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Executive Summary
This policy and procedure detail the trust arrangements for the management of substances
hazardous to health, it forms part of the health and safety arrangements for the trust.

Note: This policy and procedure does not apply to medicines or biological agents such as bodily
fluids/exposure to blood borne viruses. The medicines management procedure and infection
control and prevention procedures apply in those cases.
There are procedures relating to specific substances such as Asbestos that should be consulted
when working with those materials, a check of the procedures database must take place for
relevant procedures before beginning work activities.

If you require this document in another format such as large print,
audio or other community language please contact the
Corporate Governance Team on 01903 843 041 or email
policies@sussexpartnership.nhs.uk
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Policy
2 Introduction
The board recognise that at some point, hazardous substances are likely to be used
within the trust and will ensure the trust has in place, effective arrangements to
manage these hazardous substances safely.

2.1 Purpose of Policy
No chemical is completely safe and the Trust has a legal responsibility to prevent ill
health and injury by controlling exposure to hazardous substances.
The use of hazardous substances (including their by-products) potentially poses a
risk to the health of people using them and to others who may be affected by our
undertakings.

2.2 Definitions
COSHH
LEV
MSDS
RPE
PPE
Safety365
WEL
Suitable and
Sufficient

Control of Substances Hazardous to Health
Local Extraction Ventilation
Material Safety Data Sheets
Respiratory Protective Equipment
Personal Protective Equipment
COSHH assessment system operated by SEVRON Safety
Solutions
Workplace Exposure Limits
For a risk assessment to be deemed suitable & sufficient it should
identify the significant risks arising out of the work activity, identify
and prioritise the measures that need to be taken to comply with
the relevant statutory provisions, it should be appropriate to the
nature of the activity and it should be such that it remains valid for
a reasonable period of time

2.3 Scope of Policy
This policy and procedure should be followed by all Trust employees, temporary
staff, volunteers, work experience personnel and those on student placements who
will also be expected to comply with this policy and procedure.
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In addition patients, contractors and visitors who are not directly involved in the
process or activity but may be affected by our undertakings must be considered
within the control measures.
This Policy and Procedure does not cover Lead, Ionising Radiation or Asbestos as
they are covered by their own specific regulations and as such separate procedures
are available.

2.4 Principles
Every attempt has been made to ensure this procedure satisfies legislative
requirements and it includes principles from several information sources as statute or
best practice, these are:
•
•
•
•
•

Health and Safety at Work Act etc. 1974
Management of Health and Safety at Work Regulations 1992
COSHH Regulations 2002
Provision and use of work equipment regulations 1998
Personal Protective Equipment at Work Regulations 1992

3 Duties
The following identified roles exist to support this policy and procedure, these can be
supplemented by other key personnel where deemed necessary.

3.1 Chief Executive
The Chief Executive has ultimate accountability for the trust with regards to
management of hazardous substances, the chief executive is supported by a director
/ board member who will be delegated the overall responsibility for ensuring
compliance with this procedure.

3.2 Chief Nurse
The Chief Nurse has been delegated responsibility for ensuring day to day
management of COSHH is taking place and for reporting on effectiveness to the
board on a regular basis.

3.3 Risk and Safety
The risk and safety team are responsible for the provision of competent advice and
guidance to individuals within the trust in respect of COSHH, and for the
production/upkeep of this policy and procedure and assisting in its implementation
within teams where necessary/requested.

3.4 Occupational Health
Occupational health are responsible for ensuring that support is provided to
managers where health surveillance is deemed necessary and that suitable records
are maintained in accordance with the regulatory requirements.

3.5 Director of Estates and Facilities
The Director of Estates and Facilities shall ensure suitable and sufficient
arrangements are in place for:
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•
•
•

The testing of mechanical extraction and local exhaust ventilation systems
every 14 months, with records being maintained for at least 5 years where
these systems are provided as part of local COSHH Arrangements.
Servicing and maintenance of respiratory protective equipment
Safe disposal of hazardous substances and waste generated by their use.

Assurance of each of these should be provided to the Health and Safety Committee
at least annually in the form of a written report confirming the outcomes resulting.

3.6 Estates and Facilities Managers
Estates and Facilities Managers are responsible for ensuring that any hazardous
materials in use within their teams are managed in accordance with this procedure
and legislative requirements.
Specifically these managers should ensure:
• Safer alternatives are used wherever possible
• Ensuring that a register of substances is held which includes all items within
their teams use and that all these substances have been suitably and
sufficiently risk assessed using Safety365.
• Ensuring copies of any assessments produced are available in printed colour
format within the secure storage area for the substances held. (Including
Material safety datasheets).
• Where necessary ensuring that mobile employees such as those who cover
multiple sites in a van, are provided with the necessary assessments in a
folder to take with them In case they are required.
• Ensuring regular reviews of risk assessments.
• Ensuring suitable and sufficient Personal Protective Equipment is available for
all individuals using the substances where it is indicated
• Ensuring that any respiratory protective equipment in use by team members is
subject to appropriate inspection and maintenance in accordance with the
manufacturers and regulatory guidance.
• Maintaining suitable records of all the above to demonstrate compliance.
In most instances, estates and facilities risk assessments will be common across the
trust and collaborative working may take place to conduct risk assessments. This
has already taken place within the facilities teams and all substances used in
cleaning processes have been standardised and risk assessed.

3.7 Occupational Therapists
Occupational Therapists must ensure that all hazardous substances used within their
areas of work are suitably controlled and that increased vigilance is maintained
during their use with patients present.
This includes ensuring:
• Safer alternatives are used wherever possible
• Ensuring that a register of substances is held which includes all items within
their control and that all these substances have been suitably and sufficiently
risk assessed using Safety365.
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•
•
•

Ensuring copies of any assessments produced are available in printed colour
format within the secure storage area for the substances held. (Including
Material safety datasheets).
Ensuring regular reviews of risk assessments.
Ensuring suitable and sufficient Personal Protective Equipment is available for
all individuals using the substances where it is indicated

3.8 Team, Ward and Home managers
All team, ward and home managers must ensure that for their area of responsibility,
suitable and sufficient risk assessments have taken place for any substances
present and that all substances are controlled as per the findings of the assessment
and the requirements of this policy and procedure. This may involve completing the
COSHH risk assessors training or delegating this to another suitable individual
although it should be noted that ultimate responsibility remains with this post.

3.9 All Employees
All employees have a duty to cooperate with the trust with regards to health and
safety management systems, to ensure that they and others who may be affected by
their acts or omissions can be kept safe.
As such as all employees must ensure that they:
• Familiarise themselves with the local risk assessments for hazardous
substances in their work area.
• Act upon the findings within each assessment such as ensuring Personal
Protective Equipment is being worn correctly when it is required to be used
and ensuring safe storage, use and disposal of substances takes place as
appropriate.
• Attend all training when required to do so.
• Reporting any concerns to their line manager (whether actual or suspected) in
relation to COSHH management.
• Attend occupational health assessments when required to do so for health
surveillance relating to their use of hazardous substances.
• Report incidents in relation to any hazardous substances immediately to the
person-in-charge and follow this up with an incident report on the incident
reporting system.

3.10 Contractors
All contractors providing services either temporary or permanent for the trust must
comply with the trust framework for COSHH. Specifically they must ensure that their
own substances in use have been suitably and sufficiently risk assessed, and all
significant findings documented and that up to date copies are made available to the
trust at all times.
Contractors must be made aware that compliance checks are undertaken and any
non-conformance identified will be investigated and any findings shared with
appropriate third parties which may include regulators or third party accreditation
schemes if deemed necessary.

4 Procedure
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4.1 Procurement of Substances
No substances may be procured unless they are available through the oracle online
catalogue. For those items on the oracle online catalogue, if a safety data sheet is
not already held, the supplier can be contacted to obtain a copy which will assist in
the risk assessment process.
If an item requires adding to the catalogue, this can be achieved by contacting
procurement in the first instance at the E-Catalogue Enquiries mailbox maintained by
procurement. This can be found on the outlook global address list.

4.2 Risk Assessment
All substances used within the trust must be subject to suitable and sufficient risk
assessment; this assessment must be completed by a competent individual on the
Safety365 system. This individual must have a working knowledge of the processes
and activities being assessed and in some instances a joint risk assessment will be
necessary with various interested parties. Those individuals having responsibility for
any work area or activity must ensure that these assessments have taken place.
When conducting risk assessments, the guidance at annexe A should be consulted
as this offers a simple approach to considerations that are necessary.
Each risk assessment must be reviewed periodically, in this case bi-annually is the
trusts approved review frequency except in the following circumstances when the
assessment will require a review sooner:
•
•
•

Where there has been significant change in process or task
If the substance(s) have changed
Following an incident (involving the substance or task)

These reviews shall also be completed on the Safety365 system.
Once a risk assessment is complete, safe systems of work can be developed which
provided staff with instructions on how to safely carry out an activity whilst minimising
risk. Generally these instructions can be recorded on the risk assessment whilst
being completed and an area is made available for detailed instructions to be added.

4.3 Safety365 Risk Assessment System
The Safety365 system is a web based tool that is to be used by trust employees to
conduct risk assessments of hazardous substances used within their area of control.
It can be accessed via any web browser once an account has been created for an
individual.
4.3.1 Requesting an Account
Access to the Safety365 system is controlled by the Risk and Safety Team, where
access is required individuals must complete training applicable to their role before
read/write access is permitted.
Any individual requiring read only access can have this without any training being
necessary.
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To request an account, an email request should be made to Risk and Safety with the
following details:
•
•
•
•
•

Full Name
Contact Number
Email Address
Access level required
Facility access is required to.

Staff should be aware that by providing this information, it will be shared with the
third party provider hosting the system and will be subject to their privacy policies.
For further information please contact the risk and safety team.
4.3.2 Account Management
Any account which has not been accessed for 12 calendar months will be archived.
Accounts cannot be deleted due to the need to maintain accurate records of
assessments and those completing them.
An individual transferring to a new team can have their access amended to the new
team, to do this contact the risk and safety team who will make the necessary
changes.

4.4 Competence of Risk Assessors
All COSHH Risk Assessors are required to be competent; the following standards
are likely to demonstrate that an individual is competent to conduct COSHH Risk
Assessments to a suitable and sufficient standard.
The individual should be able to demonstrate:
a) An understanding of the COSHH Regulations (or access to an individual who
does) including the approved code of practice.
b) The ability to gather relevant information about how exposure to a substance
may occur, and the risks to an individual's health from this exposure.
c) The ability to specify actions that are required to comply with the COSHH
regulations.
d) The ability to understand their limitations and when further assistance is
required including technical assistance.
e) The ability to produce clear and concise reports on the findings of the
assessment and document this on the Safety 365 system.

4.5 Storage
Storage of hazardous substances should be in accordance with the findings of the
risk assessment and statutory requirements. In particular care should be taken to
ensure that only those individuals having a lawful need to access them can do so,
and that any access patients may have is controlled to a level commensurate with
their individual clinical risk assessment.
Bulk storage of substances is not permitted under any circumstances unless the
facility has been purposefully designed for this and includes consideration of
security, fire and explosion safety and environmental protection as a minimum. Any
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bulk storage areas must be notified to estates and facilities to allow an assessment
to be made of compliance with the relevant statutory provisions and best practice.

4.6 Disposal
Arrangements for disposal of unwanted substances and those that have been spilt
will be determined within the risk assessment in most instances. This information will
be made available to the estates and facilities function, as this will form part of the
cleaning and waste management arrangements that they are responsible for.

4.7 Use
All hazardous substances must be used in accordance with manufacturer's
instructions and the findings of the risk assessment. In the event of a deviation from
these being required, a new risk assessment is required to determine significant
outcomes from the proposed changes.

4.8 Documentation
All documentation relating to hazardous substances must be maintained for 40 years
from the date of last use, any information that cannot be stored locally for this period
of time can be sent to central archiving. The information governance team can assist
in the procedures surrounding this as necessary.

4.9 Health Surveillance
Managers should ensure that where the COSHH regulations require individuals to
undergo health surveillance, that provision is made for that health surveillance and
that the requirement to attend and comply is adhered to.
Where a risk assessment has identified the need for monitoring a workplace, valid
and suitable occupational hygiene techniques shall be used.
This will be undertaken by the Occupational Health Department who will ensure that
a suitable and qualified person undertakes any health surveillance programmes and
provides advice on the monitoring of exposure. Additional support can also be
obtained from the Risk and Safety Team.
When concentrations of any contaminants are found to be above the occupational
exposure level, work with that substance must stop immediately and not commence
until suitable controls are introduced to reduce the level to below that required by the
workplace exposure limits within EH40.
If an identified exposure has taken place, those affected, and their managers and
representatives will be informed immediately. Possible health effects will, in addition,
be communicated to the Trusts’ Occupational Health physician and the employees’
own general practitioner.
The Occupational Health Department will ensure that suitable records are
maintained containing the following records:
a)
b)
c)
d)

employees organisational address where the monitoring was carried out;
the substances to which the employees were exposed;
when the monitoring commenced and the results;
what the monitoring procedures were including duration and results;
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e)
f)
g)

the type of work carried out;
location where the samples were taken, where personal samples were
taken, the individual names concerned;
Names of the sampler and analyst or their organisation.

Employee health records will be kept for a minimum of 40 years.
More information on Health Surveillance can be sourced from the occupational
health department on 01273 242282.

4.10 Personal Protective Equipment (PPE)
Any personal protective equipment identified as necessary following a risk
assessment of substances must be procured and issued to those people having a
need to use it, PPE should be individual and not held in pool for people to use.
Regular inspections of all PPE must take place and be documented, where any
deficiencies exist with PPE it must be disposed of safely and securely and new PPE
issued to the individual.

4.11 General Arrangements
4.11.1 Incident Reporting
All Incidents arising in relation to this policy and procedure must be recorded in
accordance with the Incidents, Serious Incidents and Learning from Deaths Policy
and Procedure.
4.11.2 Permitted noncompliance with this procedure
Deviation from this policy and procedure is permitted where authorised in writing by
the Health and Safety Manager only or as directed below:
In the event of an emergency situation, which is being led by the emergency
services, non-compliance with this procedure is permitted under their direct
instruction only as it may not be reasonably practicable to adhere fully to this
procedure.
4.11.3 Breaches of this Policy/Procedures
Breaches of this policy/procedure may constitute a disciplinary or criminal offence,
these when identified will be dealt with under the in accordance with the Trust’s
disciplinary procedures, against any employee who breaches this policy.
Examples of breaches include tampering with equipment or acting outside of
approved training.
4.11.4 Complaints
Any complaints arising from the management or use of Hazardous Substances will
be dealt with through the trusts complaints management policy and procedure.
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5 Development, consultation and ratification
This procedure was developed by the Health and Safety Manager following
consultation with interested parties, including occupational health and estates and
facilities.
This policy and procedure will be reviewed at five yearly intervals or sooner where
(relevant to this policy /procedure):
• A change in legislation affecting England and Wales occurs that is known to
have an impact on this document.
• A change in national policy occurs.
• There is reason to suspect that it is no longer valid.

6 Equality Impact Assessment
This policy and procedure has been equality impact assessed in accordance with the
Procedural documents policy, the assessment is published alongside this document.

7 Monitoring Compliance
7.1 Active Monitoring
Active monitoring shall be achieved by annual self-audit within individual teams,
which is monitored centrally by the risk and safety team. Additionally the health and
safety committee will include information provided by occupational health on health
surveillance where necessary.

7.2 Reactive Monitoring
Reactive monitoring shall be achieved by reviewing incident reports raised on the
incident reporting system in relation to hazardous substances, including bodily fluids.
Further reactive monitoring may be undertaken with data produced by occupational
health as necessary.

8 Dissemination and Implementation of policy
8.1 Dissemination
This policy will be published on the trust policies database in accordance with the
trust Procedural documents policy.
Following initial publication / reviews a link to the published new version of this policy
will be communicated to interested parties via the staff newsletter to ensure that they
are aware of its existence for implementation.
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9 Training
All training undertaken in respect of COSHH must be recorded clearly on the trusts
approved learning management system, and records kept in accordance with the
NHS retention schedules.
It shall be the responsibility of the trust board to ensure that suitable and sufficient
resources are made available for individuals to complete any training necessary to
discharge their duties effectively.

9.1 Risk and Safety Team
Those individuals within the risk and safety team having a responsibility to provide
advice and guidance on principles of COSHH must be suitably and sufficiently
competent to discharge these duties. This training shall be determined by the
individual in accordance with their own professional judgement, as this forms part of
the professional registration requirements to remain competent.

9.2 COSHH Risk Assessors
All individuals identified as requiring training to complete COSHH Risk assessments
are required to be trained in the use of Safety 365, the trusts COSHH risk
management system. To arrange this training, individuals must contact the Risk and
Safety team who will then arrange for training to be provided.

9.3 Employees (including temporary)
Employees are to be provided training that is consistent with their exposure to
hazardous substances; any necessary training should have been identified during
the risk assessment process using Safety365 and managers therefore can use these
assessments to determine what training is appropriate for an individual based on
their exposure or access to hazardous substances.
It is the responsibility of line management of the individual to determine in
conjunction with the employee, what training is necessary. This should be recorded
during supervision or appraisal meetings as necessary.

10 Document Control including Archive Arrangements
This policy and procedure will be subject to document control consistent with the
requirements detailed in the Procedural documents policy.

11 Reference Documents
Risk Management and Strategy Policy
Procedural documents policy
Mandatory Training and Induction Policy
Central Alerting System Policy and Procedure
Incidents, Serious Incidents and Learning from Deaths Policy and Procedure

12 Bibliography
Intentionally left empty.

13 Glossary
Intentionally left empty.
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14 Annexe A – How to carry out a COSHH risk assessment
Based on the HSE Guide
A COSHH assessment concentrates on the hazards and risks from hazardous
substances in your work area.
It is important to remember that health hazards are not limited to substances labelled
as ‘hazardous' and that some harmful substances can be produced by the process
you undertaken, for example clay dust during pottery sessions, fumes produced from
mixing art materials and even mixing cleaning chemicals inadvertently.
Stage 1 - Identify the hazards
•

Identify which substances are harmful by reading the product labels and
safety data sheets (SDS) - sometimes known as MSDS or material data
safety sheets.

•

If you are in doubt, contact the supplier of the substances for more information

•

Remember to think about harmful substances produced by your activities,
such as arts or pottery sessions, or when people may be otherwise exposed
such as patients and cleaning substances when cleaning the workplace.

Stage 2 - Decide who might be harmed and how
•

How might people be exposed?
Think about the route into the body (whether the substance can be breathed
in, get onto or through the skin or can even be swallowed) and the effects of
exposure by each of these routes

•

Think of how often people work with the substance and for how long

•

Think about anyone else who could be exposed not just staff and patients,
this includes estates and facilities, contractors and other visitors or members
of the public who could be exposed

•

Also think about people who could be exposed accidentally, e.g. while
cleaning, or what happens if the controls fail
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Stages 3 & 4 - Evaluate the risks and decide on precautions
Once you have carried out a risk assessment and identified which harmful
substances are present and how people can be harmed, you need to think about
preventing exposure.
•

Do you really need to use a particular substance, or is a safer alternative
available?

•

Can you change the activity to eliminate the substance use or avoid producing
it?
If this is not possible, you must put in place adequate control measures to
reduce exposure

The measures you adopt could include the following:
Changing the activity to reduce risks
• Consider whether you can change the activity you use to reduce the risk of
exposure. For example, you could reduce the temperature of a process to
reduce the amount of vapour getting into the air or use pellets instead of
powders as they are less dusty
Containment
• Enclose the process or activity as much as possible to minimise the escape or
release of the harmful substance
•

Use closed transfer and handling systems and minimise handling of materials

•

Extract emissions of the substance near the source; this will need help from
estates if it is determined to be necessary through risk assessment

Systems of work
• Restrict access to those people who need to be there
•

Plan the storage of materials, and use appropriate containers (original
containers only to be used as they are clearly labelled).
Check that storage containers are correctly labelled and that incompatible
materials, for example acids and caustics, are separated

•

Plan the storage and disposal of waste

Cleaning
• Exposure to hazardous substances can occur during cleaning, so plan and
organise the workplace so that it can be easily and effectively cleaned
•

Smooth work surfaces will allow easy cleaning

•

Have the right equipment and procedures to clear up spillages quickly and
safely, most teams have a spill kit for bodily fluids but this doesn’t always
mean it will be sufficient to deal with a chemical spill. Check the safety data
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sheet for what would be required.
•

Ensure regular cleaning takes place and that the methods used are least
likely to cause further transmission of substances, facilities teams can help
determine best methods to use here and are in most instances the people
undertaking this cleaning.

You must record your assessment on the Safety365 system.
And the really important part is making a list of the actions you have taken to control
the risks to people's health, this should come naturally as you complete the
assessment online.
Find out more
• HSE’s COSHH website
• COSHH Approved Code of Practice
• EH40/2005 Workplace exposure limits: Containing the list of workplace
exposure limits for use with the Control of Substances Hazardous to Health
Regulations (as amended)
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15 Annexe B - COSHH Assessment flow chart

COSHH Assessment Process Flowchart

Stage 1

If yes, substitute for the safer alternative.
Obtain safety data sheet from supplier for new substance

Stage 3

Can any of these substances be eliminated or substituted for an alternative that is
safer?

Identify risks to health from exposure to the substance(s).
Consider effect of process or task on properties or state of substance(s) (i.e. does
hazard or risk change).

Stage 4

Identify Substances
Obtain safety data sheet from supplier
Consider exposure limits and health effects

Develop plan of steps necessary to ensure safety of staff/patients and to meet
requirements of COSHH regulations.

Actions necessary to
prevent / reduce
exposure

Stage 5

Identify all hazardous substances used for the process, task or produced by the
task/processIdentify all hazardous substances used for the process, task or
produced by the task/process

Stage 2

Stages

Review Assessment

Where there has
been significant
change in process or
task

Exposure Routes
Who is likely to be exposed
Likelihood of exposure
Control measures required
Existing control measures
Immediate risks
Foreseeable risks

Identify the following

Actions necessary
for adequate
control measures

If the substance has
changed

Actions necessary to
comply with COSHH
regulations

Following an
incident

At bi-annually

