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THE  CONTROL OF SUBSTANCES HAZARDOUS 
TO HEALTH (COSHH) POLICY 

 
The COSHH Regulations lay down the essential requirements and a step-by-
step approach for the control of hazardous substances and for protecting 
people exposed to them.  Substances that are “hazardous to health” include 
substances labelled as dangerous (i.e. very toxic, toxic, harmful, irritant or 
corrosive) and substances with workplace exposure limits (WELs).  They also 
include harmful micro-organisms and substantial quantities of dust and indeed 
any material, mixture or compound used at work or arising from work activities 
which can harm people’s health. 
 
In accordance with the Control of Substances Hazardous to Health Regulations 
it the policy of Supreme Concrete Limited to reduce or eliminate hazards to 
health as far as is reasonably practicable. 
 
The following course of action will be followed for all substances either currently 
in use or under consideration for use:  
 
The Works Manager will undertake detailed assessments of all substances 
used to identify possible harmful effects, how they are handled or used, who 
could be affected and what precautions need be taken. 
 
The Works Manager will ensure employees are aware of the risks to health 
identified in the assessments and are aware of the precautions necessary to 
reduce or eliminate any potential risks to health. 
 
The Works Manager will maintain an inventory of all substances used and of 
assessments undertaken. 
 
New substances or activities will not be introduced into a site without first 
checking the inventory to ascertain whether the substance is already in use 
elsewhere or has been previously assessed. 
 
If not previously assessed or the previous assessment was not relevant to the 
new work activity, a detailed assessment will be undertaken as required above. 
 
The Works Manager will update the inventory and ensure all assessments are 
reviewed at least once every five years. 
 
Whenever possible hazardous substances shall be replaced by substances of a 
less hazardous nature or eliminated from the process entirely. 
 
The risk of health hazards arising from any particular substance will depend on: 
 

• the hazard presented by the substance 
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• how it is used 
 

• how exposure to it is controlled 
 

• how much of the substance people are exposed to and for how long 
 

• whether people are particularly vulnerable to it 
 

• the work being done. 
 
There can be a substantial risk even from a substance that is not particularly 
hazardous if exposure is excessive.  But with proper precautions the risk of 
being harmed by even the most hazardous substance can be very small. 
 
COMPLYING WITH COSHH INVOLVES: 
 

• designing and operating processes and activities to minimise 
emission, release and spread of substances hazardous to health 

 
• taking into account all relevant routes of exposure - inhalation, skin 

absorption and ingestion - when developing control measures 
 
• controlling exposure by measures that are proportionate to the health 

risk 
 
• choosing the most effective and reliable control options which 

minimise the escape and spread of substances hazardous to health 
 
• where adequate control of exposure cannot be achieved by other 

means, providing in combination with other control measures, suitable 
personal protective equipment 

 
• checking and reviewing regularly all elements of control measures for 

their continuing effectiveness, including methods of work and 
supervision 

 
• informing and training all employees on the hazards and risks from the 

substances with which they work and the use of control measures 
developed to minimise the risks 

 
• ensuring that the introduction of control measures does not increase 

the overall risk to health and safety 
 
• ensuring that workplace exposure limits (WELs) are not exceeded 
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• ensuring that exposure to substances that can cause occupational 
asthma, cancer, or damage to genes that can be passed from one 
generation to another is reduced as low as is reasonably practicable. 

 
ASSESSMENT 
 
The responsibility for the assessment rests with the Works Manager, even 
where others do some or even most of the work of preparing it on the 
employer’s behalf.  The person carrying out the assessment will need to: 
 

• have access to the COSHH Regulations and Approved Codes of 
Practice 

 
• understand the requirements of the Regulations and Codes of Practice 
 
• have the ability and authority to get the necessary information and 

make correct decisions about the risks and the precautions needed. 
 
The Works Manager should ensure that relevant sections of the workforce are 
fully involved in the assessment process and that they are informed of the 
findings. 
 
When undertaking assessments it is important to consider whether it is 
reasonably foreseeable that accidental leakage, spillage or release could occur 
through breakdown of the plant or controls, or through operator error.  Also 
activities such as cleaning and maintenance should not be overlooked. 
 
FOLLOW UP ACTION 
 
If the assessment concludes that there is no likelihood of risk to health, the 
assessment is complete and no further action need by taken. But if the 
conclusion is that there are risks to health, it is necessary to decide what action 
needs to be implemented. 
 
Where reasonably practicable exposure should be prevented by: 
 

• changing the process or activity so that the hazardous substance is 
not required or generated, or 

 
• replacing it with a safer alternative, or 
 
• using it in a safer form, for example pellets instead of powder. 

 
If prevention is not reasonably practicable then exposure must be adequately 
controlled by using methods such as: 
 

• total enclosure of the process 
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• partial enclosure and extraction equipment 
 
• general ventilation 
 
• using systems of work and handling procedures which minimise the 

chances of spills, leaks and other escape of hazardous materials. 
 
Personal protective equipment may be provided as an interim measure but 
should not be regarded as a long term solution. 
 
Additionally, it may be appropriate to introduce controls such as prohibition of 
eating, drinking and smoking, or regular cleaning or decontamination of 
surfaces, displaying appropriate warning signs, etc especially where there is 
exposure to carcinogens, mutagens or biological agents.   
 
USING CONTROLS 
 
The Regulations require employees to make proper use of control measures 
and to report defects, but the employer must take all reasonable steps to ensure 
that they do so. 
 
MAINTENANCE, EXAMINATION AND TESTING OF CONTROL MEASURES 
 
The Regulations place specific duties on employers to ensure that controls are 
kept in efficient working order, good repair and clean.  Engineering controls and 
respiratory protective equipment have to be examined and, where appropriate, 
tested at suitable intervals, with set periods laid down for local exhaust 
ventilation equipment. The employer must keep records of all such 
examinations and tests for at least five years. 
 
MONITORING EXPOSURE 
 
Employees’ exposure to hazardous substances should be monitored: 
 

• where there could be serious risks to health if control measures were 
to fail or deteriorate 

 
• if the employer cannot be sure that exposure limits are not being 

exceeded 
 
• where the employer cannot be sure that particular control measures 

are working properly. 
 
Records of any exposure monitoring carried out should be kept for at least 40 
years if it relates to an identifiable individual and for at least five years in all 
other cases. 
 



 

Issue 1 Revision 1 MS 0508 

HEALTH SURVEILLANCE (General) 
 
Where it is appropriate for the protection of the health of employees liable to be 
exposed to a hazardous substance the Company will ensure that they are under 
suitable health surveillance. 
 
The main objectives of health surveillance are to: 
 

• protect the health of individual employees by detecting as early as 
possible adverse changes for example Dermatitis 

 
• help evaluate the measures taken to control exposure 
 
• collect, keep up to date and use data and information for determining 

and evaluating hazards to health (for Dermatitis will undertaken every 
6 months by a competent person).  

 
Regulations setout specific processes which may require health surveillance be 
undertaken but include situations where exposure to a substance hazardous to 
health is such that: 
 

• an identifiable disease or adverse health effect may be related to the 
exposure 

 
• there is a reasonable likelihood that the disease or effect may occur 
 
• there are valid techniques for detecting indications of the disease or 

effect, and 
 
• the technique of investigation is of low risk to the employee. 

 
Suitable health surveillance 
 
The type of health surveillance required will depend on the risk and severity of 
any potential ill-health effects.  The different procedures need not be 
independent of each other because the results of one might indicate the need 
for another.  The types of surveillance to consider include: 
 

• biological monitoring 
 
• medical surveillance 
 
• enquiries about symptoms, inspection or examination by a suitably 

qualified person 
 
• review of records 
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In certain circumstances it may be appropriate to continue health surveillance of 
employees after exposure to a substance hazardous to health has ceased 
where an adverse effect may be anticipated after a latent period and where it is 
believed that the effect can be reliably detected at a sufficiently early stage. 
 
Individual health record 
 
Where health surveillance is carried out the Company will keep an up-to-date 
health record for each employee which will contain at least: 
 

• surname, forenames, gender, date of birth 
 
• permanent address and post code 
 
• date when present employment started 
 
• a historical record of jobs in the current employment involving 

exposure to identified substances requiring health surveillance 
 
• results of other health surveillance procedures and the date on which 

and by whom they were carried out. 
 
Any conclusions should relate only to the employee’s fitness for work and 
should not include confidential clinical data. 
 
Records will be kept for at least 40 years from the date of the last entry and, if a 
business ceases trading, the Company will contact a medical inspector at the 
HSE and offer the health records for safe keeping. 
 
Detection of an adverse health effect or identifiable disease 
 
Where an employee is found to have an adverse health effect or identifiable 
disease believed to be the result of exposure to a substance hazardous to 
health the employer must arrange for the employee concerned to be 
interviewed and told. 
 
The Company will consult the medical inspector, appointed doctor or 
occupational health professional concerned to consider: 
 

• whether it is necessary to transfer the employee to other work where 
there is no exposure to the hazardous substance concerned 

 
• whether a medical examination of the employee concerned should be 

arranged 
 
• if a medical examination is necessary, whether all other employees 

who have been similarly exposed to the substance concerned as the 
affected employee should also be medically examined. 
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The employee concerned should also be advised to visit their own doctor to 
report the condition. 
 
Any adverse health effects or identifiable diseases resulting from exposure to a 
substance hazardous to health should result in a review of the assessment of 
the work and the control measures in place. 
 
RECORDING  AND  REVIEWING  THE  ASSESSMENT 
 
The significant findings of assessments need to be recorded and this policy 
document contains two methods of recording assessments.  The COSHH 
assessment slip system is intended to minimise the administrative burden for 
low risk activities while the full assessment recording system should be used 
where the risks are more significant. 
 
The assessment should be reviewed at least once every five years and 
whenever there is reason to believe that it is no longer valid or where there has 
been a significant change in the work. 
 
INFORMATION, INSTRUCTION AND TRAINING 
 
Employees must receive sufficient information, instruction and training for them 
to know: 
 

• the substances hazardous to health and any workplace exposure 
limits or similar occupational exposure limit 

 
• the risks created by exposure to substances 
 
• the precautions they should take. 

 
The information provided should include details of: 
 

• control measures, their purpose and how to use them 
 
• how to use personal protective equipment and clothing provided 
 
• results of any exposure monitoring and health surveillance but without 

disclosing personal information 
 
• emergency procedures. 
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SUBSTANCE/ACTIVITY INVENTORY RECORD SHEET 
  

IS IT STILL 
REQUIRED? 

HAS A SAFETY 
DATA SHEET 

BEEN 
OBTAINED? 

HAS AN 
ASSESSMENT 

BEEN 
UNDERTAKEN? 

SUBSTANCE/ACTIVITY LOCATION 

YES NO YES NO SLIP FULL 

REF 
NO COMMENTS 
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RECORD OF ISSUE OF PERSONAL PROTECTIVE 
EQUIPMENT 

  
FULL NAME: 
OCCUPATION: 
 PPE ISSUED DATE SIGNATURE 
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RECORD OF FIT TESTING OF RESPIRATORY 
PROTECTIVE EQUIPMENT 

  
The performance of respiratory protective equipment with a tight fitting face 
piece depends on a good contact between the wearer’s skin and the face seal 
of the mask.  A good face seal can only be achieved if the wearer is clean-
shaven in the region of the seal and the face piece is of the correct size and 
shape to fit the wearer’s face.  Items such as spectacles and earmuffs can also 
prevent an effective seal being achieved.  Initial selection of tight fitting face 
pieces should include fit testing to assess the fit by determining the degree of 
face-seal leakage of a test agent while the user wears the face piece.  Repeat 
fit testing will be needed when changing to a different size or model of respirator 
or there have been significant changes to the facial characteristics of the 
wearer.   
 NAME & ADDRESS OF EMPLOYER: 
 
EQUIPMENT: MODEL NO: 
 WEARER DATE OF FIT TEST PASS/FAIL TESTED BY SIGNATURE 
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RECORD OF MAINTENANCE OF RESPIRATORY 
PROTECTIVE EQUIPMENT 

  
With the exception of disposable respirators, respiratory protective equipment 
should not be used unless it is properly maintained and had a thorough 
examination at least once every month.  Details of maintenance and 
examination required should be available from the manufacturer.  Accurate 
records of each examination should be made and kept for at least five years 
and include: name and address of employer responsible for equipment, 
particulars of equipment and the distinguishing number or mark, date of 
examination and name and signature of person carrying out examination, 
condition of the equipment and particulars of any defect found including the 
state of the filters.  
 NAME & ADDRESS OF EMPLOYER: 
 
EQUIPMENT: REF NO: 
 DATE OF 
EXAMINATION 

CONDITION ACTION TAKEN NAME SIGNATURE 
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COSHH ASSESSMENTS 
 

EXPLANATORY NOTES 
 
Detailed assessments have been made and recorded because the products are 
not clearly labelled, the data sheets contain inadequate information or more 
detailed investigations were required to finalise the assessment. 
 
The following notes explain the various sections of the COSHH assessment 
sheet. 
 
PRODUCT: 
 
The trade, or other name, to clearly identify the substance assessed. 
 
DEPARTMENT: 
 
Location where product is used. 
 
ACTIVITY: 
 
An outline of how the product is used or what it is used for if that is sufficient 
information to establish how it is used.  The same product used in different 
ways could create different risks and would, therefore, require different 
assessments, e.g. brush and spray painting may involve the same product but 
the risks would be far greater during spray painting activities. 
 
SUPPLIER/MANUFACTURER: 
 
The manufacturer may not always be known.  These sections provide a point of 
contact should further information be required. 
 
HAZARD CLASSIFICATION: 
 
Not all products are “classified” but the main categories are toxic, very toxic, 
corrosive, irritant and harmful.  This information is usually shown on the product 
label. 
 
FORM: 
 
This section contains basic information relating to the form of the product, e.g. 
liquid, powder, aerosol, etc.  
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QUANTITY USED: 
 
An indication of the amount of product used during an appropriate time period, 
e.g. 200 litres per hour, 2kg per year, etc. 
 
NUMBER/GROUP EXPOSED: 
 
An indication the number of persons exposed to the product and whether they 
are fitters, production staff, cleaners, visitors, etc. 
 
TYPICAL EXPOSURE TIME: 
 
An indication of the typical exposure time, e.g. 8 hours per day 5 days per 
week, a few seconds once or twice a week, etc. 
 
HAZARDOUS CONSTITUENTS: 
 
Details of what in the product could actually cause harm. 
 
WEL: 
 
Current limits are published annually in the HSE guidance note EH40 
“Workplace Exposure Limits”.  There used to be two kinds of exposure limit.  
For substances that had been given a maximum exposure limit (MEL), the level 
of exposure should have been reduced so far as was reasonably practicable 
and, in any event, should not have exceeded the MEL.  For other substances 
given occupational exposure standards (OES) it was sufficient to ensure the 
level of exposure was reduced to that standard.  These standards have been 
replaced with one standard known as workplace exposure limit (WEL). 
 
WELs are occupational exposure limits (OELs) set to help protect the health of 
workers. WELs are concentrations of hazardous substances in the air, 
averaged over a specified period of time referred to as a time-weighted average 
(TWA). Two time periods are used: long term (8 hours) and short term (15 
minutes). Short-term exposure limits (STELs) are set to help prevent effects, 
such as eye irritation, which may occur following exposure for a few minutes. 
 
HEALTH HAZARDS: 
 
Details of the actual harm the product could cause. 
 
LIKELY ROUTE INTO BODY: 
 
Substances can get into the body by inhalation, ingestion (either directly or from 
settling on food etc., or from eating food with contaminated fingers), absorption 
through the skin, or via the eyes (either directly or from contact with 
contaminated surfaces or clothing), or injection into the body by high pressure 
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equipment or contaminated sharp objects.  The route of entry into the body can 
vary according to the nature and form of the substance and the way it is used. 
 
PRECAUTIONS/CONTROL MEASURES: 
 
Precautions identified as being necessary after considering the information 
available about hazards, method of use, etc. and taking account of the risks to 
health. 
 
MAINTENANCE: 
 
Action necessary to ensure precautions/control measures continue to function 
effectively.  If these include using local exhaust ventilation or other engineering 
controls, including personal protective equipment, arrangements for regular 
examination and testing of the control measures must be implemented. 
 
STORAGE: 
 
Details of necessary storage arrangements to comply with statutory 
requirements, ensure security or maximise shelf life.  This section should set 
out how and where the substance is stored. 
 
FIRST AID: 
 
Standard procedures will be applicable for most substances but where special 
treatments, antidotes, etc. are identified these must be available and staff 
familiar with how and when to use them. 
 
SPILLAGE/EMERGENCY ARRANGEMENTS: 
 
Action to be taken if the product is spilt, or there is an unplanned release, 
including information about whether the substance can be washed into drains, 
whether it must be contained or neutralised.  Suitable equipment and materials 
must be available for dealing with spillages and emergencies. 
 
DISPOSAL: 
 
In most cases it may be possible to put waste into bins or skips along with 
general waste but in some instances it may be necessary to arrange a special 
collection by a licensed contractor. 
 
ASSESSMENT: 
 
This section summarises the assessment and should include a statement on 
whether there is a risk to health using the product for the defined activity.  The 
objective should be to ensure the precautions/control measures operated allow 
the assessment to conclude: “No adverse health affects anticipated provided 
the basic precautions are followed”. 
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HEALTH SURVEILLANCE: 
 
The need for health surveillance needs to be considered where it is appropriate 
for the protection of the health of employees liable to be exposed to a 
hazardous substance. 
 
COMMENTS: 
 
The need to consider the use of alternative products, undertaking environmental 
monitoring, etc. can be recorded in this section. 
 
DATE/ASSESSOR/REVIEWED: 
 
Assessments should, so far as possible, be undertaken by the 
manager/supervisor responsible for the activity.  Additional help may be 
required to resolve some issues raised during the assessment procedure. 
Assessments should be reviewed regularly and whenever there is any evidence 
to suspect they may no longer be valid, or where there has been a significant 
change in the work.  All assessments should be reviewed at least once every 
five years. 
 
FILING: 
 
It is recommended that COSHH Assessment forms are inserted “back to back” 
in  plastic wallets with any additional information used to make the assessment 
(such as data sheets, manufacturers’ literature, reports, monitoring results, etc.) 
filed in the appropriate wallets in-between the assessment forms. 



REF NO: 
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COSHH ASSESSMENT 
  
PRODUCT: DEPARTMENT: 
ACTIVITY: 

SUPPLIER: TEL. NO: 
MANUFACTURER: TEL. NO: 
  HAZARD CLASSIFICATION: FORM: 
QUANTITY USED: 
NUMBER/GROUP EXPOSED: 
TYPICAL EXPOSURE TIME: 
HAZARDOUS CONSTITUENTS W.E.L 
 
 
 
 
 

 
 
 
 
 
 
 
 

HEALTH HAZARDS: 
 
 
 
 
LIKELY ROUTE INTO BODY: 
 
 
 PRECAUTIONS/CONTROL MEASURES 
 
 
 
 
 
 
MAINTENANCE: 
 
 
 
 
 STORAGE 
 
 
 



REF NO: 
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FIRST AID 
INHALATION: 
 
 
INGESTION: 
 
 
EYE CONTACT: 
 
 
SKIN CONTACT: 
 
 
 SPILLAGE/EMERGENCY ARRANGEMENTS 
 
 
 
 
 
 DISPOSAL 
 
 
 
 
 
 ASSESSMENT 
 
 
 
 
 HEALTH SURVEILLANCE 
 
 
 
 
 COMMENTS 
 
 
 
 
 
 DATE: ASSESSOR: 
REVIEWED     
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COSHH ASSESSMENT SLIPS 
 

EXPLANATORY NOTES 
 
Detailed assessments have not been recorded because the products are clearly 
labelled, or adequate information is contained in the data sheets filed in this 
section, and the products represent low risk to health and safety when used for 
the activity defined on the slip attached to the data sheet. 
 
Provided users follow normal safe working practice, maintain good personal 
hygiene and follow any special precautions indicated on the assessment slip, 
they are not expected to suffer any adverse health affects as a result of using 
products filed in this section. 
 
Standard first aid procedures are appropriate for all products filed in this section 
unless indicated on the assessment slip. 
 
The following notes explain the various sections of the COSHH assessment 
slip. 
 
PRODUCT: 
 
The trade, or other name, to clearly identify the substance assessed. 
 
DEPARTMENT: 
 
Location where product is used. 
 
ACTIVITY: 
 
An outline of how the product is used or what it is used for if that is sufficient 
information to establish how it is used. The same product used in different ways 
could create different risks and would, therefore, require different assessments, 
e.g. brush and spray painting may involve the same product but the risks are far 
greater from spray painting. 
 
SUPPLIER/MANUFACTURER: 
 
The manufacturer may not always be known.  These sections provide a point of 
contact should further information be required. 
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COMMENTS: 
 
This section may contain details of any special hazards, precautions, 
arrangements for disposal/spillage, maintenance, first aid, etc. 
 
DATE/ASSESSOR/REVIEWED: 
 
Assessments should be undertaken by the manager/supervisor responsible for 
the activity.  Assessments should be reviewed regularly and whenever there is 
any evidence to suspect they may no longer be valid, or where there has been 
a significant change in the work.  All assessments should be reviewed at least 
once every five years. 



 

 

 

COSHH ASSESSMENT SLIP 
  
PRODUCT: DEPARTMENT: 
ACTIVITY: 

SUPPLIER: TEL. NO: 
MANUFACTURER: TEL. NO: 
  COMMENTS 
 
 
 
 DATE: ASSESSOR: 
REVIEWED     

 
 


