be segregated into an organised area for preparation for reuse or placed into a waste skip marked for wood.
This structure does not include pre-or post-stressed concrete.
Demolition techniques will be by piecemeal demolition by machine commencing with gable walls.
· Demarcation of restricted area and exclusion zones will be established, with operatives clear and the building access points secured.
· Using the 20T 360˚ excavator with selector grab attachment in the exclusion zone under the control of the banksman, using a 2 way radio for clear communication with the machine operator, we will reduce the gable walls to slab level in a progressive and controlled manner, ensuring stability and safety throughout.  We will reset the exclusion zones as the work progresses.  WE will also use wate minimise the dust in the area during demolition activities.
· Arising’s consisting of brickwork/concrete will be loaded into tractor/trailer by one of the 360˚ excavators and moved to the agreed crusher area.
Excavation of the Slab
K C Plant Services will undertake a CAT scan to detect if there are any underground buried services within the concrete slab. WE do not anticipate detecting any services and for the purpose of the original version of the demolition phase we will proceed on the basis of there being no services.
Note* In the event of services being found we will amend this document before proceeding.
· Working in an exclusion area we will use the 20T 360˚excavator fitted with a concrete breaker to break the slab.
· WE will reset the exclusion zones as the work progresses.  We will use water sprays to minimise the dust during the demolition and work phases accordingly.
· We will continue to grub up the slab in a pattern format one of the 360˚ excavators will load the trailers and the tractor trailer will move the debris to the crusher area.

B 4 Crushing Operations
[bookmark: _Hlk55483359][bookmark: _GoBack]K C Plant Services will apply all the requirements within the British Standards BS5228-1:2009 “Code of practice for noise and vibration control on construction and open sites” and will also apply to Neath Port Talbot County Borough Council for a Crushing Environmental Permit to screen demolition waste 
Or 
if we contract this operation out our Crushing/Screening the contractor will apply to Neath Port Talbot County Borough Council for a Crushing Environmental Permit to screen demolition waste and will apply the requirements within the British Standards BS5228-1:2009 “Code of practice for noise and vibration control on construction and open sites”..
As this has not been decided as to date, whoever takes this part of the demolition phase will develop a RAMS (Risk Assessment Method Statement) for the task.
For the purpose of this plan at this stage we propose the following:-
· Working in a designated area, crushing area using a 30T mobile crushing plant well be used to crush brickwork and concrete arising’s to the Clients specification, and stored in a pre-agreed laydown area for later use.
B 5 Waste.
Timber and other waste will be segregated and placed into 35 yard bins supplied by the Client for transportation off site 
Note* At this stage we are not certain of the waste carrier but whoever we choose they will be licensed and will produce waste carriers license and transfer notes. (The license will be checked before any movement of waste)
Briefing
Daily briefing will be delivered by the site manager each day before any work starts and a re-brief weekly due to the status changing


Daily Site Briefing
Supervisors should use this checklist before every shift to ensure their workforce understands what they are required to do and do it safely
Site                                                                                                                          Date
	Checklist
	Details
	√

	Covid 19
	Does anyone have a temperature
	

	Welfare facilities
	Due to Covid 19 we have set up the welfare facilities for social distancing and you must have adequate space when using them.  You must not sit together and keep 1.5m away from each other.  Keep the facilities clean wipe down all surfaces before and after you use them.  Wash your hands and remove overalls before using the facility to eat.
	

	Toilets
	Keep them clean and thoroughly wash hands when you have used them
	

	Is everyone fit for work
	It is a must that you are fit and ready to do your job safely others as well as you require you are at your best
	

	Everyone must Sign in & Out
	Everyone must Sign in & Out every time you leave or enter site
	

	PPE
	Do you all have the correct PPE for your task and is it in good condition
	

	
	
	

	Plant
	
	

	TBT
	Have you all had a TBT this week on the RAMS 
	

	CSCS are your cards in date
	Relevant cards for the plant you operate
	

	Checks on plant
	Make sure you carry out your plant check are there any point still open from previous checks
	

	Radios
	Those requiring radios are the working
	

	Deliveries
	Is the area for deliveries free Delivery restrictions (TIMES)
	

	
	
	

	Environmental
	
	

	Spill Kits
	Describe location of spill kits
	

	
	Plant nappies on fuel bowser
	

	Permits
	Any environmental permits to know about (SSSI sites)
	

	Access
	Access & Egress routes one-way system
	

	Hour of Work
	Any Restrictions
	

	House keeping 
	Stop 15 minutes before finishing time to clean up your work area.  Check all site security hoarding and barriers for security
	

	Interface with others
	Careful who you talk too do not give information locate the manager.  Always be Polite
	

	Today’s activities
	Quick talk on what occurring today
	

	
	
	

	Signing sheet
		
	

	
	
	

	Daily Briefing signing sheet

	Print Name
	Sign
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	








D Monitoring
D  1
Monitoring the work Package Plan
	The work package shall be monitored during the operation for any deviations to this work package plan and records of these checks recorded in the table below.

	Deviation from the work package plan yes/no
	Date
	Checked by

	
	
	

	
	
	

	If yes, any deviations to the method of work described must be detailed in the table below, identifying the operation numbers affected.  The project lead must be made aware of any changes to the work package plan and must ensure the associated Task Briefing Sheets are reviewed to assess the impact of these changes.  Operatives must be re-briefed on any revised content within the task briefing sheets , as appropriate

	Description of Deviation
	Operation Number

	
	

	
	

	
	


 








E  Emergencies
E 1  at site
Name of Site
Former Clun Primary School, Llety Dafydd Clyne Neath SA11 4BW

	If there is an emergency at site the emergency procedure will be followed
	TBC

	If possible whilst you conduct First Aid get someone to call the emergency service
	See FA Poster on the wall in the welfare

	Dial 112 or 999
	

	Clearly report what has happened 
Stay calm and on the phone
Say the address
	Former Clun Primary School, Llety Dafydd Clyne Neath


	Get somebody to the site entrance to Direct the emergency services
	Follow procedure

	Report  all accidents and first aid cases to 
	K Maughan       07808 398734
Colin Derrick  07885 986467

	In the event of an evacuation 
	All must go to the assembly points which will be marked

	
	















E 2 Fire plan
At this stage we cannot develop a site specific emergency & fire plan for this project
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Appendices
No  Policy                                                                      Attachment
	No
	Policy
	Click on attachment

	1
	PPE Policy
	


	2
	Risk Assessment
	


	3
	Welfare Facilities
	


	4
	Coshh Assessments
	


	5
	Site drawing
	


	6
	
	

	7
	
	

	8
	
	













	Team Briefing:

	The following members of the Project Team (including the Supervisor responsible for the work) have been fully briefed in the content of this document, in order to execute their respective roles & responsibilities in delivering a safe project.

	Revision Number
	Date
	Status or changes
	Name

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





Confidentiality: C2 - Internal
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		Revision

		Date
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		000

		Aug 2018
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		J E Jones



		001

		July 2020

		

		J E Jones



		

		

		

		





Personal Protective Equipment

		1.

		Procedure



		

		



		1.1

		To ensure that all sites have effective and adequate arrangements for the provision, use and maintenance of Personal Protective Equipment, PPE.



		

		



		2.

		Aims



		

		



		2.1

		Identify activities on site that require Personal Protective Equipment to be worn and provide correct PPE.



		

		



		2.2

		Ensure adequate training is provided for the correct use of all Personal Protective Equipment.



		

		



		2.4

		Ensure adequate facilities and arrangements exist on site for the correct storage, availability and maintenance of PPE as may be required.



		

		



		3.

		Scope



		

		



		3.1

		This Procedure shall apply to all operational locations.



		

		



		4.

		Responsibilities



		

		



		4.1

		Directors. 



		

		



		4.1.1

		Shall ensure that this Procedure is complied with fully within the area of their responsibility.



		

		



		4.2

		Unit Managers.



		

		



		4.2.1

		Shall ensure that adequate supplies of Personal Protective Equipment are readily available at all times.



		

		



		4.2.2

		To ensure that adequate training is given to all employees on how to correctly wear and use Personal Protective Equipment.



		

		



		4.2.3

		To ensure that refresher training (which may include toolbox talks) for the use of Personal Protective Equipment is carried out at intervals that should not exceed 3 years.



		

		






		4.2.4

		A record of all personnel attending such a course should be kept on site and a copy forwarded to the Safety, Health & Environmental (SHE) department.



		

		



		4.2.5

		Ensure, where appropriate, adequate provision for the correct storage of Personal Protective Equipment is provided. 



		

		



		4.2.6

		Ensure, where appropriate, adequate provision for the correct maintenance and inspection of Personal Protective Equipment is provided.



		

		



		4.3

		Employees



		

		



		4.3.1

		It shall be a responsibility of every employee of the company to ensure that, where Personal Protective Equipment is provided/required, that such equipment is used correctly, maintained and kept as appropriate.



		

		



		5.

		Definition 



		

		



		5.1

		Personal Protective Equipment (PPE) shall mean all equipment and clothing which is intended to be worn or held by a person at work and which affords protection against one or more risks to Safety and Health and should include clothing designed to protect against adverse weather conditions.



		

		



		

		Where equipment or clothing is required to be worn by any person, such items should be considered as personal issue.



		

		



		6.

		Identifying PPE Requirements



		

		



		6.1

		The unit manager in consultation with site employees should ensure that a PPE activity matrix is compiled for the purpose of assessing PPE requirements - Appendix One.



		

		



		6.2

		Where the PPE activity matrix identifies fixed areas or fixed activities that require PPE e. g.  Grinding activities (Eye Protection) etc. then appropriate PPE warning signs should be clearly displayed at each point.



		

		



		6.3

		Where the activity matrix identifies activities that require the use of specialised PPE.  e. g.  Dust masks, ear defenders, safety harnesses etc. then the unit manager should ensure all such personnel are trained in its use.



		

		



		6.4

		The matrix identifying activities that require PPE.  should be issued to each employee and displayed on all site notice boards.



		

		



		7.

		Availability of PPE



		

		



		7.1

		The unit managers should ensure that all items of PPE identified in the PPE matrix are always readily available .



		

		



		7.2

		The unit manager should ensure that all site employees are familiar with the arrangements for the issuing/maintenance of PPE on site.



		

		



		8.

		Storage



		

		



		8.1

		Where PPE requires storage i.e. safety harness, goggles etc. the unit manager should ensure that facilities are provided for every employee.



		

		



		9.

		Maintenance and Inspection



		

		



		9.1

		Where PPE needs to undergo periodic maintenance i.e. ear defenders, rubber face masks etc. the unit managers should ensure that replacement parts are always readily available .



		

		



		9.2

		Where PPE needs to undergo regular cleaning i.e. rubber face masks, the unit managers should ensure that all necessary cleaning facilities and equipment is readily available.



		

		



		9.3

		Where manufacturers instructions for PPE specifically require the maintenance and inspection of such items, the manufacturers recommendations should always be followed .



		

		



		10.

		Use of PPE



		

		



		10.1

		It shall be the responsibility of every employee issued with PPE, to examine it before it is used, to ensure it is free from defect(s).



		

		



		10.2

		Where such an examination reveals a defect or problem, the employee shall obtain a replacement or report the defect problem to their supervisor as appropriate. 



		

		



		

		Under no circumstances should an employee use defective or incomplete PPE or be allowed to modify PPE in any way.



		

		



		11.

		British standards and CE Markings



		

		



		11.1

		Definition of CE marking:-
As from June 1995 all PPE should carry a declaration of conformity (CE marking) that denotes that the equipment meets the British /European Standard(s).



		

		



		11.2

		No PPE equipment or clothing should be issued to an employee unless it is to the relevant British/European Standard and carries the CE markings. 



		

		



		11.3

		PPE should only be obtained through the company’s preferred supplier to ensure compliance with current British/European Standard(s) and CE Markings.








		11.4

		PPE issued before June 1995 which does not have a CE marking may continue to be used for the remainder of its useful life provided:


· It meets any relevant British Standard in place before June 1995.


· It is still ‘fit for purpose’.






		12.

		Compatibility and Review



		

		



		12.1

		In consultation with the site employees committee, the unit manager should decide for the periodic review of all PPE at intervals not exceeding 3 years.



		

		



		12.2

		Where it is brought to the attention of the unit manager that there is an incompatibility issue between items of PPE, the unit manager should investigate the cause of the problem and find a solution.



		

		



		12.3

		Where the Unit Manager is unable to remedy a compatibility problem, advice should be sought from the Safety, Health and Environmental Manager.



		

		



		13.

		Record Keeping



		

		



		13.1

		The unit manager shall be responsible for ensuring that a Personal Protective Equipment Register - Appendix 2 is kept and maintained up-to-date for all PPE on site. 



		

		



		13.2

		The Personal Protective Equipment Register should also include details of PPE historically used on site (where this is known).



		

		



		13.3

		This information should be retained on site for 40 years, or upon site closure, passed to the Safety, Health and Environmental Manager for safe keeping.





Approved by – J E. Jones
2 of 4
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		Hazard Identification, Risk Assessment & Determining Risks



		Issued by J E Jones

		BS OHSAS 18001-2007

		Clause 4.3.1



		Authorised by J Jones

		Doc.  No.

SMS 008 appendix 1

		Rev.  001



		Responsible: K Maughan /J jones

		Effective Date:  August 2018

		Page 1 of 1







		Individual Risk Assessment record Sheet



		Task / Activity




		Who at


Risk

		Hazard


Identified

		Control


Measures

		SEV.

		PROB.

		RISK


RATING



		General Hot Work procedures

		Fitter


Welder

		Hot work


Fire

		Existing

		Remove all fuel sources if possible.


Only trained authorised personnel to carry out hot work.


Use of first  hand fire - fighting equipment

		9




		1

		9



		

		others

		

		Revised

		Assess if cold work can be carried out instead if not


If removable then remove and conduct work in a safe area

Dampen the area down




		3

		1

		3



		Consider the Following

		Yes / No

		Having Considered the Questions on the Left, What Further action could be taken to reduce the Risk Rating ?



		Can The Hazard Be:


1 Eliminated ?


2 Enclosed ?


3 Guarded ? 


4 People Segregated ?


Is There:


5 A Safe System of   Work. ?


6 Written Procedures ?


 7 Adequate Supervision ?


8 Is Training Required ?


9 Have People Been Informed/ Instructed ?


10 Is PPE Required ?


11 Has It Been Provided ?

		No


Yes


yes


Yes


Yes


Yes


Yes


Yes


Yes


Yes


yes




		Even if cutting with a grinder, this must be considered as hot work.


If possible use welding screens to protect from stray sparks and welding flashes.


If possible use welding screens to protect from stray sparks and welding flashes.


Use of the above guards/screens to segregate employees and onlookers.


Company hot Work procedures and the Clients procedures and/or Safe System of Work (permit for hot work)

This risk assessment is meant to be used in conjunction with a specific job method statement for the activity to be carried out.


Every job must be supervised by a competent person.


Only trained employees are to undertake any hot work activities


Information is to be cascaded down by toolbox talks and work instruction before the job takes place.


All personnel are wear flame retardant overalls, eye protection and hand protection as a minimum.


All PPE must be issued free of charge and be suitable for the person and risk.


All must be trained to use the supplied PPE



		Assessed by C Derrick:

		Position: Director

		Date: July 2020
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Welfare facilities & First aid

		1.

		Procedure



		

		



		1.1

		To comply with the requirements of the Workplace health, safety and welfare. Workplace (Health, Safety and Welfare) Regulations 1992, and the Health Protection (Coronavirus) Regulations 2020



		

		



		2.

		Our Aim



		

		



		2.1

		To prevent ill health occurring to employees (or other persons)  by ensuring washing, sanitary and a place for preparing and intake of hot food is available away from the workplace



		

		



		3.

		Scope



		

		



		3.1

		All Company premises and locations.



		

		



		3.2

		Company employees, Contractors are responsible for welfare arrangements of their own employees..  But whenever possible when working for a PC, (Principle Contractor) under the CDM 2015 Regulations, we will endeavour to have a written agreement that enables us to use the PC’s facilities. This will be more practical as we supply a very small number of employees.



		

		



		4.

		Responsibilities



		

		



		4.1

		Directors.



		

		



		4.1.1

		Shall ensure this policy is complied with within their area of responsibility.



		

		



		4.2

		Unit Managers / Office Managers



		

		



		4.2.1

		Shall ensure that this policy is implemented at their unit/location.



		

		



		5.1

		Introduction, 



		

		



		5.1.1

		WELFARE FACILITIES AND FIRST AID

Welfare


All welfare facilities on site are provided in accordance with the CDM 2015 regulations and The Health Protection (Coronavirus) Regulations 2020.


Before work commences the contracts manager will make arrangements for the use by operatives of convenient facilities throughout the duration of the project.  These will include:


· Suitably ventilated and lit flushable Toilet and washing facilities – separate for 

Male and Female (as required), urinals, including toilet tissue. Washing facilities including hot and cold running water, soap and hand wiping material.


· Provision for eating food – microwave, toaster, crockery, cutlery


· Provision of tables and individual chairs for resting / eating.


· Provision of wholesome drinking water


· Provision heating water for hot drinks – kettle, water boiler


· Provision of tea, coffee, sugar, milk


· Shower facilities 


· Drying room / changing room 


· Hand cleanser, hand cream and sun block in dispensers


· Mobile Welfare Units (Groundhogs) with the ability for social distancing in all applications

All offices, canteens, rooms will be maintained at an appropriate temperature, and kept to a high standard of cleanliness.


First Aid


First aid provision will include:


· Regular first aid equipment including Automatic Defibrillator (AED) eye wash stations and any necessary additional equipment such as burns kits for hot work,.


· Qualified first aider.


All our employees are competent person will be appointed as our site first aider. The first aid box will be kept according to the most recent regulations and will be located in a prominent position in the cabin and smaller kits kept in company vehicles.  Eye wash stations will be located in  site vehicles and cabins. and sachets of sterile fluids are kept in site company vehicles.


The names and location of the first aider/s will be given on induction, documented and displayed throughout the site.


All injuries no matter how trivial they may seem are to be entered into the site first aid book.  The entry is then torn out of the book and sent to the health and safety department for security as requested under the Data Protection Act.






		

		





Authorised by – J.E. Jones .
7 of 2
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Control of Substances Hazardous to Health - COSHH

		1.

		Procedure



		

		



		1.1

		To comply with the requirements of the Control of Substances Hazardous to Health


Regulations 2002 (COSHH) (as amended).



		

		



		2.

		Aim



		

		



		2.1

		To prevent ill health occurring to employees (or other persons) arising from the use, handling or storage of substances hazardous to health.



		

		



		3.

		Scope



		

		



		3.1

		All Company premises and locations.



		

		



		3.2

		Company employees, Contractors are responsible for COSHH assessments for their own employees.



		

		



		4.

		Responsibilities



		

		



		4.1

		Directors.



		

		



		4.1.1

		Shall ensure this Procedure is complied with within their area of responsibility.



		

		



		4.2

		Unit Managers / Office Managers



		

		



		4.2.1

		Shall ensure that this policy is implemented at their unit/location.



		

		



		5.1

		Introduction



		

		



		5.1.1

		The COSHH regulations require that employers carry out a suitable and sufficient assessment of the risks to health where employees are exposed to hazardous substances at work.



		

		



		5.1.2

		The COSHH regulations require employers to prevent employees being exposed to hazardous substances or where this is not reasonably practicable to adequately control that exposure.



		

		



		5.1.3

		Exposure should be prevented or controlled so far as is reasonably practicable by means other than personal protective equipment (PPE).



		

		



		5.2

		Hazardous Substances Definition



		

		



		5.2.1

		Those labelled under the ‘Chemicals (Hazard Information and Packaging for supply) Regulations 2002  as:


· Very Toxic


· Toxic


· Harmful


· Corrosive


· Irritant



		

		



		5.2.2 

		Substances listed in EH40 - Occupational Exposure Limits and assigned:


· Maximum Exposure Limit - MEL


· Occupational Exposure Standard - OES



		

		



		5.2.3

		Biological agents capable of causing harm to humans e.g. legionella



		

		



		5.2.4

		Any dust at a substantial concentration in air.



		

		



		5.2.5

		Any other substance not in 5.2.1- 4 above that, which creates a health hazard comparable to any of them.



		

		



		5.2.6

		Lead and Asbestos are dealt with under separate legislation.


Substances which present a hazard solely by virtue of being:

· Radioactive


· Flammable


· Explosive


· Being extremely hot or


· Being extremely cold


Are NOT required to have COSHH assessment carried out.  However, their use will constitute a hazard and a general risk assessment will be required under Reg. 3 of the Management of Health and Safety at Work Regs 1992.



		

		



		6

		Implementation



		

		



		6.1

		Register of Substances



		

		



		6.1.1

		Each location shall maintain a register of all substances on site (see COSHH Form 01) indicating which ones are hazardous to health.



		

		



		6.1.2

		Product Safety Data sheets are to be obtained before a substance is used and a copy shall be held on site.



		

		



		6.1.3

		An inventory of all substances on site shall be carried out; where a substance is found to be no longer required it shall be disposed of in accordance with the “Duty of Care”.



		

		



		6.2

		Exposure Matrix



		

		



		6.2.1

		A matrix (see COSHH Form 02) shall be drawn up and maintained identifying:


· The hazardous substance.


· The users/people exposed to the substance.


· Frequency of exposure



		

		



		6.3

		Assessment of Exposure



		

		



		6.3.1

		COSHH assessments are only required for those substances deemed to be hazardous to health, see section 5.2.



		

		



		6.3.2

		Where a group of people carry out the same task/activity and the assessment is representative of all of them one assessment will be adequate.



		

		



		6.3.3

		A standard form has been produced to record the assessment findings. (COSHH Form 03)



		

		



		6.3.4

		It is essential to involve the workforce in the assessment process to ensure that the findings reflect actual rather than perceived practice.



		

		



		6.3.5

		It may be necessary to carry out personal or general sampling to complete the COSHH assessment and determine if there is a risk the health.



		

		



		6.4

		Completing the Assessment Record - COSHH Form 03



		

		



		6.4.1

		Identify the hazards / effects of the substance from the product safety data sheet.



		

		



		6.4.2

		Check in EH40 to see if the substance has a MEL or OES



		

		



		6.4.3

		Identify the activities likely to give rise to exposure, the people exposed and the frequency of exposure.



		

		



		6.4.4

		Examine the existing precautions / control measures in place. This will require inspection and observation of the work practices.



		

		



		6.4.5

		Review the, Information; Training and Instruction people have received.



		

		



		6.4.6

		Consider any maintenance & testing of equipment to prevent or control exposure.



		

		



		6.4.7

		Review any monitoring records available and decide if personal / general sampling is required.



		

		



		6.4.8

		When all the factors have been considered an assessment of the health risk can be made. The assessment will be subjective and may need sampling carrying out to confirm the findings.



		

		



		6.4.9

		As a general guide the following guidelines should be applied when determining the risk level.


Low Risk - There is little or no risk of ill health from the way the substance is used.


Medium Risk - Control measures are not 100% reliable and health problems could occur.


High Risk - If the existing practices continue health problems are likely to occur.



		

		



		6.5

		Review



		

		



		6.5.1

		COSHH assessments should be reviewed:



		

		· On receipt of any sampling information.


· When there is a change in the workplace / activity.


· Evidence of ill Health, which, may be related to exposure to hazardous substances.


· At intervals not exceeding 12 months.


· Whenever there is reason to believe it is no longer valid.



		

		



		7.

		Control Measures



		

		



		7.1

		The Control measures will be considered adequate for a substance with an:


· OES if exposure is reduced to or below that standard.


MEL if exposure has been reduced so far as is reasonably practicable below that standard.






		7.2

		Personal Protective Equipment, PPE should not be relied upon as the sole means of controlling exposure.  PPE should be used as a last resort for any residual risk after the control measures have been implemented as a precautionary measure.



		

		



		7.3

		The hierarchy of control measures should be



		

		



		7.3.1

		Elimination - do not use the hazardous substance



		7.3.2

		Substitution - replace with a non or less hazardous substance



		7.3.3

		Segregation - use systems which prevent people coming into contact with the substance



		7.3.4

		Systems - use a safe system of work 



		7.3.5

		Training - ensure that people have been adequately trained



		7.3.6

		Supervision - make sure adequate supervision is provided.



		7.3.7

		PPE - the use of PPE is often the cheapest option but is the hardest to enforce. PPE should be an interim solution or a precautionary measure. 



		

		



		8.

		Monitoring and Testing



		

		



		8.1

		General






		8.1.1

		Where a substance presents a hazard due to skin contact, or ingestion, visual monitoring and observations will normally be adequate.



		

		



		8.1.2

		Where a substance is respirable personal sampling should be carried out to confirm the findings of the COSHH assessment and be repeated at planned intervals or when changes take place.



		

		



		8.1.3

		Any local exhaust ventilation systems shall be tested at intervals not exceeding 14 months to determine the airflow and a record of the tests retained for 4 years.






		8.2

		Substances with a Maximum Exposure Limit



		

		



		8.2.1

		Personal sampling should be carried out for each employee exposed (or groups where the result will be representative of the whole group).



		

		



		8.2.2

		Sampling should be repeated annually.



		

		



		8.2.3

		Where a sample result is outside of the normal range for that activity the cause should be investigated and re-sampling arranged as soon as reasonably practicable.



		

		



		8.2.4

		Where a sample result exceeds the MEL the cause should be investigated and a re-sample arranged as soon as possible.



		

		



		8.3

		Substances with an Occupational Exposure 


Standard OES



		

		



		8.3.1

		Personal sampling should be carried out for each employee exposed (or group of employees where the result will be representative of the whole group).



		

		



		8.3.2

		Where sampling results indicate effective control measures are in place.  Eg. Exposure is at or below the OES repeat sampling at 3/5 yearly intervals.



		

		



		8.3.3

		Where sampling results exceed the OES investigate cause and re-sample as soon as reasonably practicable.



		

		



		8.4

		Sampling for Respirable Substances



		

		



		8.4.1

		The normal method of determination of exposure will be by the use of personal sampling equipment.  This equipment should be suitable for the substance being sampled and be worn as close to the employees breathing zones as practicable.



		

		



		8.4.2

		Where employees spend a significant proportion of their shift in areas with a controlled atmosphere e.g. control cabins “static” samples in these areas may be appropriate to determine the level of exposure in that environment.



		

		



		8.4.3

		The Health, Safety and Environmental Manager will advise on the practical arrangements for personal sampling.






		8.4.4

		Dust sampling should be carried out in accordance with Appendix 1






		9.

		Training and Instruction






		9.1

		All employees who are likely to be exposed to hazardous substances shall be given adequate training and instruction in how to avoid or control exposure, the hazards presented by the substance the use of control equipment, safe systems of work and PPE.






		10.

		Health Surveillance 






		10.1

		Employees receive (where applicable) a health screening.






		11.

		Retention of Records





		11.1

		Any information, which relates to individual employees, shall be retained for 50 years.





+


		

		

		Compile a list of substances held on site

		

		Record on


COSHH Form 01



		

		

		

		

		



		Do not use Substances if Data Sheets have not been provided

		

		Obtain product safety data sheets

		

		Keep a copy on site



		

		

		

		

		



		

		

		Complete Exposure Matrix

		

		Record on COSHH Form 02



		

		

		

		

		



		

		

		Carry out Assessment of health risk

		

		Record on COSHH Form 03/4/5



		

		

		

		

		



		Low Risk

		

		Medium Risk

		

		High Risk



		

		

		

		

		



		Safe to use

		

		

		

		



		

		

		

		Safe to use


Review to see if the risk can be reduced as low as reasonably practicable.

		

		To review before use and reduce to Medium or Low



		Review


See 6.5
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