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Control of Substances Hazardous to Health (COSHH) 
 
 
1 Policy Statement  
 
This Policy has been produced in accordance with Essa Academy’s Health and Safety Policy to ensure that all 
health and safety issues relating to the Control of Substances Hazardous to Health (COSHH) are adequately 
managed and controlled. 
  
The school is committed to protecting the health, safety, welfare and wellbeing of its employees and others 
who may be affected by the schools’ undertakings. It is essential therefore that everyone who works for or 
undertakes work on behalf of the school adheres to the requirements of this Policy. 
 

 
It is the School’s Control of Substances Hazardous to Health (COSHH) Policy to ensure that:  
 

a) The use of hazardous substances is avoided as far as is reasonable practicable.  
 

b) The risk to health arising from work activities involving hazardous substances is assessed.  
 

c) The exposure to hazardous substances is prevented or reduced by implementing adequate control 
measures.  

 
d) COSHH assessment and controls are monitored and adequately reviewed.  

 
e) Employees are provided with appropriate information, instruction and training.  

 
f) All relevant statutory requirements and, where reasonably practicable, best practice guidance is 

adhered to. 
 

 
 
2 Scope 
 
The information, guidance and instruction within this Policy covers the use of hazardous substances. The Policy 
is applicable to all areas of the school; it is essential therefore that everyone involved in managing and 
controlling the use of Substances Hazardous to Health adheres to its requirements.  
 
The application of this Policy along with its supporting guidance will ensure that, so far as is reasonably 
practicable, the school meets all relevant statutory requirements regarding the general provision of the 
COSHH regulations. 
 
The Policy and associated guidance provide a standardised approach for all persons who are responsible for 
work involving hazardous substances, ensuring consistency across the school. 
 
 
3 Definitions  
 
The following are key definitions for this policy: 
  
Hazardous substance  
A substance with the potential to cause harm if inhaled, ingested, injected or absorbed through the skin or 
released into the environment. Common substances such as cleaning materials, herbicides and pesticides can 
be hazardous and/or harmful to the environment. Hazardous substances occur in the following forms from 
packaged item, work process or waste:  
 
• Substances or a mixture of substances classified as dangerous which carry warnings such as Toxic, Very 

Toxic, Harmful, Corrosive, Irritant, Sensitising or Carcinogenic  



 
• Substances with Workplace Exposure Limits (WEL)  
• Biological agents (bacteria, viruses and other micro-organisms)  
• Any kind of dust in a specific concentration  
• Any other substances which may potentially create a risk to health, e.g. dusts, liquids, vapours, gases, 

mist, fibres, solids or smoke.  
 
These substances usually indicate their basic hazard group by having a warning symbol on the label. The 
current symbols are listed in Appendix 1 but are being phased out in favour of the new symbols as explained in 
Appendix 2. 
  
Some substances are excluded from the COSHH regulations but are covered by their own specific regulations. 
These include:  
 
• Radioactive materials  
• Asbestos  
• Lead and lead products  
• Material hazardous due to flammability only (these fall under Dangerous Substances and Explosive 

Atmosphere Regulations (DSEAR)  
• Substances used for medical treatment.  

 
Material Safety Data Sheet (MSDS)  
Health and Safety information written in a standardised format and provided by the supplier or manufacturer 
of a substance. The MSDS will tell you if the substance is classified as a hazardous substance. 
 
COSHH Risk Assessment  
Is a careful examination of hazardous substances within the workplace and an evaluation of their potential to 
cause harm; considering the control measures/precautions that have been taken for their use.  
 
Please note that this level of assessment is only required for those substances that are classified as hazardous 
to health. 
 
Hazard  
Is anything that has the potential to cause harm. 
 
Risk  
‘Is the likelihood that harm will occur.’ This is the chance, high, medium or low, that somebody could be 
harmed by these and other hazards, together with an indication of how severe the harm could be.  
 
Likelihood  
In respect to risk assessment, is the chance of a person being exposed to a hazard.  
 
Severity  
In respect to risk assessment, is the extent of personal harm that could result.  
 
Workplace Exposure Limit (WEL)  
The maximum concentration of the substance that a person may be exposed to in the workplace, for example 
the maximum concentration in workplace air, averaged over an 8 hour day.  
 
COSHH Risk Assessment Register  
This is your COSHH folder/ hardcopy of COSHH assessments and their inventory.  
 
Competent nominated person  
For the purpose of this Policy, this is an individual who is familiar with the task and substances being used.  
 
Health surveillance  
Health surveillance is any activity which involves obtaining information about employees’ health and which 
helps protect employees from health risks at work. Health surveillance is undertaken by occupational health. 



 
4. Roles & Responsibilities  
 
The following specific roles and responsibilities apply to this Policy and are in addition to the general roles and 
responsibilities placed on the head teacher, all line managers and employees within the school. 
 
The Head Teacher 
  
• The use of hazardous substances is avoided. If this is not reasonably practicable then a COSHH assessment 

must be undertaken.  
• Safer alternative products are used, where reasonably practicable.  
• Hazardous substances that are being used, or produced as part of the work process or produced as waste 

are identified.  
• A copy of the material safety data sheet (MSDS) is obtained for all products that are used. This must be a 

requirement of local purchasing procedures because MSDSs must be available for all hazardous products 
that are used/ stored.  

• COSHH risk assessments for hazardous substances are undertaken and recorded (by completing the 
COSHH assessment form). The completion of the assessment can be delegated to a competent nominated 
person, however, the manager responsible for the activity must sign and agree to the assessment.  

• A copy of all the COSHH Assessments completed is kept in a central register in the Business Manager’s / 
Site Manager’s office. 

• Safe and adequate storage arrangements are provided for all products.  
• Substances are stored and labelled correctly in accordance with manufacturer instructions.  
• Correct disposal of substances e.g. hazardous waste, clinical waste, recycling of containers, using 

approved/licensed waste carriers.  
• Appropriate personal protective equipment (PPE) is purchased, issued and maintained, where necessary.  
• All relevant staff receive adequate & appropriate COSHH training, instruction and information, specific to 

their tasks.  
• A COSHH risk assessment register exists and is reviewed and updated  
• Health surveillance (as identified through the COSHH risk assessment process) is undertaken where 

required. These records must be kept for 40 years.  
• Suitable arrangements are in place to deal with accidents and emergencies involving hazardous substances 

(e.g. spills).  
• The COSHH assessment is circulated to all appropriate employees who are undertaking the activity so they 

are aware of the hazards/risks and controls/safe systems of work that must be followed. Notify other 
appropriate persons of actions to be taken.  

• They recognise that Natural Rubber Latex is classed as hazardous to health, and must therefore follow the 
hierarchy of control below:  

Ø Eliminate the risk where appropriate - gloves should only be worn where there is a risk of 
infection; or  

Ø Substitute its use for another glove material where appropriate - nitrile, vinyl, synthetic; or  
Ø Limit exposure – to do this you should follow the HSE's policy which states:  

• "Single use, disposable natural rubber latex gloves may be used where a risk assessment has identified 
them as necessary. When they are used they must be low-protein and powder-free."  

• COSHH assessments are reviewed annually.  
• COSHH assessments are retained for 5 years.  
• Health and Safety Officer/Head teacher is notified immediately if an employee has been diagnosed with 

an occupational disease.  
• Waste disposal paperwork is held on file for three years for hazardous substances and be easily 

accessible. 
• Report any occupational disease to the Health and Safety Executive (HSE).  

 
Employees  
• Familiarise themselves with the relevant COSHH risk assessments, activity risk assessments, procedures 

and safe systems of work.  
• Use hazardous substances in accordance with the manufacturer’s instructions and COSHH risk 

assessments (for non-hazardous substances following the instructions on the container).  



• Attend and follow instruction and training in the use of/contact with substances.  
• Immediately report any health symptoms arising from their work to their line manager, e.g. skin irritation, 

breathing problems.  
• Use all control measures (i.e. ventilation, PPE) in accordance with the COSHH assessment, safe system of 

work, instruction and training that has been provided.  
• Use/wear/store/maintain and clean PPE if provided, as required.  
• Report any defects in PPE provided, to manager immediately.  
• Assist in the compilation of risk assessments (where required).  
• Ensure good standards of hygiene.  
• Report any other health and safety concern to their manager immediately.  

 
 
5. Organisation & Arrangements  
 
5.1 Identification and use of hazardous substances  

 
The Principal and Line Managers must identify whether a hazardous substance is being used/generated as part 
of the process/or produced as waste. The MSDS will inform whether it is a hazardous substance. 
  
Before work commences, the person with overall control for the activity must first avoid the use of hazardous 
substances. If this is not reasonably practicable then they must agree to the use of any hazardous substance 
involved in the task and ensure a COSHH assessment is completed. They must ensure that a MSDS has been 
obtained and COSHH Risk Assessment has been completed. 
 
 
5.2 Risk assessment 

  
5.2.1 COSHH Risk assessment  
For every substance Essa Academy uses there must be a relevant Material Safety Data Sheet (MSDS) for it. 
 
If the substance is ‘hazardous’, then a COSHH risk assessment is required. The MSDS informs managers about 
whether or not the substance is hazardous, and therefore whether it requires a COSHH assessment. The MSDS 
will give information about substance hazards; it is not a replacement for the risk assessment. 
  
If the Principal or FM is advised that staff are pregnant or have a medical condition whereby they may be 
affected by hazardous substances, advice on using substances must be sought and included in the risk 
assessment as the mother or unborn child may be at risk. 
 
5.2.2 Control measures  
An important part of the process of COSHH risk assessment is the identification of effective control measures. 
All control measures must perform as intended and continue to prevent or adequately control the exposure to 
substances hazardous to health. If controls are found to be inadequate and therefore could result in reduced 
efficiency, effectiveness or levels of protection for staff, they need to be improved. When identifying control 
measures you must follow the hierarchy of control as stated below:  
• Elimination - Eliminate the use of a harmful substance.  
• Substitution - Use a safer form of the product, e.g. paste rather than powder.  
• Reduction - reduce the amount used or the time spent using the substance  
• Isolation/enclosure  
• Local Exhaust Ventilation (LEV)/General ventilation i.e. doors/windows  
• Safe systems of work  
• Information, instruction, training  
• Supervision  
• Personal protective equipment (PPE)  

  
Control measures must take into account the action required in the event of an emergency. 
 
  



5.2.3 Competence 
The COSHH risk assessment must be undertaken by the Health and Safety officer/line manager or competent 
nominated person together with someone who is familiar with the systems of work within the area being 
assessed. 
  
The form attached is the COSHH risk assessment form to be used.  
 
5.2.4 Communication, information, instruction & training  
COSHH assessments must be made available and brought to the attention of all relevant employees. Copies of 
the assessment must be displayed next to or be held with the products so that in the event of an incident, the 
correct emergency action or first aid measures can be taken. 
  
Inform employees about the hazards/risks associated with the use of that substance. In addition to this, 
employers must be made aware of the control measures that have been identified via the risk assessment and 
that they must be complied with. Give employees the necessary instruction and training to enable them to 
follow/implement the required controls. 
 
5.2.5 COSHH Assessment record and review 
 All COSHH assessments must be recorded. For this you must use the official school COSHH Assessment form 
COSHH risk assessments must be reviewed: 
  
• At least annually to ensure that they are still valid and up-to-date;  
• When there has been a change in work procedure;  
• If the substance is used for a different task;  
• If a substance has changed, e.g. new MSDS received  
• Upon HSE direction; and  
• Following any adverse incident involving the substance or task.  
 
COSHH Risk Assessments must be kept for five years and must be available for inspection as part of annual 
inspections and audits. 
  
If COSHH risk assessments are used as material evidence in a personal injury adverse event then a copy of the 
risk assessment should be placed with the employee’s medical records for future reference.  
 
If a COSHH assessment identifies that health surveillance is required, then it will be undertaken by 
Occupational Health. These health records are to be kept for 40 years. 
 
 
6. Monitoring & Review  
 
To ensure the effective application of this Policy, departments are required to have in place arrangements for 
monitoring and reviewing its implementation at regular intervals. The Policy review needs to promote a cycle 
of continuous improvement; therefore any actions identified to ensure this, should be considered and 
implemented where reasonably practicable.  
 
Successful monitoring and review relies on commitment from the Health and Safety officer/Head teacher and 
managers at all levels and should therefore be included as an integral part of the business planning process.  
 
Health and Safety Staff will also carry out periodic inspections and audits to monitor adherence of this policy. 
 

7. Review  
 
The content of this Policy and its effectiveness will be the subject to a yearly review. In addition, this Policy will 
be the subject of review and amendment within this period should significant changes occur.  
  



Appendix 1:   EU hazard symbols and their meaning 
  
The table below illustrates the seven EU hazard symbols and their meanings. Two of the symbols are used to 
denote more than one hazard with the actual chemical hazard being listed on the label/container/MSDS. The 
symbols are black on orange square backgrounds.  
 
These symbols are being phased out and will no longer be used by 2015, except for the Biohazard symbol, but 
colour will change. See Appendix 2. 
 

Symbol  Abbreviation Hazard(s) the symbol is used to indicate 

 

T+ 
T 
Carc Cat 1 & 2 
Muta Cat 1 & 2 
Repr Cat 1 & 2 

Very Toxic 
Toxic 
May cause or increase incident of cancer 
Induce or increase the incidence of non-heritable effects 
in offspring and/or impair reproductive capacity. 

 

 
N 

 
Dangerous for the Environment 

 

 
 

 
 
Bio-hazard 

 

 
F+ 
F 

 
Extremely flammable 
Highly Flammable/Flammable 

 

Xn 
Xi 
Carc Cat 3 
Muta Cat 3 
Repr Cat 3 

Harmful (may cause damage to health) 
Irritant 
Category 3 Carcinogens, Mutagens and Reproductive 
Toxins – suspected as such but insufficient evidence to 
meet a higher category 

 

 
O 

 
Oxidising 

 

 
C 

 
Corrosive 

 
 
  



Appendix 2:  Globally harmonised system for the classification and labelling of chemicals  
 
The Globally Harmonised System of Classification and labelling of chemicals regulations (GHS) is a UN treaty 
which aims to standardize hazard labelling and safety data sheets throughout the world. In the European 
Union, GHS is being implemented through the Classification, Labelling and Packaging of Substances and 
Mixtures (CLP) Regulations. 
  
By 2015, the old EU orange symbols and classifications will no longer be used, except for biohazards and 
radioactive hazards, which are not covered by GHS due to the nature of the hazards involved. The labelling for 
these remains essentially unchanged. Until 2015, both sets of symbols will be in use. 
  
The relevant differences for  School staff to be aware of are as follows: 
  
• New shape and colour of hazard symbols - Red diamond outline with black pictogram on white 

background.  
• Hazard category text such as “Toxic” and “Harmful” are no longer part of the symbols and do not appear 

under them.  
• Replacement of Harmful / Irritant “X” with new “!” symbol.  
• Introduction of new “Health Hazard” classification with “Silhouette” symbol which includes some hazards 

that came under “Toxic” in the old classification system.  
• Introducing a numerical 1 to 5 Hazard Category, 1 = most hazardous.  
• Introduces “Danger” and “Warning” signal words on labelling for more hazardous substances.  
• Replaces Risk and Safety phrases with Hazard and Precautionary Statements.  
• Standardises the contents of safety data sheets.  

 
The following is a basic summary of what the symbols can: 
 

Symbol Hazard(s) the Symbol is used to Indicate 

 

 
 
Fatal or toxic when inhaled, swallowed or on contact with skin 

 

Indicates more serious, long term health hazards like: 
Known to cause or suspected of causing cancer 
May cause allergy or asthma symptoms if inhaled 
Known to cause or suspected of causing genetic defects 
May cause or suspected of causing damage to the unborn child. 
Known to or suspected of causing damage to organs 
Fatal or harmful if swallowed and enters lungs on vomiting. 

 

  
Very toxic to aquatic life with or without long lasting effects. 

 

Extremely Flammable, Highly Flammable and Flammable gases, vapours, aerosol, 
liquids and solid 
 
Substance that might catch fire on heating or when exposed to certain substance 
or conditions. 

 

Generally replaces the Harmful and irritant X symbol. 
Harmful when inhaled, swallowed or on contact with skin. 
Irritant on contact with skin. 



 

 
Oxidising – such substances tend to be very reactive and release oxygen which 
may support/intensify fires or even cause explosions or fires 

 

Corrosive – cause burns to living tissue e.g. eyes and skin. 
Corrosive to non-living substances like metal. 

 

Gas under pressure (compressed gas) 
Covers hazards such as exploding if heated or cold hazard if gas is released. 

 

Substances that can explode under certain conditions, like when ignited, or 
heated, or in contact with certain other chemicals. 

 
 
 
 
 
 
 
 
 


