Introduction.





Regulation 6 of the Control of Substances Hazardous to Health Regulations 2002 (COSHH) requires assessments to be carried out of the risks to health created by the use of hazardous substances at work and of the steps that are needed to meet the requirements of the regulations.





A COSHH assessment is a systematic review of the way substances are transported, stored, used and disposed of in respect to the activities and processes performed at work. 


The objective of an assessment is to ensure that where reasonably practicable, exposure to hazardous substances is eliminated or where this cannot be achieved, controlled to prevent ill health to those who are exposed.





This guidance note serves to provide general understanding of the principles of COSHH assessment and in particular will be used as the operational guidelines for Cafcass Risk Assessors to follow when conducting such assessments.





A Hazardous Substance is:





Classified, in the Chemicals (Hazard Information and Packaging for Supply) 2002 regulations (Known as CHIP) as: Very Toxic, Toxic, Harmful, Corrosive or Irritant.





A substance which has been assigned a Maximum Exposure Limit or an Occupational Exposure Standard from the published list of exposure limits for breathing airborne particulates (EH40).





A biological agent





Dust of any kind in substantial concentration in the air.





Other substances that may create similar effects





The requirement within the Cafcass procedure (Cafcass-SP12) is to assess the risks to health from exposure to hazardous substances and therefore the above definitions are key to understanding what it is that is required to be assessed.


The following guidance may be used to assist the assessor with the practical task of carrying out an assessment. It should not be applied without having first read the Cafcass-SP12 Safety Procedure and having received appropriate training in COSHH assessment principles as outlined in para. 2.1.6 of that procedure. 


Operational Guidance on Conducting a “COSHH” Assessment.








Print out a blank COSHH assessment form (Appendix A to the procedure). The template has been produced to allow the assessment of a single substance or product, so photocopy a few blank sheets to get you started.





Now go for a walk through your office, toilet areas, canteens, kitchens, storerooms etc. The aim is to try to identify “Hazardous Substances” that Cafcass owns or comes into contact with so we apply the definition rules on page 1 to help us.  As a start point, look first for containers with the “CHIP” classification symbols and record them. Then identify other types of substances in use that do not have a symbol and record those too. 





Note: 	For substances identified as belonging to other employers (Cleaning contractors etc) and where Cafcass staff will not be exposed to the product, there is no requirement for the product to be included in the Cafcass COSHH assessment. The duty is on the employer of the operation (e.g. Cleaning company) to carry out COSHH assessments of the risks to their staff etc. If the product is owned by another employer but Cafcass have use of it, or come into contact with it, then it must be assessed by Cafcass.





On the assessment form record the name of the product and describe, concisely,  how it is used.





If the container shows a “CHIP” classification symbol enter that as the “CHIP” Class.





Record who is likely to be exposed (Those who may be in contact with the product).





Now move on to record the next product in the same way. Continue until all products used in the workplace have been identified and recorded.





For each product with a “CHIP” classification, we must obtain a Material Safety Data Sheet for the product. Contact the supplier for this information or take the manufacturer’s contact details from the product container and contact them directly. 





Note:	There is a legal duty (Under CHIP regulations) for manufacturers of hazardous materials to provide Material Safety Data Sheets (MSDS) upon request.





For substances that do not carry a “CHIP” classification, information regarding the safety aspects of exposure to the product will normally be found on the container label unless they are considered safe for contact. (e.g. Hand soaps etc).





Based upon the risk assessor’s knowledge of how to interpret the MSDS and container label information, we should be in a position to record the likely exposure route based upon how we are using the product and the harmful effects of over exposure. Record a tick against each of the main routes of entry that applies to the substance in the boxes provided.





A review of all the data is now required, which will enable the assessor to  determine if the product is being used in a way which will prevent over exposure or whether more needs to be done.





Note:	It should be recognised that Cafcass operations are generally considered low risk in terms of exposures to hazardous substance and therefore a reasonable approach can be applied based on manufacturers’ recommendations given on container labels and MSDS’s.





In order to provide practical advice and information to staff on the correct way to use a product, record the measures that are to be used to prevent over exposure. Include those measures that are already in place (if they are considered sufficient) as well as those additional measures that are required to improve control and prevent over exposure.





In some cases, it will be seen that adequate control measures will not be in place to control exposures and therefore record any additional actions required to be introduced on the action plan section of the form.





Create the assessment as an electronic document in line with the record keeping procedures outlined in 2.6 of the Cafcass safety procedure SP12





The assessor should print their name and enter the date of the assessment. Enter a review date of 2 years unless the hazards are significant enough to warrant an earlier review.





Where Trade Union Representatives assisted with the assessment, their name and union body should be entered also.





Arrange for a follow up meeting with the relevant line Manager to discuss and agree the findings of the assessment and the required control measures. Where further control measures are required, line Managers must ensure that the action plan is developed and managed.





The line Manager will sign and date the assessment form indicating that they have read and that they understand the assessment findings.





The line Manager will ensure that the findings of the assessment are communicated to staff and trade union representatives and will arrange for training as appropriate to ensure the activities are performed safely. 











General tips for assessors:





The normal office use of Tippex and other proprietary items of stationary like marker pens would not generally require being included in the assessment if they are being used in the manner that they were designed for.





As a rule, Cafcass should not hold or use any products classified as Very Toxic or Toxic. If products under those classifications exist contact the Health & Safety Advisor for advice on disposal requirements.





If over exposure to airborne particulates is identified as a potential risk, contact the Health & safety Advisor for advice on Occupational Hygiene Monitoring.





If in doubt, the Health & Safety Advisor or Business Manager should be contacted for advice.





Typical Office type Risks and Controls for Hazardous Substances:





As a general principle, the most effective way to control exposures to hazardous substances is to take it out of use completely. This mat be achieved by replacing it with a safer alternative. Where this is not possible the following general guidance may be applied:





Substance types�
Typical exposure routes�
Typical control measures�
�
Kitchen type cleaners


�
Skin�
Wear gloves during contact.�
�
Any aerosol


�
Inhalation�
Use in well ventilated areas, spray away from the face.�
�
Urinal blocks, some other toilet cleaners�
Skin�
Wear gloves.�
�
Lubricant oils for paper guillotines / shredders etc�
Skin�
Wear gloves.�
�
Toner powder for printers during replacement of bottles etc�
Inhalation�
Use in well ventilated area�
�
Blood or other bodily fluids (First aid / sickness)


�
Through broken skin or other openings to the body.�
Wear gloves during treatment and clean up.�
�
Limescale removers


�
Skin�
Wear Gloves.�
�
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