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1. Application 
This policy applies to all Painsley Catholic Academy workplaces and work situations. 
 
2. Introduction 
Many substances have the potential to cause harm to health, or create some other 
danger and ensuring that they are correctly used, stored and handled is an 
important part of health and safety at work.  
 
The requirements of the Control of Substances Hazardous to Health Regulations 
(COSHH) cover all substances hazardous to health except asbestos, lead, materials 
producing ionising radiation, and substances that are a hazard solely because they 
are explosive or flammable. These substances have their own detailed regulations. 
 
3. Aims and Objectives 
To comply with the COSHH Regulations, providing a safe and healthy working 
environment for employees by the implementation of systems and procedures.   

  
4. Definitions 

 
Biological Agent A micro –organism such as bacteria, fungus or parasite which 
may cause infection, allergy, be toxic or otherwise create a hazard to human health.  
 
Health surveillance is systematic, regular and appropriate checks to detect early 
signs of work-related ill health among employees exposed to certain health risks; 
and acting on the results. Examples include skin checks for dermatitis and lung 
function tests for occupational asthma. 
 
Workplace Exposure Limit (WEL) is the maximum concentration of an airborne 
substance averaged over a reference period, to which employees may be exposed 
by inhalation. 
 
Routes of Entry/Exposure Hazardous substances can enter the body via a number 
of routes and the effects that they will have on the body may be altered by the route 
of entry. The routes of entry are: 

A) Inhalation  
B) Direct contact with skin or eyes 
C) Ingestion  
 

(A) Inhalation 
Breathing in fumes, vapours, dust, viruses, etc has the potential to cause damage to 
the respiratory system and anything entering the lungs may be absorbed into the 
blood stream and be carried into the body and adversely affect internal organs. 
 
(B) Direct Contact with Skin or Eyes 
A large number of substances can be absorbed directly through unbroken skin or 
through cuts, broken skin, or punctured skin. This may cause local effects such as 
skin irritation, dermatitis, or skin cancer, or substances may travel through the body 
and cause blood poisoning or adversely affect internal organs. 
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(C) Ingestion 
Swallowing or eating contaminated material can happen when eating or smoking 
with dirty hands.  The contaminants can cause problems in the digestive system or 
be carried around the body in the blood stream. This route of entry is usually 
assisted where there is a personal lack of hygiene or suitable welfare facilities 
present.  
 
Toxicity is the degree to which a substance can cause harm. The degree of toxicity 
is affected by the level and type of exposure to the substance. 
 
Material Safety Data Sheets provide information on chemical products that help 
users of those chemicals to undertake risk assessments. Some substances have no 
data sheets, normally if they are created during a process e.g. fume from welding or 
mist from metal working. 
 

5. The Arrangements for Applying the Policy 

5.1 Identification of Substances 
The College will identify hazardous substances that are used, stored or to which 
individuals are exposed in the workplace. These may include substances: 

 Brought into the workplace to be used, worked on or stored.  

 Given off, during any process or work activity such as dust, fumes and 
vapours; 

 Produced at the end of any work process such as waste or residues; and 
 

Hazardous Substances can be identified by: - 
 

 Using existing knowledge of the work, of current best practice, and of any 
work-related health problems;   

 Checking the work and storage areas for substances and reading the 
label on the containers.  Suppliers have a legal duty to use symbols to 
alert purchasers to the hazards of the contents – i.e. very toxic, corrosive, 
harmful and irritant. (The main danger symbols are illustrated in Appendix 
1); 

 Obtaining the material data sheet from the manufacturer or supplier (they 
have a legal duty to supply such information); 

 Checking any available trade literature or documentation; 

 Seeking advice from the Strategic Health and Safety Service and 
Occupational Health Unit/Scientific Services where appropriate; and 
where appropriate, checking HSE guidance such as EH40. 

 The College may seek advice from Science and DT advisors and 
CLEAPSS Schools Science Service.  

 
 
5.2 Risk assessment 
The College will ensure a suitable and sufficient risk assessment is undertaken for 
each substance and the risks associated with the use of that substance. Where 
similar substances with identical hazards and routes of entry are to be assessed, 
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they may be grouped together and assessed as one e.g. different brands of oil with 
the same qualities. A written record of the assessment must be kept. 
 
Collecting safety data sheets and other information about a substance is not 
sufficient to satisfy the requirements of the legislation to carry out an 
assessment.  
 
The assessment is concerned with the risks created by working with the substance 
and not solely the hazardous properties of the substance itself. Consideration must 
be given to the form of the substances used and produced and if they are likely to 
be combined with any other substance during the work process to present different 
hazards. The information must be used to help identify suitable controls to protect 
those exposed to the substance.  
 
The level of toxicity of a substance will be affected by the amounts to which people 
are exposed and the routes of exposure that the use of the substance causes and 
this should be considered during the risk assessment process. 
 
Assessments of hazardous substances should be formally reviewed on a 
regular basis or where circumstances have changed (and in any case at intervals 
of not more than 5 years). 
 
Where the substance is of a biological nature then the risk assessment should be 
recorded on the Biological Substances Risk Assessment Form HSF 65. 
 
5.3 Hierarchy of Controls  
There is a hierarchy of preferred methods of controlling exposure to hazardous 
substances based on their effectiveness.  
(a) elimination of the hazardous substance; 
(b) modification of the substance, e.g. use a paste rather than a powder 
(c) modification of the process and/or workplace e.g. using a vacuum rather than 
brushing; 
(d) applying controls to the process, such as enclosures and Local Exhaust 
Ventilation (LEV); 
(e) ways of working which minimise exposure; (safe systems of work) and 
(f) equipment or devices worn by exposed individuals (Personal Protective 
Equipment PPE). 
 
Other than where elimination is possible it is normal for a hazardous substance to 
be controlled by a combination of methods. Any method of control other than 
elimination must be combined with the provision of information, instruction and 
training to those who may be exposed and the monitoring of effectiveness of the 
controls. 
 
5.3.1 Elimination of Risk  
If harm from a substance is likely, the first step to take is to try and avoid it 
completely by not using it at all.  This will mean either: - 

 Doing the job in a different way (e.g. instead of using acids or caustic soda to 
un-block a drain, use drain rods); or 
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 Using an alternative substance (e.g. instead of using spirit-based paints, use 
water-based ones which are generally less hazardous).  

 
Persons who are responsible for specifying and/or procuring products containing 
hazardous substances should select substances that are least harmful to the health 
and safety of the user and the environment even if they are marginally less effective 
than more hazardous alternatives. 
 

5.3.2 Implementing Control Measures 
If use of the substance cannot be prevented, the next step is to introduce measures 
to control exposure to the hazardous substance.  The following must be taken into 
account in order to achieve the best practice for the control of hazardous 
substances:  

1. Design and operate processes and activities to minimise emission, release 
and spread of substances hazardous to health. 

2. Take into account all relevant routes of exposure (inhalation, skin absorption 
and ingestion) when developing control measures. 

3. Control exposure by measures that are proportionate to the health risk. 
4. Choose the most effective and reliable control options which minimise the 

escape and spread of substances hazardous to health. 
5. Where adequate control of exposure cannot be achieved by other means, 

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

6. Check and review regularly all elements of control measures for their 
continuing effectiveness. 

7. Inform and train all employees / students on the hazards and risks from the 
substances with which they work and the use of control measures developed 
to minimise the risks. 

8. Ensure that the introduction of control measures does not increase the overall 
risk to health and safety. 

 
Examples of control measures include:- 

 Ensuring that people not involved in the process are excluded from the work 
area to prevent exposure 

 Ensuring good ventilation in the work area by opening windows and doors 
where necessary. 

 Using as little of the substance as possible. 

 Applying substances with brushes/rollers rather than spray applicators. 

 Using cutting or grinding tools fitted with exhaust ventilation or water 
suppression to control dust.  

 
5.3.3 Maintenance of Control Measures 
Control measures including fume cupboards and Local Exhaust Ventilation (LEV) 
must perform as originally intended, and should adequately control the exposure of 
employees to substances hazardous to health. Where equipment is used as a 
control measure it should be monitored for deterioration regularly and the frequency 
of the checks should reflect the likelihood of deterioration of that part of the control 
measure and its importance.  
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Where possible equipment used as a control measure should be visually checked, 
at appropriate intervals and without undue risk to maintenance staff. In the case of 
local exhaust ventilation (LEV) and work enclosures, such checks should be carried 
out at least once a week.   Local exhaust ventilation (LEV) systems must be 
thoroughly examined and tested by a competent person and a certificate issued at 
least once every 14 months. 
 
Workplace Exposure Limits 
For substances that can be inhaled, the controls which are implemented must 
consider any Workplace Exposure Limit (WEL) that is in place for the substance.  
Substances that have a WEL are listed in the HSE’s guidance note EH40.  
Exposure to substances with a WEL should be reduced as far as is reasonably 
practicable and should be proportionate to the health risk which the substance 
presents. Information about whether a substance has a WELs will be identified on 
the safety data sheet.  
 
5.4 Register of Risk Assessed Substances 
The College is responsible for maintaining a register of substances which have 
been risk assessed and for which adequate control measures have been identified 
and implemented for specified uses in their workplace or the work activities for 
which they are responsible. Substances that have not been included in the register 
should not be purchased or used until an assessment has been completed, the 
appropriate control measures identified and implemented, and the register updated.  
The list of substances that have been risk assessed should be recorded on the 
Register of Assessed Substances. 
 
5.5 Information, Training and Instruction 
Everyone involved in handling or using an identified hazardous substance must be 
made fully aware of its nature and hazards and they must know all the precautions 
necessary to avoid risks and the procedures for storage and use.  
 
Managers must ensure those involved with hazardous substances  

 Are instructed on how to correctly and safely use substances and that this 
training is updated and refreshed regularly as identified in the hazardous 
substances assessment. 

 Are adequately supervised to ensure that the stated procedures are followed. 

 Are provided with protective clothing and equipment and trained in it’s correct 
use if specified in the assessment; 

 
Those involved in the assessment of substances should have adequate knowledge 
and training to enable them to complete the task effectively. The knowledge required 
to undertake hazardous substances assessments includes:  

 An understanding of hazard and risk 

 An understanding of how the work activity uses or produces substances 
hazardous to health and  

 Have the knowledge, skills and experience to make the suitable decisions about 
the risks and the control measures that are suitable to ensure adequate 
protection to health. 
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6.  Legislative Framework 

a. The Health and Safety at Work Act 
b. The Management of Health and Safety at Work Regulations 
c. Control of Substances Hazardous to Health Regulations 

 

7. Further Advice and Information 

 
Further background information on this topic is available on the following Website: 
www.hse.gov.uk 
 
Standard Documents 
HSF64 Hazardous Substances Risk Assessment Form 

HSF65 Biological Substances Risk Assessment Form 

HSF66 Register of Assessed Substances 

Painsley Risk Assessment Pro-forma 

 

 

 

 

 

 

http://www.hse.gov.uk/
http://www.hse.gov.uk/
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Appendix 1 

Hazardous Substances – Main Danger Symbols 

 

  

                 Corrosive          Explosive 

  

   Contains compressed gas              Toxic 

  

           Highly flammable Refers to hazards such as  

skin irritancy/sensitisation  

  

Indicates serious longer term health 

hazards such as carcinogenicity and 

respiratory sensitisation 

          Oxidising 
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