
TRUST POLICY FOR THE CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH 

Reference 
Number 

POL-RKM/41/05 

Version: 4 Status: Final Author: Edward Braisher 

Job Title Health & Safety 
Manager 

Amendment 
History 

Version Date Author Reason 

2 2005 Gordon 
Butterfield 

3 August 2009 Gordon 
Butterfield 

Trust format 

4 April 2012 Edward 
Braisher 

To ensure compliance 
with COSHH 
Regulations 2002 

Intended Recipients: All Trust Staff 

Training and Dissemination: Corporate induction training for all new starters. Local 
induction training by local line managers for new staff. Risk assessment training for dept 
risk assessors with periodic updates. At ward/clinical/dept areas, managers/supervisors 
are responsible for ensuring all staff understands the hazard associated with the use of 
chemicals to themselves, patients and others and reporting of such through the Trust 
‘Incident Reporting Policy’. 

To be read in conjunction with: 

Latex Allergy Policy 

Management of Inoculation Incidents 

Health Surveillance Policy 

In consultation with and Date: 

Health & Safety Committee: April 2012 

Risk Committee: September 2012 

EIRA stage one YES 

Stage two not needed 

Procedural Documentation Group September 2012 
Assurance and Date 

Approving Body and Date 
Approved 

Minor amendments approved by PDRG (Sept 2012) 
on behalf of ME 



2 

Date of Issue September 2012 

Review Date September 2015 

Contact for Review Health and Safety Manager 

Executive Lead Signature Director of Workforce Management 

Approving Executive Signature Director of Workforce Management 

Review Date Extension Agreed Until Dec 2018 

 



3  

 

 
Contents  

Section 
 

Page 

1 Introduction 4 

2 Purpose and Outcomes 4 

3 Definitions 4 

4 Key Responsibilities 5&6 
 

5 
Process for Managing the Risks Associated with 
Substances Hazardous to Health 

5.1 Hazardous Substances 6 

5.2 What COSHH requires 6 

5.3 Undertaking a COSHH Risk Assessment 7 

5.4 Principles of good practice 8 

5.5 Substance Substitution 8 

5.6 Control Measures 9 

5.7 Recording and reviewing the COSHH Risk Assessment 9 

6 
Health Surveillance 9 

7 
Information, Instruction, Training and Supervision 9 

8 
Emergencies 10 

9 
Monitoring Compliance and effectiveness 10 

10 
References 11 

Appendices 

 
 

 
Appendices 

 
Appendix 1 Sample Inventory list of substances hazardous to health 

Appendix 2 COSHH Risk Assessment 



4  

 
 
 
 
 
 

TRUST POLICY FOR THE CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH 

1. Introduction 

Using chemicals or other hazardous substances at work can put people’s health at risk. 
There are however, harmless ways of using them. Hazardous substances have the 
potential to cause harm if they are inhaled, ingested or come into contact with or are 
absorbed through the skin. These include individual chemical substances or preparations 
such as paints and cleaning materials. They can also be biological agents such as 
pathogens or cell cultures. Substances can occur in many forms such as solids, vapours, 
liquids, gases, dusts, fibres, fumes, mist and smoke. Complying with the Control of 
Substances Hazardous to health Regulations 2002 (as amended) (COSHH) and Approved 
Code of Practice and Guidance (ACOP) will protect employees from ill health and also 
protect others who may be potentially exposed. 

2. Purpose & Outcome 

In line with the Trust policy statement the Trust will: 

 Provide a safe work environment to every employee. 

 Prevent or adequately control exposure of chemicals and substances hazardous to 
health 

 Integrate the control of environmental effects of COSHH substances into the 
management system general principles. 

 In consultation with employees and their representatives comply with the relevant 
regulations and approved code of practice and guidance. 

 Eliminate or reduce the risk of exposure to substances hazardous to health as far 
as is reasonably practicable 

 Better employee understanding and compliance with policy 

 Healthier employees 

3. Definitions   

Biological Agent: A micro - organism, cell, culture, or human endoparasite, whether or  
not genetically modified, which may cause infection, allergy, toxicity or otherwise 
create a hazard to human health. 

Health Surveillance: Assessment of the state of health of an employee, as related to 
exposure to substances hazardous to health, and includes biological monitoring. 



5  

Inhalable Dust: Means airborne material capable of entering the nose and mouth during 
breathing. 

Respirable Dust: Means airborne material capable of penetrating to the gas exchange 
region of the lung. 

Workplace Exposure limit (WEL): The exposure limit approved by the Health and Safety 
Commission for a substance in relation to a specified reference period. Replaces previous 
as contained in HSE publication “EH40 Workplace Exposure Limits 2005 as amended 
2011”. 

4. Key Responsibilities 

Chief Executive 

Has overall responsibility to make effective the management of health and safety within 
the Trust as outlined in the Trust Health and Safety Policy. 

Trust Board, Directors, and Associate Directors 

Are responsible for the implementation of all Trust policies within their areas of 
responsibility. 

Head of Facilities 

Has responsibility to ensure effective monitoring of and liaison with the contracted 
management services and their contracted responsibilities for the implementation of 
this policy. 

Ward/Department/Line/Contracted Managers and Supervisors 

Are responsible for ensuring that the areas under their control are managed effectively 
to prevent or adequately control the potential of exposure to hazardous substances 
occurring. 

 
Health and Safety Committee 

 

Has the function to review six monthly analysis and trend reports provided by the 
Health and Safety Manager for discussion. The committee will also be responsible for 
making recommendations to the Risk Committee as appropriate. 

 

Health and Safety Manager    
 

Has responsibility for ensuring that measures for controlling hazardous substances 
have been assessed as adequate by a process of audit and inspection. 

Employees 

Are responsible for: 

Ensuring their own health and safety and that of others who may be affected by their 
actions and inactions. 
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Co-operating with management where they receive information, instruction and specific 
training on procedures and protective measures and this policy. 

Co-operating with management in ensuring that they themselves and others operate in 
a safe environment by following safe practices in the use of hazardous substances. 

Reporting any working conditions to management that may give rise to a risk of 
exposure to a hazardous substance. 

Where an exposure effect to a hazardous substance occurs to notify their manager and 
report the incident on the Trust Incident Report Form (IR1) as per policy. 

 
 
 
 

Other users of the premises 

All users of the premises have a responsibility to ensure their own area of work is 
controlled and managed so as to avoid the potential for exposure from hazardous 
substances to themselves and others. 

Where problems or identified substance hazards are identified they must be drawn to 
the attention of the manager of the ward/department concerned at the earliest 
opportunity. 

5. Process for Managing the Risks associated with substances hazardous to health 

5.1 Hazardous Substances 

They include substances used directly in work activities (e.g. adhesives, cold disinfectants, 
paints, cleaning/bleaching agents). Substances can also be generated from work activities 
(e.g. fumes from soldering and welding, dusts from cutting and sanding materials). 

Examples of the effects of hazardous substances: 

 Skin irritation or dermatitis as a result of skin contact.

 Asthma as a result of developing allergy to substances used at work.

 Losing consciousness as a result of being overcome by toxic fumes.

 Cancer, appearing long after exposure to the chemical that caused it.

 Infection from bacteria and other micro-organisms (biological agents).

5.2 What does COSHH require? 

COSHH is the law that requires employers to control substances that are hazardous to 
health. You can prevent or reduce workers exposure to hazardous substances by: 

 Finding out what the health hazards are

 Deciding how to prevent harm to health

 Providing control measures to reduce harm to health

 Making sure they are used ;
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 Keeping all control measures in good working order

 Providing information, instruction and training for employees and others

 Providing monitoring and health surveillance in appropriate cases

 Planning for emergencies.

5.3 Undertaking a COSHH Risk Assessment 

Within your divisions you should have a trained and competent risk assessor who will 
determine whether a COSHH risk assessment is required for any substances used. 

The Risk Assessor should identify every substance to ensure that no substance is left 
unaccounted for. An inventory list should then be drawn up using the Trust COSHH 
Inventory form (Appendix 2). 

In assessing the risks the following elements need to be considered: 

 How much of the substance is in use?

 How could people be exposed to it?

 Who could be exposed to it?

 How often are they exposed?

 Can it be absorbed through the skin?

 Can it be swallowed?

 Can it be inhaled?

 Does it affect the eyes?

 What precautions are currently being taken?

A COSHH risk assessment should then be undertaken using the COSHH risk assessment 
form. (See Appendix 1) and the appropriate safety data sheet attached to the risk 
assessment. Generic risk assessments for commonly used products are available on the 
Health and Safety pages on Flo. 

If the risk assessment identifies there is no risk to health, the risk assessment is complete 
and you do not need to do anything else. However this should be reviewed on an annual 
basis. 

Where this is remaining residual risk decide on the action you need to take to remove or 
reduce risks to acceptable levels and check to ensure they are effective. 

 
BEFORE YOU START YOUR COSHH ASSESSMENT YOU NEED TO THINK ABOUT: 

 
 What do you do that involves hazardous substances?

 How can these cause harm?

 How can you reduce the risk of harm occurring?

 
Always try to prevent exposure at source. For example: 

 

 Can you avoid using a hazardous substance or use a safer process preventing 

exposure, e.g. using water-based rather than solvent-based products, applying by 

brush rather than spraying? 
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 Can you substitute it for something safer – e.g. swap an irritant cleaning product for 

something milder 

 Can you use a safer form, e.g. can you use a solid rather than a liquid to avoid 

splashes or a waxy solid instead of a dry powder to avoid dust? 

 
If you can't prevent or eliminate exposure, you need to control it adequately by applying 

the principles of good control practice. Control is adequate when the risk of harm is ‘as 

low as is reasonably practicable'. 

This means: 
 

 All control measures are in good working order. 

 Exposures are below the Workplace Exposure Limit, where one exists. 

 Exposure to substances that cause cancer, asthma or genetic damage is reduced 

to as low a level as possible. 

 
 
 
 
 

5.4 Principles of Good Control Practice 

 
 That processes and activities are designed and operated to minimise emission, 

release and spread of substances hazardous to health.

 That all relevant routes of exposure are taken into account when developing control 

measures – inhalation, skin absorption and ingestion

 That measures are taken to control exposure that are proportionate to the health 

risk

 That the most effective and reliable control options are chosen to minimise the 

escape and spread of substances hazardous to health.

 Where adequate control of exposure cannot be achieved by other means, provide, 

in combination with other control measures, suitable personal protective equipment.

 To check and regularly review all elements of control measures for their continuing 

effectiveness.

 Inform and train all employees on the hazards and risks from the substances they 

work with and the use of control measures developed to minimise the risks.

 Ensure that the introduction of control measures does not increase the overall risk 

to health and safety.

 

5.5 Substance Substitution 

You can prevent exposure to a hazardous substance by: 

 
 Substituting it with another substance which presents less or no risk

 Using another process which doesn’t create a hazardous form of that substance

 
For example: 

http://www.hse.gov.uk/coshh/detail/goodpractice.htm
http://www.hse.gov.uk/coshh/detail/goodpractice.htm
http://www.hse.gov.uk/coshh/detail/goodpractice.htm
http://www.hse.gov.uk/coshh/detail/goodpractice.htm
http://www.hse.gov.uk/coshh/detail/goodpractice.htm
http://www.hse.gov.uk/coshh/basics/control.htm
http://www.hse.gov.uk/coshh/basics/control.htm
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 Substituting a powder for a liquid;

 Removing the need to weigh out powders by buying it pre-packed.

 
There are seven steps to practical, well thought out decisions about substitution. 

 
1. Decide whether the substance or process is a hazard. Is there a significant risk 

involved in storing, using or disposing of a substance? 

2. Identify the alternatives 

3. Think about what could happen if you use the alternatives 

4. Compare the alternatives with each other and with the substance or process you 

are using at the moment. 

5. Decide whether to substitute. 

6. Introduce the substitute 

7. Assess how it is working 

 
 

5.6 Control Measures 

The objective of COSHH is to prevent, or to adequately control, exposure to substances 

hazardous to health, so as to prevent ill health. 
 

You can do this by: 

 
 Using control equipment, e.g. total enclosure, partial enclosure, Local Exhaust 

Ventilation and the use of Personal Protective Equipment

 Controlling procedures, e.g. ways of working, supervision and training to reduce 

exposure, maintenance, examination and testing of control measures

 Worker behaviour, making sure employees follow the control measures such as the 

wearing of Personal Protective Equipment, following local procedures and warning 

supervisors or managers if anything appears to be wrong

 Changing how often a task is undertaken, or when, or reducing the number of 

employees nearby, can make an improvement to exposure control.

 

 
5.7 Recording and Reviewing the COSHH Risk Assessment 

You need to retain a record of the assessment in writing and record any actions staff and 
others need to take to ensure hazardous substances are adequately controlled. 

The assessment should be reviewed as a minimum on an annual basis or where there is a 
reason to think that it is no longer valid or there has been a significant change in working 
practices. 

 

 
5.8 Health Surveillance 

http://www.hse.gov.uk/lev/index.htm
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Local Health surveillance is required where work involving substances are known to cause 
ill health effects. This will normally be indicated in the Safety Data Sheet/COSHH risk 
assessment. Divisions are required to maintain a record of staff checks in order to enable 
early referral to Occupational Health. They will advise on further controls to protect staff. 

 

 
5.9 Information, Instruction, Training and Supervision 

Under the COSHH regulations you are required to provide staff with suitable information, 
instruction and training about the nature of the substances they work with or are exposed 
to and the risks created by exposure to those substances and the precautions that should 
be taken. 

You should give them sufficient information and instructions on: 

 Control measures, their purposes and how to use them

 How to use Personal Protective Equipment and any clothing provided

 Emergency procedures

 
Employees need to understand the outcome of COSHH risk assessments and what it 

means for them. Tell them: 

 What the hazards and risks are 

 Any workplace exposure limits 

 The results of any exposure monitoring 

 General results of any health surveillance 

 What to do if there is an accident, spillage or emergency 
 

Employees should have access to the COSHH risk assessments and safety data sheets 

and ideally they should be stored in a central area. Keep employees informed about 

planned future changes in processes or substances used and keep basic training records. 

Supervision of staff is very important to ensure control measures are being adhered to. 

Staff must be aware that failure to wear personal protective equipment can lead to 

disciplinary action. 

You must ensure staff do understand the risks from the hazardous substances they 
could be exposed to. Your control measures will not be fully effective if your staff  
do not know how to use them properly or understand the importance of reporting 
faults. 

 

 
5.10 Emergencies 

You need to plan and practice to cope with foreseeable accidents, incidents or 

emergencies. This means: 
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 The right equipment to deal with the emergency (e.g. a spill), including protective 

equipment and decontamination products;

 The right procedures to deal with a casualty;

 The right people trained to take action;

 The right arrangements to deal with the waste created.

 
Think about how you would make such information available to the emergency services. 

Everybody needs to know your emergency plans. Involve safety representatives. 

 

6.  Monitoring Compliance and Effectiveness 

The key requirements will be monitored in a composite report presented on the Trusts 
Monitoring Report Template: 

 

Monitoring 
Requirement : 

 To undertake appropriate risk assessments for the 
control of substances hazardous to health 

 Compliance with COSHH standards 

 Identification of hot spots from incident reporting 

 Associated recommendations and monitoring effect 

Monitoring 
Method: 

 Through the Trust Health and Safety Environmental 
Auditing System 

 Results and Action Plans provided to the Health and 
Safety Manager 

Report Prepared 
by: 

Health and Safety Manager 

Monitoring 
Report presented 
to: 

Health and Safety Committee 

Frequency of 
Report 

Six Monthly 

 

 
10. References 

HSE 2005: The Control of Substances Hazardous to Health Regulations 2002 (as 
amended) – Fifth Edition Approved Code of Practice and Guidance. 
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COSHH ASSESSMENT 
Appendix 1 

 

    SUBSTANCE INFORMATION  

The majority of the information required for this assessment will be found on the Safety Data 
Sheet – this should be attached to the risk assessment once completed. 

Substance/material: Trade name: 

What is the substance used for? 

 

What are the hazardous ingredients/chemicals in the substance? (List) 

Do any of the chemicals have a: 

Working exposure limits (WEL) 

Is the substance: 

 Harmful?   Very toxic?   Sensitising? 

 Toxic?   Corrosive?    Other? (Specify) 

 Irritant? 

Additional Risk:  Flammable   Highly Flammable     Oxidising   Explosive 

If any of these risk are identified please contact the Fire Safety Manager 

Is the substance hazardous to health when: 

 In contact with skin?   Breathed in?    Other (Specify below) 

 In contact with eyes?   Swallowed? 

USE OF SUBSTANCE 

How should the substance be used? 

How much is used for every activity? 

Frequency of activity? 

Who is exposed to the substance? 

Does the substance present additional risks to certain groups or individuals? 
(e.g. young people, new/expectant mothers, people with pre-disposed medical conditions e.g. asthma) 

 

CONTROL MEASURES 

Can a less hazardous substance be used to do the    same job? Yes  No 

(If you don’t know, please contact your supplier for further information.) 

What controls are required for this substance, other than Personal Protective Equipment   (PPE)? 
(e.g. well ventilated areas, not in spray/mist form, mechanical ventilation, authorised persons only.) 

Is any Personal Protective Equipment (PPE) required when using the substance? 



13  

 

 Eye protection?  (State type required)   Gloves? (State type required) 

 Overalls/clothing? (State type required)  Mask/respirator? (State type required) 

 Other? (State type required) 

How should the substance be stored?  (e.g. locked cupboard, away from other substances, etc.) 

Have persons using this substance been provided with information or training on   its use? Yes o 
No o 

Workplace air monitoring required? 

Is local exhaust ventilation used? 

OTHER PRECAUTIONS AND EMERGENCY PROCEDURES 

Spillages: How should an accidental release/spillage of this substance be dealt with? 

First aid:  What actions should be taken if the substance is: 

a) Swallowed? b) Contact with eyes? 

c) In contact with skin?  

d) Inhaled? 

e) Other? (Please specify.) 

 

Fire precautions:  What actions should be taken in the event of fires involving this substance? 

Transport/Handling: How will substance be transported and handled? 

Chemical reactions: Is there any other substance that this substance must not come into contact 
with? 

Disposal:  How should the substance be disposed of (or not disposed of)? 

Health surveillance:  Do staff using the substance require any health surveillance? 
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Risk and Safety Phrases: 

 

ASSESSMENT OF RISK – This should be assessed using the Risk Assessment Tool. 
Consideration of the following areas will enable you to conduct a suitable & sufficient risk 
assessment:- 

Are all the controls detailed above currently in place? Yes o No 

If these controls are not in place, or additional controls are required, state action to be taken.  Please  
note - 

Are hazards to health adequately controlled with all control measures in place? Yes o No 

Are further remedial actions required? Yes  No o 

Assessor: Directorate: Date: 

How should the substance be stored?  (e.g. locked cupboard, away from other substances, etc.) 

Have persons using this substance been provided with information or training on   its use? Yes o 
No o 

Workplace air monitoring required? 

Is local exhaust ventilation used? 

OTHER PRECAUTIONS AND EMERGENCY PROCEDURES 

Spillages: How should an accidental release/spillage of this substance be dealt with? 

First aid:  What actions should be taken if the substance is: 

b) Swallowed? b) Contact with eyes? 

c) In contact with skin?  

d) Inhaled? 

e) Other? (Please specify.) 

 

Fire precautions:  What actions should be taken in the event of fires involving this substance? 

Transport/Handling: How will substance be transported and handled? 

Chemical reactions: Is there any other substance that this substance must not come into contact 
with? 
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Disposal:  How should the substance be disposed of (or not disposed of)? 

Health surveillance:  Do staff using the substance require any health surveillance? 

Risk and Safety Phrases: 

 

ASSESSMENT OF RISK – This should be assessed using the Risk Assessment Tool. 
Consideration of the following areas will enable you to conduct a suitable & sufficient risk 
assessment:- 

Are all the controls detailed above currently in place? Yes o No 

If these controls are not in place, or additional controls are required, state action to be taken.  Please  
note - 

Are hazards to health adequately controlled with all control measures in place? Yes o No 

Are further remedial actions required? Yes  No o 

Assessor: Directorate: Date: 

How should the substance be stored?  (e.g. locked cupboard, away from other substances, etc.) 

Have persons using this substance been provided with information or training on   its use? Yes o 
No o 

Workplace air monitoring required? 

Is local exhaust ventilation used? 

OTHER PRECAUTIONS AND EMERGENCY PROCEDURES 

Spillages: How should an accidental release/spillage of this substance be dealt with? 

First aid:  What actions should be taken if the substance is: 

c) Swallowed? b) Contact with eyes? 

c) In contact with skin?  

d) Inhaled? 

e) Other? (Please specify.) 

 

Fire precautions:  What actions should be taken in the event of fires involving this substance? 

Transport/Handling: How will substance be transported and handled? 
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Chemical reactions: Is there any other substance that this substance must not come into contact 
with? 

Disposal:  How should the substance be disposed of (or not disposed of)? 

Health surveillance:  Do staff using the substance require any health surveillance? 

Risk and Safety Phrases: 

 

ASSESSMENT OF RISK – This should be assessed using the Risk Assessment Tool. 
Consideration of the following areas will enable you to conduct a suitable & sufficient risk 
assessment:- 

Are all the controls detailed above currently in place? Yes o No 

If these controls are not in place, or additional controls are required, state action to be taken.  Please  
note - 

Are hazards to health adequately controlled with all control measures in place? Yes o No 

Are further remedial actions required? Yes  No o 

Assessor: Directorate: Date: 

 
 
 

How should the substance be stored?  (e.g. locked cupboard, away from other substances, etc.) 

Have persons using this substance been provided with information or training on   its use? Yes o 
No o 

Workplace air monitoring required? 

Is local exhaust ventilation used? 

OTHER PRECAUTIONS AND EMERGENCY PROCEDURES 

Spillages: How should an accidental release/spillage of this substance be dealt with? 

First aid:  What actions should be taken if the substance is: 

a) Swallowed? b) Contact with eyes? 

c) In contact with skin?  

d)  Inhaled? 

e) Other? (Please specify.) 
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Fire precautions:  What actions should be taken in the event of fires involving this substance? 

Transport/Handling: How will substance be transported and handled? 

Chemical reactions: Is there any other substance that this substance must not come into contact 
with? 

Disposal:  How should the substance be disposed of (or not disposed of)? 

Health surveillance:  Do staff using the substance require any health surveillance? 

Risk and Safety Phrases: 

 

ASSESSMENT OF RISK – This should be assessed using the NUH Risk Assessment Tool. 
Consideration of the following areas will enable you to conduct a suitable & sufficient risk 
assessment:- 

Are all the controls detailed above currently in place? Yes o No 

If these controls are not in place, or additional controls are required, state action to be taken.  Please  
note - 

Are hazards to health adequately controlled with all control measures in place? Yes o No 

Are further remedial actions required? Yes No o 



 

Appendix 2 
 

 

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH 
 

 

INVENTORY LIST OF SUBSTANCES USED 
 

 

The substances listed should include those which are hazardous to health as identified in Section Two of the Safety Data Sheet 
 

Substance 
Inventory 
Number 

Name of 
Substance 

Category Safety 
Data 
Sheet 

Available 

Information and Training 
provided to staff? 

Control 
measures to 

prevent 
exposure? 

Maintenance, 
examination and 

testing carried out and 
records kept? 

       

 


