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Overview

« Why do we need to carry out a Risk Assessment?
 How to use the new forms part 1: Risk Assessment

« Why do we need to carry out a CoSHH Assessment?
 How to use the new forms Part 2: CoSHH Assessment
 Why do we need to write a Method Statement?
 How to use the new forms Part 3 : Method Statement
 Conclusion

 Questions?
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Why do we need to carry out a Risk
Assessment?

* Itis alegal requirement that any organisation with 5 or more
employees should carry out risk assessments and record the
significant findings of those assessments.

 To look at the work you're doing and think about what could be
harmful to you or others around you, and how you could make it
safer.

 To prevent accidents and keep everyone safe — no-one should be
injured or become ill though the work they do for the University.

Loughborough

¥ University 10/11/2018 Created by: Sarah Fay #InspiringWinners since 1909


Presenter
Presentation Notes
 A risk assessment is simply a careful examination of what, in your work, could cause harm to people, so that you can weigh up whether you could change anything to make it safer.�
A risk assessment is not about creating huge amounts of paperwork , but rather about identifying sensible measures to control the risks in your workplace. 
Think about how accidents and ill health could happen and concentrate on real risks – those that are most likely and which will cause the most harm. 
For some risks, other regulations require particular control measures. Your assessment can help you identify where you need to look at certain risks and these particular control measures in more detail. These control measures do not have to be assessed separately but can be considered as part of, or an extension of, your overall risk assessment.
How to assess the risks in your workplace
Identify the hazards[1]
Decide who might be harmed and how[2]
Evaluate the risks and decide on precautions[3]
Record your significant findings[4]
Review your assessment and update if necessary[5]
Many organisations, where you are confident you understand what's involved, can do the assessment themselves. You don't have to be a health and safety expert.
When thinking about your risk assessment, remember:
a hazard is anything that may cause harm, such as chemicals, electricity, working from ladders, an open drawer etc
the risk is the chance, high or low, that somebody could be harmed by these and other hazards, together with an indication of how serious the harm could be.
(excerpt from the HSE website http://www.hse.gov.uk/risk/index.htm)



How to use the new Safety Documentation —

Part 1: Risk Assessment
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Loughborough University N University

Select School and Department

Safety Documentation °

Please select the forms you require by selecting the check boxes below.
You can select more than one.

[¢] Process Risk Assessmen t [T] Method Statement [] Chemicals COSHH

Once you have made your selections, scroll down and complete the forms.
Buttons: [+] will add a row to a list  [X] will delete a row from a list

You may save this file ta a local drive at any time.
‘When you have finished, save the file to a local drive and email it to your supervisor for authorisation,

Supervisors - There is a sign-off section at the end of the document set that must be completed.

authorise”, (as a supervisor), but the forms must still be submitted to the DSO for approval.
R EY TR R
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Created by: Sarah Fay

Open the Safety
Documentation and choose
the type of document you are
going to write.

“Process Risk Assessment”
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How to use the new Safety Documentation —
Part 1: Risk Assessment

. T— ="« Choose your department from
B n the drop down menu, enter
B oo s o scimnes A S w your name and email address.

Please complete these fields ¢ If you CannOt enter your name1
s [ " this is due to the plagiarism
N | | protection element written into
email address |s-|-'a)'i<?-lboro.ac.uk ok el o o e ] the programme _ download a

new version from LEARN to
correct the issue.

Originator will now automatically update for each page
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How to use the new Safety Documentation —

Part 1: Risk Assessment

[ ]
= ichen DONG Sakety Docementation Set s2 Bt - Adcee Acrobat Fro. =
5 y Deseus Ernrma (I signin
G BEQ0 @@ AR OO m-- R B@AT O ~ZF
| By 2a1eam e sgnamse s — £ sigpae Panel
h . - 3 [ ]
‘ Loughborough University o e ush
2 School of AACME - Department of Materials
@  Process Risk Assessment Reference [1e/m/C/sRa/0007
Originator |'|'i|:hcn DONG
[ ]
Activity / Task |Prepamtic|n of hybrid arganic-inorganic geopalymers |
‘What are the hazards associated with this process? o
ICalegcry 1: Machinery & work equipment:
Design and Construction ‘ Mechanical hazards ‘ Electrical hazards Radiation hazards t
[husa ||[shearing ||[Etectrical test labels current |{[rura / x
:Category 2: Workplace (
|I ocalised hot surfaces \ | * [ ]
:Category 3: Hazardous and/or Harmful substances N
|(_'0m7>i lllll bstances X
Cancer causing substances X
|||||||||| bstances X
|T Substan X
)
& o]

Use the Green + to add rows e
or red X to delete rows

Loughborough
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UnlverSIty 10/11/2018 Created by: Sarah Fay

Reference will be filled in by the
DSO at the sign off stage —
leave blank.

Originator will be automatically
filled to match the name entered
on the front page.

Type the Activity/Task details.

Choose the hazards present in
your process by selecting from
the drop down menus.

Use your Material Safety Data
Sheet (MSDS) to identify the
chemical hazards (More details
will be added to the CoSHH
form later)

If there are no chemical hazards
a COSHH is not needed.
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How to use the new Safety Documentation —
Part 1: Risk Assessment

e aT——— - E— °~" e Continue to choose hazards
5 wam from the drop down menus.
— 1| © « Nextstepis to apply a risk
oo o rating for the hazards. The
o _Li ] Py programme will calculate this
e — e | 1 M) B automatically based on your
I T answers — the “Overall Risk”
—— = |/|x will go up or down based on
fii‘:lif,’jl‘;i'ffj?i']Silm.mMm., === the Impact and Probability.
; | = °* These are subjective and may
The Overall Risk Rating changes need to be discussed with your
based on how the control measures  supervisor to reach an
lower the impact and probability. agreement.

| W Loughborough
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Presentation Notes
First think about who is at risk – just the Operator or everyone in the room?
Free text field – type in the hazard and the control measure manually.

What constitutes a ‘Harmful’ impact for one person may be regarded as only ‘slightly harmful’ by another - these are best discussed with your Supervisor who will have experience of using these pieces of equipment or substances.
Add further control measures if needed using the green + sign – the more control measures the lower the Overall Risk.
Decide how much the impact and probability and reduced and this will lower the residual risk rating.


How to use the new Safety Documentation —
Part 1: Risk Assessment

—_—— -« Whois at risk?

BB EA @@ ¢ kM OE® - R BAT © 7

| 1 -« Enter the numbers of people
only.

‘Who may be at risk as a result of this activity?

S A O  In this case, two technicians
i I T S S L L K are setting up the process with
e | | o [ [ ] input from a phD student. One

Originator Sarah Fay 19-Sep-2016 Page 1 of 3

academic is observing and
i there are four MSc’s also
e = e e e e o working in this lab on another
: project. There are no visitors
or other people in the area.
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How to use the new Safety Documentation —
Part 1: Risk Assessment

% = B I N B O O B the activity as LOW, MEDIUM
or HIGH Risk and will state if it
Is adequately controlled or if

 The form will automatically rate

Maximu m i Low . Mo Exposure
High Medium Lone Warking 0 EXPO:
e == P e o e el M more controls are required.
Visitors ] o o 1] o o o 1
Others - Over-type as needed 0 o 0 0 o 4] 0
Total | 3 | o | 1 | 4 | o | o g

With these controls in place, the risk is:

The activity is LOW RISK - and is effectively controlled

Loughborough
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Why do we need to carry out a CoSHH
Assessment?

* As an extension of the risk assessment — so it is still a legal requirement.
* COSHH - Control of Substances Hazardous to Health
 To prevent or limit harm to people caused by chemicals.

» COSHH covers substances that are hazardous to health. Substances can take
many forms and include:

« chemicals
* products containing chemicals

e fumes

e dusts

e vapours
e mists

 nanotechnology
e gases and asphyxiating gases and

» biological agents (germs). If the packaging has any of the hazard symbols then
it is classed as a hazardous substance.

Loughborough

¥ University 10/11/2018 Created by: Sarah Fay #InspiringWinners since 1909



Presenter
Presentation Notes
COSHH - Control of Substances Hazardous to Health

What is a ‘substance hazardous to health'?

Control of Substances Hazardous to Health (COSHH) regulations cover:
COSHH covers substances that are hazardous to health. Substances can take many forms and include:
chemicals
products containing chemicals
fumes
dusts
vapours
mists
nanotechnology
gases and asphyxiating gases and
biological agents (germs). If the packaging has any of the hazard symbols then it is classed as a hazardous substance.
germs that cause diseases[1] such as leptospirosis or legionnaires disease and germs used in laboratories.


COSHH does not cover
lead[4], 
asbestos[5] or 
radioactive substances[6] 
because these have their own specific regulations.

(excerpt from the HSE Website: http://www.hse.gov.uk/coshh/index.htm)
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How to use the new Safety Documentation —
Part 2: CoSHH Assessment

T e [ [ o Reference will be filled in by the
|A°Mk:wl:"l“n: ®® AR OO m-- R B@AT O ~Z r— DSO at the Slgn Oﬁ Stage -
,1 Loughborough University P Unreeraity " ' |eave blank
¢  School of AACME - Department of Materials ° Originator W|” be automa“ca”y
| i e filled to match the name entered
Data (I rt data f data sheet th 1] RISK RATING | On the front page.
CHEMICAL NAME [x] ‘ ® Chem|Cal deta”S ShOUld be
e @ gz e entered from the Material Safety
W’.E.L.(Itel.-'stel:l:ll[ o [ 2] [semices | [ouarsess J @llﬁﬁelu—| Low | Data Sheet (MSDS)

| Hazard Statement and Description

* Quantity used should be known
from your method.

« Skin/eyes etc. and GHS symbol
are generated automatically
based on H and P phrases

 The Risk Rating is calculated
Use the Green + to add rows automatically using your entries.

or red X to delete rows

| W Loughborough
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Presentation Notes
(Note that you can carry out each section on its own or a combination of any or all of the three at the same time.)

Cas Number – A unique number used to identify chemicals.
WEL – Workplace Exposure Limit – not always on the MSDS but if it is this is a useful indicator of the length of time it is safe to use the substance under workplace conditions.
Amount used – try to minimise the quantities you use – higher quantities (of hazardous substances) will increase your risk rating.
Period of use – this is in hours so if you only use it for 15 minutes this is 0.25 hours.  Using a substance for a shorter time period will lower the risk rating.
The process is:  Semi closed – this would be a fumecupboard because the front is open.  Closed – glovebox – you are completely separated from the material.  Open – carried out on a normal open lab bench or other non-contained area.
Physical state – this will again alter the risk rating as a volatile liquid is more likely to be inhaled as a vapour than a non-dusty solid.
Enter the H and P phrases as they appear on your MSDS or state N/A if there are none.
Add more H and P Phrases by adding a row with the green + button.  You can delete rows by using the red X.
The next two boxes are ‘free text’ so you need to type them in manually (no dropdown)  but you can choose for Disposal method.

Use the button “Add another Chemical” and repeat for each chemical.


How to use the new Safety Documentation —
Part 2. CoSHH Assessment

[ Yichen DOMG Salety Documermation 561 124l - Advke Acrobat Pro. L=l = )
Fle b Voew Windew Help

OO L I « For very hazardous (e.qg.

£k sgratuse Fanel |
COSHH Form (Continued)

= | suspected carcinogen or

A N S = - |~ mutagen) further prompts may
s o] HrNG T appear. These will help lower

%
©

WEL ftel/ stel) [ CH X

ess

P ~ - - - -
e e e = the risk if they are followed
|Hm May cause an allergic skin reaction. lnm Cbtain special instructions before use, x y S
lH 341 Suspected of causing genetic defects. lecl) Do et hardle until all safety precautians have been read and understood. x b
|Hlsu May cause cancer. |Pﬂa Keep away from heat/sparks spen flames/hot surfaces. — Mo smaking. x
[H aro ] x
| x
| x
| x
| lace. x
[ x
l otection. x
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How to use the new Safety Documentation —
Part 2: CoSHH Assessment

e [ e vomsoe o+ Fill in manually the details from
T the MSDS about how you will

- . Sernren |

al | e implement precautions, any

“ - = special storage or containment
I e I measures (e.g. storage at or
| e =1 below certain temperatures or
|IMWMMWM'[:ZTZ;L':Z?; ,,,,,,,,,, : = In the dark) disposal method
e g and spill procedure.
e i s o T

T8 k"o O B B B
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How to use the new Safety Documentation —
Part 2: CoSHH Assessment

 Use the “Add another
chemical” button and repeat

£ Ychen DG Sty Docwrentatian 5ot YN - Adie Aerobat Fre [PE——
File ESt Wow Window Help

~ . .
o oo, i o until all your chemicals are
d@BBEQ0 @O ! k@ O@ R BEEAT © 7
[Tl s | recorded
i | |5tored in hazardous cabinet in GEDOZ, and labeled as N . | - =
18] comosive material Hydrephylic organic solvent waste X
H | How will spillages be dealt with?

1+ Add a “Statement of Work” or

+ Add anather chemica

e i s e g attach a file (e.g. word
| document, chemical reaction
e | mechanism diagram) by using

| the button at the right.
Sl « If there is additional PPE, enter

this in the free text field.

 Add any sources of data e.qg.
which supplier the SDS is from

Originator Yichen DONG 19-5ep-2016 Page 120f 14

Loughborough

¥ University 10/11/2018 Created by: Sarah Fay #InspiringWinners since 1909




How to use the new Safety Documentation —
Part 2: CoSHH Assessment

 The programme will

s automatically assess the risk
COoSHHFom (Contiued and give an overall risk rating
With the current controls, the risk of using these chemicalsis:  Medium based On the hazards and

Supervisor to check that the process involving the safe use of these chemicals has been satisfactorily evaluated

control measures, and will give
any recommended actions
such as for the Supervisor to
check the process.

2 'S 0 B8RLIC
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Why do we need to write a Method
Statement?

« Awork method statement, sometimes called a "safe system of
work", is a document that details the way a work task or process is
to be completed. The method statement should outline the hazards
Involved and include a step by step guide on how to do the job
safely.

Loughborough

¥ University 10/11/2018 Created by: Sarah Fay #InspiringWinners since 1909




How to use the new Safety Documentation —
Part 3: Method Statement

robat Fra 0 =it =

O e .- o Reference will be filled in by
N . ergr—— the DSO at the sign off stage —
;:‘ Loughborough University . NP Uniersity
@  School of AACME - Department of Materials Ieave blank
= Safety Method Statement e [P _ L. . .

vt [ | * Originator will be automatically
e B filled to match the name
. i entered on the front page.
o _ e Choose the equipment used in
et i e g e st ] your process by selecting from
e =~ thedrop down menus.

 Choose the training that you
need to carry out the activity
Use the Green + to add rows safely.

or red X to delete rows

Loughborough
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How to use the new Safety Documentation —
Part 3: Method Statement

e — ' o Write a list of the chemicals

I —— p— you are using. These must

e e = match your CoSHH form which
LT — assess them in more detalil.

 — - « Use your MSDS to detail

: accident procedures — what

Formaldehyde solution: Spill kit = : WOUId you do If you got It In

Formaldehyde solution X

+  Spill and accident procedures. +

Fly ash: Sweep up and shovel using a dust pan and brush without creating dust, and place in a suitable container. T

Sodiu!'n hydroxide: Sweep up and shovel using a dust pan and brush without creating dust, and place in a suitable T . ?
cccccccccc our eyes or on your skin
Sodium silicate solution: Absorb the liquid using tissue X y "
Resoncinok Sweep up and shovel using a dust pan and brush without creating dust, and place in a suitable container X

Phenal: Sweep up and shovel using a dust pan and brush without creating dust, and place in a suitable container.

et : e Use the free text rows to
B . manually type in your
T responses.

Procedure in the event of an emergency. (How to leave the process in a safe condition in such an event)

Loughborough
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How to use the new Safety Documentation —
Part 3: Method Statement

B TR o ]
Fie Est
Home 1 x Sign In
® 8 =B Q (Y @ 5] = © &
|A°mmwmnnm £k sgratuse Fanel |
1] Spill and accident procedures. + :
H Phleraglucinal: Sweep up and shovel using a dust pan and brush without creating dust, and place in a suitable container. X
é Formaldehyde solution: Spill kit X
f24 Fly ash: Sweep up and shovel using a dust pan and brush without creating dust, and place in a suitable container. X
Sodium hydroxide: Sweep up and shovel using a dust pan and brush without creating dust, and place in a suitable x
container.
Sodium silicate solution: Absorb the liquid using tissue X
Resencinok Sweep up and shovel using a dust pan and brush without creating dust, and place in a suitable container. X
Phenal: Sweep up and shovel using a dust pan and brush without creating dust, and place in a suitable container X
Glutaric dialdehyde solution: Spill kit
+  Procedure in the event of an emergency. (How to leave the process in a safe condition in such an event) +
Stop the work and turn off the equipments. X
Originater Yichen DONG 19-5ep-2016 PaghNg of 14
Safety Method Statement (Continued)
References. +
COSHH form X
505 X

TR eSS o FeRELIE

Use the Green + to add rows
or red X to delete rows

Loughborough

[ University

10/11/2018

» Use the free text field to
manually type in what you
would do in the event of
emergency e.g. turn off gas
cylinder, evacuate the area
and notify the departmental
safety officer or emergency
services — note that the action
taken should be proportionate
to the risk (e.g don’t say to
evacuate the labs if there is a
5mL spill of a non-hazardous
substance!)
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How to use the new Safety Documentation —
Part 3: Method Statement

e Add any references.

S _ . * Use the free text fields to

e e m— manually type what you will do

In your process, and any

precautionary measures you
should take.

Process step Precautionary measures and comments +| L E g . We I g h O ut 1 O g Of

All reagents are hazardous, the balance will be positioned -
under fume hood

| / . .
' Mixing phloroglucinol with formaldehyde to produce resin Wear PPE, work in the fume hood whenever is possible P h I O ro g I u C I n O | . P re C au tl O n —

X
Reaction of fly ash with sodium silicate Wear PPE, work in the fume hood whenever is possible X |

| Safety Method Statement (Continued)

f24 References. .
COSHH form

‘ax+‘

505

Weighting the reagents on balance

| . .
Reaction of resin and gecpolymer Wear PPE, work in the fume hood whenever is possible X We I g h I n th e fu I I l e h O O d
. .

T8 et o 8 8R[]T
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low to use the new Safety
Documentation — Final Sign off

ooy i  The completed form must be saved
ceperssor and Deparmental SaftyOffc (0501 Sgmof and emailed to the Supervisor, who
T will then check the forms for
accuracy and supply an electronic
signature if the form is suitable (if
coomome s e not it must be returned and
e e amended)
Ara - « The Supervisor will then return the
i form to the student who will email
Giuseppe = the form to the Departmental Safety
\ Officer (mp safety@lboro.ac.uk)
T The DSO will also check and sign
| the form and assign a reference

number. The DSO will also store

A completed form the form on an electronic database
showing electronic signatures for future reference.

| W Loughborough
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Presenter
Presentation Notes
Once signed, the forms cannot be amended.
A previously saved version must be used instead.

mailto:mp_safety@lboro.ac.uk

Conclusion

» Preparing and recording risk assessments and CoSHH
assessments is a legal requirement.

* Thinking about what you are going to do during your project and
how you are going to carry it out safely will reduce the likelihood of
accidents or ill health arising from a process or chemical used in
your work.

« Carrying out the safety documentation process electronically saves
time and paper and creates an efficient method for locating and
sharing past assessments.

Loughborough
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And finally...

...any gquestions?

| W Loughborough
P University #InspiringWinners since 1909
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Presentation Notes
Members of staff of the Materials Safety Team will be happy answer any questions that you may have.
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