
                         
  

Chemical Safety COSHH             Issue: 2015 
© Oxfordshire County Council     

Page 1 of 9 

  

Health and Safety Procedure 

                     
For: Heads of all Establishments/Settings 

OCC Managers 
Governors/Management Committees 
Trade Union Safety Representatives 
Employee Notice Boards 
Intranet 

 
Chemical Safety - COSHH 
  
Control of Substances Hazardous to Health Regulations 2002 (COSHH)  
European Regulation (EC) No 1272/2008 - CLP Regulations  
 
Introduction - what are substances hazardous to health? 
 
Hazardous substances cause harmful effects on people’s health including lung diseases, 
cancer and skin diseases.  Some hazardous substances are highly toxic if ingested or can 
be dangerous to the environment. 
 
The effects might be immediate, from a single or very few exposures (acute) or take a 
long time to develop with continuing exposure (chronic).  Some hazardous substances 
provoke a severe response by the body, such as anaphylactic shock or a brief, tiny 
exposure (sensitisation). 
 
Hazardous substances can be identified by their warning label and the supplier must 
provide a Safety Data Sheet for them. 
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http://en.wikipedia.org/wiki/File:GHS-pictogram-explos.svg
http://en.wikipedia.org/wiki/File:GHS-pictogram-flamme.svg
http://en.wikipedia.org/wiki/File:GHS-pictogram-rondflam.svg
http://en.wikipedia.org/wiki/File:GHS-pictogram-bottle.svg
http://en.wikipedia.org/wiki/File:GHS-pictogram-acid.svg
http://en.wikipedia.org/wiki/File:GHS-pictogram-skull.svg
http://en.wikipedia.org/wiki/File:GHS-pictogram-exclam.svg
http://en.wikipedia.org/wiki/File:GHS-pictogram-silhouete.svg
http://en.wikipedia.org/wiki/File:GHS-pictogram-pollu.svg
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Substances hazardous to health can include: 
 

 Substances used directly in work activities (e.g. adhesives, paints, solvents and  
cleaning chemicals) 

 Substances made during work activities (e.g. fumes from soldering and welding, wood 
dust) 

 Naturally occurring substances (e.g. dust) 

 Health hazards (e.g. bacteria and viruses that can cause diseases such as 
legionnaire’s disease, weil’s disease, hepatitis and e-coli). 

 
What do managers and users of hazardous substances need to do? 
 
Before any work is carried out that could expose employees and others to hazardous 
substances, you must first consider who might be at risk and any steps and precautions 
you need to take to minimise any risks to health. The person carrying out the assessment 
must be competent to do so. 
 
To comply with COSHH follow these eight steps (details given in Annex 1): 
 
 

 
*for specific activities 

 
 
  

1 
•  Assess the risks 

2 
•  Decide what precautions are needed 

3 
•  Prevent or adequately control exposure 

4 
•  Ensure that control measures are used and maintained 

5 
•  Monitor exposure 

6 
•  (carry out appropriate health surveillance*) 

7 
•  Prepare plans and procedures to deal with accidents, incidents and emergencies 

8 
•  Ensure employees, volunteers, and partners are properly informed, trained and 

supervised 



 

 

 

         
Chemical Safety COSHH             Issue: 2015 
© Oxfordshire County Council     

Page 3 of 9 

 

What COSHH Training is needed? 
 
Managers will need an understanding of their responsibilities with regard to COSHH and 
risk assessment.  Managers and supervisors undertaking COSHH assessment will need 
specialised training.  Employees or others who are using or exposed to hazardous 
substances will need training on those substances, including any control measures and 
safe systems to be used. 
 

Target Group Training Needs 

Managers/Heads of 
Establishments/Settings/Services 

Management awareness training in the principles 
of risk assessment will be required. 

Managers/supervisors of employees using 
substances and/or undertaking activities which 
require COSHH assessment 

COSHH risk assessment skill based training. 

 

Caretakers, cleaners caterers, grounds and 
countryside staff, maintenance staff, teachers, 
teaching assistants, technicians, care workers, fire 
fighters, scientists, engineers volunteers (note the list 
is not exhaustive) 

Those exposed to hazardous substances will 
require skills training to ensure safe operating 

procedures are used. 

 

 
What must I Record in a COSHH Assessment? 
 
You must make and keep a record of the main findings of the assessment.  The record 
should contain enough information to;  
 

 Explain the decisions you have taken about whether risks are significant  

 Indicate the need for any control measures.   

 Demonstrate the actions your employees and others need to take to ensure hazardous 
substances are adequately controlled. 

 

If you decide that there is no risk to health or the risk is trivial, you may need to record the 
identity of the substance, any control measures taken, and the fact that it poses little or no 
risk.  
 

The risk assessment forms provided in Annex 2 can be used, or a different format that 
includes similar information.  
 
For further information and advice: 

 email and web addresses  

Health and Safety Team 
 

healthandsafetyhelp@oxfordshire.gov.uk 
 

01865 797222 

Health and Safety Executive http://www.hse.gov.uk/coshh/ 
 

 

 
Issue date: 2015 
  

mailto:healthandsafetyhelp@oxfordshire.gov.uk
http://www.hse.gov.uk/coshh/
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Annex 1 
 

Step by Step approach to COSHH Risk Assessment 
 
Step 1:  Assess the risks 
   
Identify and list all the hazardous substances present in your workplace, (e.g. look at labels for 
information and warning symbols, etc.).  Obtain a Safety Data Sheet (available from the suppliers) 
for any that might need a COSHH assessment.   
 

 Think about substances you use or have been supplied to you, and those made during your 
work activities  

 Those naturally occurring substances or incidentally present in your workplace. 

 Consider who could be exposed to the substance, how often and for how long.  These would 
include the worker using the substance, other employees, children, clients, visitors, 
contractors, etc.  

 Consider how much of the substance will be used or produced by the work activity and how 
people could be exposed to it.  

 Consider the possibility of substances being inhaled, absorbed through the skin or swallowed. 

 Use information about the hazard from the label and the Safety Data Sheet. 

 Make a judgement on how likely it is that a substance will affect anyone’s health, with 
particular attention to those who may be more susceptible because of respiratory or allergy 
problems or who may be pregnant, also vulnerable individuals such as children and those on 
work experience who have limited knowledge and experience of the work environment. 

 

Make a decision as to whether a recorded COSHH assessment is needed. 
 
Step 2:  Decide what precautions are needed 
  
Check your supplier or manufacturer’s advice on storage, use and disposal of the substance.  Most 
of the required information will be on the suppliers Safety Data Sheet. 
 
Check how the substance will be used: 
 

 Simple, short processes may need only simple controls 

 Longer and higher levels of exposure will need greater controls 
 
Use the HSE website and OCC helpdesk for further advice where necessary. 
 
Step 3:  Prevent or adequately control exposure  
 
The risks to health must be reduced to as low a level as reasonably practicable.  There is a 
requirement in the legislation to consider controls in a strict order: 
 

1. Can you change the process or activity to avoid using the hazardous substance? 
2. Can you replace the hazardous substance with a safer alternative? e.g. use sanitizer in 

place of bleach (which should not be used on OCC sites for cleaning purposes) 
3. Can you use the hazardous substance in a safer form, e.g. buy ready diluted instead of 

concentrated? 
4. Can you use processes, systems and engineering controls which minimise the amount of 

substance used or produced?  
5. Can you reduce:  

 The number of people exposed? 
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 The level and duration of their exposure? 

 The quantity of hazardous substances used or produced? 
6. As a last resort, can you provide personal protective equipment (PPE)? 

 
You must consider the need to avoid inhalation and ingestion and to protect skin when deciding on 
control measures.  Arrangements are required for safe storage, disposal of unused substances 
and any waste.  As well as employees, controls must adequately protect volunteers, visitors, 
contractors, partners, members of the public, etc. 
 
Step 4:  Ensure that control measures are used and maintained 
  
You must take all reasonable steps to ensure that control measures and safety procedures are 
used and that there are regularly checks by a competent person to make sure that they are still 
effective and maintained properly. 
 
Step 5:  Monitor the exposure   
 
Exposure must be monitored where: 
 There is heavy exposure and there could be serious risks to health if control measures failed 

or deteriorated. 
 Workplace Exposure Limits, as detailed on Safety Data Sheets, might be exceeded. 
 Control measures might not be working properly. 
 
If this is a concern contact the HSW helpdesk (see further information details above). 
 
Step 6:  Carry out appropriate health surveillance* 
  
This is required for some chemicals, or if an employee has particular problems with a hazardous 
substance, and if there is a benefit in carrying out the surveillance.  If you have a question or 
concern regarding health surveillance contact the HSW helpdesk and Occupational Health. 
 
Step 7:  Prepare plans and procedures to deal with accidents, incidents and emergencies 
 
Set up procedures, and plan warning and communication systems, to enable an appropriate 
response to emergencies involving hazardous substances immediately any incident occurs.  The 
response must minimise harm and return conditions to normal as quickly as possible.  This may 
include: 
 

 Dealing with large or small spillages e.g. identify equipment needed, practise procedures 

 Contamination of clothing/PPE e.g. is there adequate washing facilities?  

 Specific first aid measures eye wash, etc. 

 Specific precautions in case of a fire e.g. will fumes be a particular hazard? 
 
Information on the suppliers Safety Data Sheet should be considered. 
 
Step 8:  Ensure employees are properly informed, trained and supervised  
 
You should provide your employees with suitable and sufficient information, instruction and training 
on: 
 

 Risks from the substances they are using and / or making. 

 Safety precautions, including the safe use of personal protective equipment (PPE), if required. 

 Use of controls and emergency procedures. 
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The information and training must be appropriate to the level of risk identified by the assessment 
and given in a manner and form which will be understood by employees.  
 
|NB| many Safety Data Sheets are available in a range of languages; ask the supplier or 
manufacturer if one is available where any employee would benefit from information in their first 
language. 
 
Supervision will ensure that controls are being used; the controls are effective and give the 
opportunity for workers to feed back any concerns. 
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Annex 2 
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