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FOREWORD

This document specifies the system for the management of health risks associated with exposure to asbestos in property owned and/or managed by Nottingham City Council.

Please read this document and ensure you understand all the issues dealt with. If you have any doubts, please contact Corporate Safety Advice for further information.

Corporate Safety Advice, based in Resources provides competent health and safety advice and support to Nottingham City Council.

For further information on NCC asbestos management, please consult the corporate health and safety manual or contact Facilities Management who can provide additional technical expertise relating to asbestos management.

Facilities Management have expertise and will be able to assist you in:

· Providing survey details.

· Preparing budget estimates for asbestos works.

· The preparation of project specification.

· Vetting of potential asbestos consultants and removal contractors.

· Assessment of tender proposals.

· Management and supervision of asbestos removal project.

If it is confirmed by survey or other formal documentary evidence, that no asbestos containing material is located on site. This can be identified on the monthly asbestos inspection record sheet that there is no asbestos on site.

Where this confirmation of no asbestos is present, there is no requirement to undertake a monthly check however, Contractors will still be required to sign this log book as proof that they have viewed this document

SURVEYS
There are 2 types of asbestos survey to deal with asbestos containing materials (ACM):
Management survey
The Management Survey purpose is required to manage ACM during the normal occupation and use of premises.  The Responsible Person / Duty Holder can undertake a Management Survey where the premises are simple and straightforward.  Otherwise, a trained surveyor is required.
A Management Survey aims to ensure that:

1. nobody is harmed by the continuing presence of ACM in the premises or equipment; 

2. that the ACM remain in good condition; and 

3. that nobody disturbs it accidentally 

The Survey must locate ACM that could be damaged or disturbed by normal activities, by foreseeable maintenance, or by installing new equipment.  It involves minor intrusion and minor asbestos disturbance to make a Materials Assessment.  This shows the ability of ACM, if disturbed, to release fibres into the air.  It guides the client, eg in prioritising any remedial work.

Refurbishment / Demolition survey
The refurbishment / demolition Survey is required where the premises, or part of it, need upgrading, refurbishment or demolition.  The survey does not need a record of the ACM condition.  A qualified asbestos specialist will be required for Refurbishment / demolition surveys.

A refurbishment / demolition survey aims to ensure that:

1. nobody will be harmed by work on ACM in the premises or equipment; 

2. such work will be done by the right contractor in the right way 

The survey must locate and identify all ACM before any structural work begins at a stated location or on stated equipment at the premises.  It involves destructive inspection and asbestos disturbance.  The area surveyed must be vacated and certified 'fit for reoccupation' after the survey.
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1. LOG SHEETS

APPENDIX 2

[image: image4.jpg]


1. MONTHLY ASBESTOS INSPECTION / LOG BOOK COMPLETE RECORD SHEET
1 MINIMUM SIX MONTHLY INSPECTION RECORD SHEET

‘Responsible Person / Duty Holder to complete
Asbestos Item(s) covered by this sheet: _______________________________________ (this cannot be kept blank)
Specific locations must be identified above so a clear record of the condition of asbestos being checked can be noted
It is recommended that each individual record sheet deals with a specific asbestos location 

	ACM Condition Satisfactory
	Date Checked
	Action required if there are any concerns regarding the condition of the ACM identified or the condition of information within the Log Book.  

	Signature of the ‘Duty Holder’ who has undertaken the Monthly check of the ACM
	Is the Log Book up to date
	Monthly Signature of the ‘Responsible Person’ confirming that the log book and the ACM condition is  accurate

	Yes


	No

(see sect. 7.5)
	
	
	
	Yes
	No
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


This document must be completed on a monthly basis and signed and dated in line with the statutory and corporate policy requirements. 
(there is no requirement to undertake monthly inspections where there is no asbestos on site, however ‘no asbestos’ must be identified on this log sheet with reference to the document which identifies that fact)

2. LOCATION PLANS

This information should be provided by a survey.  If a survey has not been undertaken, the responsible person will be required to develop a site plan that identifies locations where ACM may be present on site
3. SAFETY POLICY & ARRANGEMENTS  ‘ASBESTOS – MANAGING IN 
     THE WORKPLACE’
The current SPA  is found within the safety manual and any reference to the corporate policy should be checked against that information.  Please note, the version of SPA on asbestos located within this log book may not be the most up to date edition.
put in copy of up to date SPA in this section
4. LEGISLATION

LEGISLATION                                                                                                        .                                                                                              
This management system, if fully implemented, will assist Nottingham City Council in complying with its duties under:

· The general requirements of the Health and Safety at Work Etc. Act 1974

· The Management of Health and Safety at Work Regulations 1999

· The Control of Asbestos Regulations 2012
· Construction (Design and Management) Regulations 2007

The Health and Safety at Work etc. Act 1974 imposes a statutory duty on employers to ensure, so far as is reasonably practicable, the health, safety and welfare at work of all their employees (except domestic servants in private households). This duty also extends to others who may be affected by the employers’ undertakings (work activity) e.g. contractors, tenants, neighbours, visitors and members of the public. The initial requirement of the Management of Health and Safety at Work Regulations 1999 is for employers to assess the risk to the health and safety of employees and to anyone else who may be affected by the work activity, so that the necessary preventative and protective steps can be identified. It also requires the employer to make arrangements for putting into practice the health and safety measures that follow from the risk assessment.
If asbestos is present in the property, this information must be passed to the Planning Supervisor under the Construction (Design and Management) Regulations 2007, during any projects that fall under those Regulations. Staff and contractors also need to be informed about the presence of asbestos in the property, to avoid inadvertent damage and fibre release. All work with asbestos containing materials is regulated by the Control of Asbestos Regulations 2012. 
The prime objective of these regulations, which are made under the Health and Safety at Work etc Act 1974, is to prevent exposure to asbestos from work activities and where this is not reasonably practicable to reduce exposure as far as is reasonably practicable. 
The Health and Safety Executive has produced two Approved Codes of Practice and a number of Technical Guidance Notes. Compliance with all relevant regulations and guidance is necessary so that all work involving asbestos containing materials can be carried out safely without any risk to any person. 
5. ASBESTOS POLICY

ASBESTOS POLICY                                                                                             .
Nottingham City Council is committed to providing a safe and healthy workplace.
It is the law that asbestos-containing materials shall not be introduced into our properties.

If asbestos containing materials pose a serious risk to the health of persons using our premises the materials shall be removed as safely and as soon as possible. 

Where asbestos containing materials are present, and do not pose a serious risk, we shall take the opportunity to remove them progressively from our property, when it is safe and cost effective to do so. Whilst asbestos containing materials remain in situ we shall ensure that they are managed in such a manner so that the risk to the health of our employees, contractors, visitors and other people using our premises is minimised. 

All work on asbestos containing materials shall be carried out in accordance with the current legal standards using the best working practices by licensed contractors.

6. ALLOCATION OF

RESPONSIBILITIES
ALLOCATION OF RESPONSIBILITIES

6.1 CORPORATE DIRECTOR / DIRECTOR

The Corporate Director / Director is responsible to the Council for the implementation of this policy and for ensuring that any issues in the resources of the council that will prevent this policy being implemented are addressed.
6.2 PROPERTY MANAGER/HEAD TEACHER – (RESPONSIBLE PERSON / PRIMARY DUTY HOLDER)
The Property Manager / Head Teacher (for Schools) is considered for the purposes of asbestos management within Nottingham City Council as being the Primary Duty Holder for the environment under their control and is responsible for ensuring asbestos compliance and ensuring that best current practice is followed at all times.   
This ‘Primary Duty Holder’ for the purposes of this document is classed as the ‘Responsible Person’ and has overall responsibility for the management of asbestos and the prevention to colleagues and others from exposure to asbestos fibres.  This person may delegate the inspection and other duties to a colleague who may be based within the premises or provided from a central resource.  Any colleague who is delegated to undertake any activities to support the management of asbestos is considered as a Duty Holder and is there to support the ‘Responsible Person’ to ensure the effective management of asbestos.  
Both the Responsible Person and any Duty Holders must be competent to understand their duties.  Failure to ensure that a duty holder is competent will result in the Responsible Person being accountable for the actions and activities of that duty holder
Please fill details below:

Property Manager 

…………………………………………………………..
Property Manager Deputy
…………………………………………………………..
The Responsible Person is the primary duty holder and is responsible for the management of their building that may contain asbestos. All Responsible Persons are to ensure that they are fully conversant and comply with the asbestos policy at all times.

You must ensure that:
· All persons under their control, including Duty Holders, colleagues and contractors, know of Nottingham City Council’s Asbestos Policy and comply with the procedures detailed in this policy.
· All colleagues are to take the presence of asbestos into account when planning any work and that they check the asbestos logbook, where necessary, before carrying out any work. Any works to be carried out to asbestos will be undertaken by a licensed contractor.
· Any unplanned disturbance of asbestos must be immediately acted on in accordance with corporate safety guidance, and no further work may be carried out in that area, unless it is necessary to make safe, until authorisation has been given by a competent officer.
· An accident report of any event involving asbestos, you must inform Corporate Safety Advice within 24 hours of the incident. 
· To keep asbestos information up to date.
· Ensure the condition asbestos is inspected and recorded in this logbook and concerns are reported to the appropriate person for action.

6.3 DUTY HOLDER
To ensure Nottingham City Council effectively manages its asbestos risk, the Responsible Person may delegate activities to a variety of colleagues.  Each of these colleagues will be classed as a ‘Duty Holder’ and in undertaking this role, are required to ensure that the activity that they have been assigned to complete is done in accordance with this policy.  

It is for the Responsible Person to ensure that any Duty Holder that is given asbestos management tasks to complete is competent to undertake the activity being delegated.  

The Duty Holder may be assigned a variety of delegated duties to complete and may cover a variety of different tasks and may include the following:

· Inspecting the asbestos on the site on a monthly basis and understand the assessment basis for assessing the condition of ACM

· Ensuring that the contractors sign the asbestos log book when undertaking work that would disturb ACM

· Amend the survey in accordance with identification of new or removal of ACM

The Control of Asbestos Regulations 2012 identifies that the Duty Holder is responsible for the management of asbestos on behalf of the organisation (employer).  To ensure that this is completed effectively, Nottingham City Council uses the term ‘Responsible Person’ to identify the primary Duty Holder.  All duties are the responsibility of this person however each asbestos activity can be delegated to a duty holder as identified within this policy.
7. PROCEDURES
PROCEDURES

Go to the Corporate Safety Manual, Safety Policy & Arrangements – ‘Asbestos – Managing in the Workplace’.

7.1 ASBESTOS LOGBOOK

Drawings and plans are to be 'marked up' to show the location of asbestos containing materials. All marked up drawings/plans are to be included in the Asbestos Logbook.

(N.B. Significant future change of use may impact on risk priorities).

The Asbestos Report contains an overall risk rating, at the date of the survey.
	Risk of Fibre Release

	High

	Medium

	Low

	Very low


The material assessment score has been calculated for each Asbestos Containing Material (ACM) identified.
High: Materials which contain asbestos and are in a condition and/or location, which necessitates urgent remedial action. These materials are not normally suitable for containment and removal will normally be required.
Medium: Materials which contain asbestos and are in a condition and/or location where some remedial action is required. These materials may be suitable for containment e.g. encapsulation, but removal in the long-term may be appropriate.

Low: Materials which contain asbestos but are in a condition and/or location which does not give rise to a significant health risk provided it remains undisturbed or undamaged by routine maintenance of regular work activities.
Very Low: This material should not pose a risk under normal conditions.  

If / when this material is removed, it must be removed without either cutting or abrading it and it must be disposed of as special waste.
The “Material Risk Assessment Rating” is the risk to the normal users of the property based on the material type, its condition and location, whether it is vulnerable to damage and whether it has been protected or not.  This material risk assessment is to be updated every time the property or asbestos containing materials are re-inspected. The Asbestos Report is to be consulted whenever maintenance, repair, installation, alteration or refurbishment works are considered.  The Responsible Person must inform contractors of the location of the asbestos report and provide if needed in addition to this logbook.
7.2 MARKING OF ASBESTOS CONTAINING MATERIALS

[image: image5.emf]Facilities Management will label in accordance with the survey to all reasonable areas. (NB) Floor finishes, or areas were marking would easily wear off are not labelled and the Responsible Person should refer to the Asbestos Report.  The Responsible Person is to ensure that all asbestos containing material is kept labelled in accordance with the Health and Safety (Safety Signs and Signals) Regulations 1996 unless it is in a public area. The relevant sign to be used is as follows: 

With the following notice if the sign is situated on the asbestos containing material:

WARNING – ASBESTOS CONTAINING MATERIAL

Or with the following notice if the sign is situated at the entrance to an area in which asbestos containing material is located:
WARNING – AREA CONTAINS ASBESTOS CONTAINING MATERIALS; SEE ASBESTOS LOGBOOK FOR FURTHER DETAILS

7.3 INSPECTION AND SAMPLING OF ASBESTOS

TAINING MATERIALS
The Responsible Person is to ensure that all asbestos containing material is inspected monthly to check for signs of damage and wear etc. Where asbestos/presumed asbestos materials are not readily and safely accessible for visual inspection from floor level, further advice should be sought from Corporate Safety Advice.  The findings are to be recorded with any action taken. Due to the risk of either producing high levels of airborne asbestos dust or causing further damage to asbestos containing materials only trained persons, UKAS qualified may undertake sampling. 
If any person suspects that a material contains asbestos, they are first to check the Asbestos Logbook and Report held by Property Manager for information. If doubts remain after checking the Asbestos Logbook, and the person considers that sampling is necessary, they are to arrange for additional samples. (Beware if labels have been vandalised or over painted)

7.4 ACTION TO BE TAKEN IF ASBESTOS CONTAINING MATERIAL IS FOUND
When asbestos containing material is found during the course of any work, except when being carried out by a licensed asbestos contractor, the following actions are to be taken:
· Corporate Safety Advice must be notified. If work does not involve disturbing the asbestos it may continue as normal.
· If the work is to be carried out on asbestos containing material the procedures laid down in this logbook must be followed.
· The Responsible Person needs to ensure that the Asbestos Logbook and where appropriate, asbestos survey is updated, and that records are kept of the results of the any test or air monitoring are maintained.  Any removal or additional asbestos discovered should also be notified to Facilities Management so they can amend their records
7.5 ACTION TO BE TAKEN IF ASBESTOS CONTAINING MATERIAL IS DAMAGED

When asbestos-containing material is damaged, the following actions are to be taken:
· The work is to be immediately stopped, in a safe and orderly manner. The immediate area must be vacated, or the asbestos sealed/enclosed, to prevent access to the damaged asbestos source.
· Corporate Safety Advice must be immediately notified. In an emergency situation, a competent person may authorise work to continue, providing all reasonably practical precautions are taken to prevent the spread of asbestos and the inhalation of asbestos fibres.

· The Responsible Person must arrange for fibre monitoring to be immediately carried out to ascertain the airborne fibre levels.  
WORK IS NOT TO RESUME UNTIL AIR MONITORING HAS BEEN CARRIED OUT.

· After trained persons have carried out air monitoring, (UKAS qualified), the Property Manager may authorise work to resume provided that the work is not on the asbestos containing material. If the work is to be carried out on asbestos containing material, the procedures laid down must be followed. 

· If there is a serious risk of fibre release, remedial work must be undertaken as soon as possible to minimise the risk of fibre release.

· The Responsible Person must ensure that an incident report is completed recording the event, with witness statements.  If you have any concerns about the method of work used by contractors during removal, repair, etc. please contact Corporate Safety Advice and Facilities Management.
7.6 MAINTENANCE OF ASBESTOS CONTAINING MATERIALS

The Responsible Person is to ensure that any asbestos in Nottingham City Council premises is properly maintained.

7.7 INFORMATION, INSTRUCTION AND TRAINING 
· The information at Appendix 1 is to be given by the Responsible Person to all relevant colleagues.
· It must also to be given to all contractors whenever they visit the property to plan or carry out works likely to disturb asbestos containing materials. The viewing record in Appendix 2 must be signed by the contractor to confirm they have viewed the asbestos survey and logbook.

· The Responsible Person is to ensure all on site maintenance staff to receive information, instruction and training that is commensurate with their likely exposure to asbestos.

· All colleagues must be informed of this policy and the Responsible Person must review the procedures regularly as necessary.

7.8 RECORDS

The Responsible Person is required to ensure that the following records are kept:
· An up to date Asbestos Report and Logbook

· All risk assessments for work on asbestos containing materials

· All method statements for work on asbestos containing materials

· All notifications to the enforcement agency

· All air monitoring reports

· All special waste disposal certificates

· All incident reports

· All inspection and audit reports

· All written advice given to or received from any person relating to these policies and or Procedures 

The Responsible Person shall ensure that all records required by law are kept in the prescribed format for the relevant period of time within his department. No original document shall be removed from the permanent record unless removed for authorised destruction.

No document in the permanent record shall be destroyed unless advice has first been obtained from our solicitors and insurers, and the Director has given written authorisation, specifying which documents may be destroyed.
8. ASBESTOS SURVEY
Please ensure that the latest copy of the asbestos survey for this premises is included in this section
9. MISCELLANEOUS ASBESTOS RECORDS
Please ensure that All other asbestos records including R&D surveys, 14 day Notices and reoccupation certificates etc are retained in this section. 
10. APPENDIX 1

APPENDIX 1

INFORMATION TO STAFF AND CONTRACTORS

DUTY TO INFORM CONTRACTORS

All contractors are to be informed of the presence and location of the asbestos logbook.
They are to ensure that their operatives refer to the asbestos logbook, where necessary, before they carry out any works within these premises.

ACTION TO BE TAKEN IF ASBESTOS CONTAINING MATERIAL IS FOUND

· The Responsible Person is to be notified.

· If work does not involve disturbing the asbestos it may continue as normal.

· If the work is to be carried out on asbestos or suspected asbestos containing material, the procedures laid down must be followed.

· The Responsible Person is to ensure that the Asbestos Logbook is updated, and that records are kept of the results of the air monitoring.

ACTION TO BE TAKEN IF ASBESTOS CONTAINING MATERIAL IS DAMAGED

· When asbestos containing material is damaged, the work is to be immediately stopped, in a safe and orderly manner. The immediate area is to be vacated, or the asbestos sealed/enclosed, to prevent access to the damaged asbestos source.

· Corporate Safety Advice must be immediately notified. In an emergency situation, a competent person may authorise work to continue, providing all reasonably practical precautions are taken to prevent the spread of asbestos and the inhalation of asbestos fibres.

· The Responsible Person must arrange for fibre monitoring to be immediately carried out to ascertain the airborne fibre levels.

WORK IS NOT TO RESUME UNTIL AIR MONITORING HAS BEEN CARRIED OUT.

(UKAS qualified analysts only to be used).

· After air monitoring has been carried out the Responsible Person may authorise work to resume if it identified as being safe to do so, provided that the work is not on the asbestos containing material. If the work is to be carried out on asbestos containing material, the procedures laid down must be followed.

· If there is a serious risk of fibre release, remedial work will be undertaken as soon as possible to minimise the risk of fibre release.

· The Responsible Person is to ensure that a written record of the event is to be made, with witness statements. (Copies to the Corporate Safety Advice).

WORK INVOLVING ASBESTOS CONTAINING MATERIAL

All work on asbestos containing materials is to be carried out in accordance with the Control of Asbestos Regulations 2012; any associated approved codes of practice, and any other relevant provision made by law.
11. APPENDIX 2

2

APPENDIX 2

CONTRACTOR / COLLEAGUE VIEWING RECORD


LOG BOOK/ASBESTOS SURVEY- ALL Parties, including Contractors, to indicate they have checked before any work commences.
	Date
	Contractor / Colleague Details including what work is being completed.
	Signature



	

	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


This form must be completed in all circumstances where ACM may be disturbed or where the fabric of the building is to be affected.
