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1. The presence of an ACM in itself does not constitute a danger. However, there is a potential risk to health if such material is disturbed and damaged. An isolated accidental exposure to asbestos fibres for a short duration is extremely unlikely to result in the development of asbestos related diseases. However, regular exposure – even at relatively low levels – can present a risk. As well as people employed in the building trades, inadvertent exposure (and consequent risk) can occur in other groups of people e.g. installers of IT systems, fire alarm systems etc.

2. Working with, and managing, ACMs is controlled by legislation, primarily the Control of Asbestos Regulations 2006. Responsibility for ensuring compliance with this legislation has been delegated to the Facilities Department.

3. Definitions

“Asbestos” means any fibrous forms of the following materials:

· Crocidolite – blue asbestos

· Amosite – brown asbestos

· Chrysotile – white asbestos

· Anthophyllite

· Tremolite

· Actinolite

· any mixture containing any of the above materials

“Asbestos-containing material” means any material which contains any form of asbestos in any quantity.

“Asbestos Register” means a register of all known asbestos occurrences at the University. It includes all current known occurrences of asbestos-containing materials in property, plant and equipment together with historical data of asbestos removed: it does not include mobile or transportable equipment owned by departments (See Appendix 1)
4. Responsibilities

a. The University has responsibility for compliance with The Health and Safety at Work etc. Act. (1974) and all associated legislation. This includes specific legislation relating to asbestos, primarily the Control of Asbestos Regulations 2006. This Management Plan and the Policy for the Management of Asbestos should be read in the context of the University’s Health and Safety Policy.
b. All Heads of Institute/Department, Managers and any other employee of the University undertaking or organising any work which might interfere with the fabric of any of the University’s premises is responsible for ensuring that the Facilities Department is notified at least five working days in advance (by e-mail Maintenance@worc.ac.uk or the Facilities Customer Portal) of any intended works and permission obtained prior to any works commencing.
c. Managers will ensure that all of their staff familiarise themselves with the contents of the Policy and Management Plan, insofar as it is relevant to their roles and responsibilities.

d. Responsibility for the implementation of this Policy and Management Plan, along with the management of ACMs in premises is delegated to the Director of Physical Resources.
e. Director of Physical Resources
Is responsible for:-

· The overall strategy for the safe management of asbestos issues within the University under the Facilities department’s control.

· Delegating the principal functions of asbestos management to the Head of Estates, the Maintenance and Service Contracts Manager and the Health & Safety Coordinator for appropriate action by them and their staff and/or nominated consultants.

· Managing this responsibility through the Facilities Management Team meetings and membership of the University Health, Safety & Wellbeing Committee.

· Supporting applications for necessary or anticipated resource allocation from the University’s central bodies.

· Ensuring that appropriate Facilities department staff have sufficient and suitable initial and update training with respect to asbestos issues.

f. The University of Worcester Projects Manager (in conjunction with the Director of Physical Resources)
Is responsible for:

· Implementation of the Management Plan for Asbestos Containing Material within individual buildings.

· Maintaining the Asbestos Register. 
· To carry out management priority risk assessments on ACM’s identified in the Management and Refurbishment /Demolition asbestos registers.

· Ensuring that the Asbestos Register is readily available to appropriate staff and contractors and that a signed record is kept that they have seen it and been made aware of its contents.

· Identification and organisation of any remedial works necessary following survey/testing programmes 
· Maintenance of Approved LAC list

· Liaison with accredited analyst/surveyor and Licensed Asbestos Contractor (LAC) during both planned asbestos removal and emergency procedures.  

· Implementing and management of survey/testing programmes. 
· Organisation of annual inspections of identified ACMs in each building.

· Issuing of relevant asbestos registers and marked site plans for routine maintenance and major works to both contractors and project designers. 

g. Health & Safety Coordinator
Is responsible for: -

· Investigating and reporting to the University Health, Safety & Wellbeing Committee on any alleged incident of accidental asbestos exposure and for ensuring reporting of incidents under Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR), where appropriate.

· Notifying and referring to the University’s Occupational Health Service any member of staff who may be involved in an incident of accidental asbestos exposure in order that medical advice can be given.

· Providing information on asbestos regulations/legislation/guidance notes and good practice to the University.

· Monitoring & auditing the effectiveness of the University’s policy & procedures for managing the risk from asbestos.

· Providing the Health and Safety Executive with details of asbestos management procedures if/when requested.

h. University Health, Safety & Wellbeing Committee

Is responsible for: -

· Periodically reviewing the effectiveness of the Asbestos Policy and Procedures.

· Reporting via the University Personnel Committee to the Board of Governors on the effectiveness of the Policy

i. Occupational Health

Is responsible for:-

· Providing occupational health advice to management and staff on issues relating to asbestos.

· Ensuring that any exposure is recorded on the employee’s medical notes and retaining the medical notes for a period of forty years after the date of final exposure.

j. Externally Appointed Project Managers / Designers

Are responsible for:-

· Ensuring that the University Policy for the Management of Asbestos & Management Plan for Asbestos Containing Materials and any associated guidance is adhered to.

· Ensuring that, before feasibility/design work is started on a project, the Asbestos Register is consulted and sufficient information is obtained on any ACMs within the working area to safely carry out the works. Where ‘disruptive’ works are planned, an FMD preferred Asbestos Consultant must be commissioned to undertake a Refurbishment /Demolition asbestos survey including CAD drawings to identify concealed ACMs. A minimum of 6 weeks should be allowed to enable surveys, sampling, analysis and reporting to take place.

· Ensuring that the extent of the survey requirements are clearly communicated to the Asbestos Consultant and to include areas outside of the main works area where service connections may be made.

· Ensuring that the outcomes of any survey are, as soon as they are received, passed to the Projects Manager for uploading to the Asbestos Register.
· If no asbestos is identified then the works can proceed with caution, bearing in mind the possibility that the Asbestos Register and/or any additional surveys might not have identified all ACMs.

· Stopping any works and informing staff if suspected materials are discovered during the course of the works and immediately seeking advice from Facilities Department.

· Ensuring that if asbestos is identified, which will be disturbed during the works, that the Asbestos Consultant is commissioned to prepare a scope and specification including a schedule of all ACMs to be removed as a set of separate tender documents.

· Ensuring that only HSE licensed asbestos contractors and UKAS accredited HSE licensed consultants from the University’s Preferred List are used, and that the asbestos elements of work are exempted from any value engineering processes.

· Ensuring that separate contracts are issued for asbestos remediation works and subsequent asbestos testing/monitoring.

· Informing all relevant staff, Contractors and Sub Contractors of the presence of any known asbestos, which may affect the works. Additionally, contractors are to be instructed to consult the Asbestos Register in order to familiarise themselves with the location of any known asbestos, non-accessible areas, or restricted areas in the premises.

· Ensuring that all Risk Assessments, Method Statements and Notices (as may be required under the Control of Asbestos Regulations 2006) are in place, and copies submitted to the Asbestos Consultant for assessment, before any work is allowed to start on site. Copies of all such documentation must be available for inspection on site at all times for the duration of any asbestos related works.

k. University Maintenance Staff, 
Are required to: -

· Ensure that they have a clear understanding of the University Policy for the Management of Asbestos & Management Plan for Asbestos Containing Materials 
· Ensure that they are fully familiar with current legislation relating to the management of ACMs.
· Ensure that all staff working under their control have received an appropriate level of asbestos awareness training.
· Consult the University asbestos registers for the premises before work start.

· Progress all works diligently but, if any suspect materials is encountered, to immediately suspend operations and to contact Line Manager for further instruction.

l. Other University Employees

All persons employed by the University of Worcester will be responsible for:-

· Reporting to their Line Manager and the Facilities Department any materials suspected of containing asbestos where the material has become disturbed and/or damaged or where staff.
m. General Contractors and Sub-Contractors
Are required to: -

· Ensure that they have a clear understanding of the University Policy for the Management of Asbestos & Management Plan for Asbestos Containing Materials 
· Ensure that they are fully familiar with current legislation relating to the management of ACMs.
· Ensure that all staff working under their control have received an appropriate level of asbestos awareness training.

· Consult the University asbestos registers for the premises before work start.

· Ensure that where work may be affected by, or involves, ACMs that a University Preferred HSE licensed contractor is engaged to carry out the work.

· Ensure that any relevant risk assessments, method statements and statutory notices are in place before work commences and submitted to the facilities department at least 5 working days prior to the due commencement date.
· Not to commence work until the appropriate University of Worcester permit to work has been issued.

· Progress all works diligently but, if any suspect materials is encountered, to immediately suspend operations and to contact Facilities Department for further instruction.

· Provide copies of all test certificates, Certificates of Reoccupation and evidence of correct waste disposal within 10 (ten) working days of the completion of the work. 

n. Asbestos Removal Contractors & Sub-Contractors

Asbestos Removal Contractors must be approved by the Duty Holder or their nominee before any order is placed or contract awarded.

Are responsible for:-
· Ensuring all works shall be undertaken in accordance with the requirements of the Control of Asbestos Regulations 2006 and any other relevant or future regulations, Approved Codes of Practice and Guidance Notes issued by the Health and Safety Executive, and any revision to them.

· Providing statutory notice to the Health and Safety Executive as may be required prior to the commencement of any asbestos related works or, by agreement with the Project Manager, applying for a waiver against the minimum notice period. Copies of all such notices must be submitted to the Project Manager before work commences.

· Ensuring that prior to the commencement of any works that the Facilities department is notified of the areas to be isolated for the works and as necessary under the statute the appropriate warning signs are to be erected.

· Ensuring that the work area be completely enclosed to contain airborne asbestos fibres.  On rare occasions where enclosures may not be reasonably practicable, a written method statement shall be prepared and agreed prior to the commencement of any works.  

· Ensuring that the enclosure should be kept under negative pressure.  The extraction equipment should be fitted with high efficiency filters, the filtered exhausted air should, where possible be vented outside the building.  If this is not possible air monitoring around the exhaust area should be carried out

· Ensuring that entry to the work area whether enclosed or not is to be restricted.  Only adequately trained personnel wearing suitable protective equipment are allowed to enter the work area.

· Ensuring that before work begins the enclosure should be given a thorough visual inspection and control measures and equipment inspected to ensure they are in good working order and have current certification.  The area should then be smoke tested where practicable.  The contactor is to prove all smoke devices.  The contractor is not to commence stripping until the smoke test/site inspection approved certificate has been issued.

· Ensuring that when work has started:

· The enclosure should be properly maintained

· A thorough visual inspection of the enclosure and negative pressure equipment should be carried out at the beginning of each shift and any defects found should be repaired immediately.

· The negative pressure equipment should run throughout the work including breaks and for at least 60 minutes at the end of each shift.

· Where buildings are occupied or a fully sealed enclosure is not possible, air monitoring outside the enclosure should be carried out.

· A record of inspections, defects etc should be kept available for inspection.

· All equipment practice procedures and facilities provided for the work are to be in accordance with the current Regulations and ACOPS.

· The contractor shall contact the Projects Manager to carry out the four-stage clearance testing upon completion.

· The contractor is required to notify the relevant enforcing authority.

· The plan of work, medical examination certificates, face fit tests and training records for all employees working with asbestos should be available on site throughout the duration of the works.  

o. Asbestos Consultant

Is responsible for: -

· Maintaining, and demonstrating UKAS accreditation to ISO 17020 and 17025, and an HSE supervisory license.

· Maintaining adequate insurance cover for the tasks to be undertaken.

· Providing support to the Project Manager as may be required.

· Reviewing and commenting, when requested by the Project Manager on asbestos works such as: specifications, Contractor’s and/or Sub Contractor’s Method Statement, work procedures, etc.

· Carrying out analytical works and inspections as agreed with the Project Manager. Where site conditions alter, the Asbestos Consultant will be required to amend the level of testing and inspections to ensure that all information relevant to the continued health and safety of the Contractor and building occupants is obtained.

· Reporting to the Project Manager or his representative, any defect or non-compliance relating to the Contractor’s and/or Sub Contractor’s performance, including suitability of the work area, adherence to the Method Statement, Statutory Instruments, and the University Policy for the Management of Asbestos & Management Plan for Asbestos Containing Materials. Where the Project Manager is not immediately available the surveyor/analyst will be expected to take such measures as may be deemed necessary to ensure the continuing health and safety of Contractors and Sub Contractors and building occupants. These actions must be reported to the Project Manager as soon as reasonably practicable.

· Checking areas on completion of asbestos remedial works to ensure that the contractor has completed his scope of works and all affected areas have been left in a satisfactory condition.

· Carrying out air monitoring tests as may be required by the Project Manager or his representative, or as identified in the Risk Assessment.

· Reporting to the Project Manager and others as may be appropriate, any aspects of asbestos management encountered on site which could give rise to health risks e.g. breaches of the Asbestos Policy and Procedures, suspect or damaged asbestos.

· Issuing formal reports, including Certificates of Re-occupation, to the Project Manager on completion of any site works.

5. Responsibilities for Records

	Activity
	Responsible Manager

	Production and maintenance of survey programmes


	Projects Manager

	Raising of orders for programmed survey work


	Projects Manager

	Issue of notification letters/memo to properties being surveyed


	Projects Manager

	Production of Asbestos Register document


	Projects Manager

	Maintenance of Asbestos Register


	Projects Manager

	Payment records for programmed survey work


	Projects Manager

	Issue of orders to contractors for remedial works


	Projects Manager

	Payment records for remedial works


	Projects Manager

	Issue of Asbestos Register documents to properties


	Projects Manager

	Maintenance of records of samples tested for the presence of asbestos


	Projects Manager

	Production of air testing documents and clearance certificates
	Accredited Analyst



	Issue of air testing documents and clearance certificates 


	Projects Manager

	Waste Carriage Documentation
	Contractors / Cleaning Manager


	Maintenance of University Policy for the Management of Asbestos & Management Plan for Asbestos Containing Materials
	Health & Safety Coordinator


6. Review of Policy & Plan
The plan will be reviewed on an annual basis or when necessary due to incidents or legislative changes 

The University Policy for the Management of Asbestos & Management Plan for Asbestos Containing Materials will be jointly reviewed by the:
· Director of Physical Resources
· Projects Manager
· Health and Safety Coordinator
· Maintenance & Contracts Manager

Changes to legislation that may impact upon the accuracy and relevance of the current Asbestos Policy will result in a joint review of the policy by the

· Director of Physical Resources

· Projects Manager
· Health and Safety Coordinator

· Maintenance & Contracts Manager

· Accredited analyst/surveyor

Any changes to this document as a result of the review will be actioned by the Health & Safety Coordinator.
7. Circulation of Policy & Plan
A master copy of the Asbestos Policy will be held electronically on the University Intranet and a hard copy will be held in the Estate Mangers office in Woodbury Building.

The Asbestos Policy will be circulated in 2 ways

· For those staff that can access the email system the intranet

· For those staff that cannot access the email system a hard copy will be sent on request.

Copies of the Asbestos Policy will be circulated as per the prevailing Circulation List maintained by the Projects Manager.

Appendix 1 – Asbestos Surveys 
There are two types of survey for ACMs (as of January 2010):

2.1
Management Survey
The Management Survey purpose is required to manage ACMs during the normal occupation and use of premises.  The duty-holder can make a Management Survey where the premises are simple and straightforward.  Otherwise, a surveyor is needed.

A Management Survey aims to ensure that:

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

2. that the ACMs remain in good condition; and 

3. that nobody disturbs it accidentally 

The Survey must locate ACMs 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 ACMs, if disturbed, to release fibres into the air.  It guides the client, e.g. in prioritising any remedial work.

2.2
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 ACMs condition.  Normally, a surveyor is needed for Refurbishment / demolition Surveys.

A Refurbishment/ Demolition Survey aims to ensure that:

1. nobody will be harmed by work on ACMs 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 ACMs 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.

Appendix 2 Organisational Flow Charts
MANAGEMENT OF ASBESTOS IN ROUTINE MAINTENANCE AND MINOR REFURBISHMENT
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MANAGEMENT OF ASBESTOS IN MAJOR WORKS / REFURBISHMENT
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Key:

LAC  -  Licensed asbestos contractor

ACM -  Asbestos containing materials

MANAGEMENT OF ASBESTOS REMOVAL/ENCAPSULATION WORKS






































































EMERGENCY PROCEDURES FOLLOWING SUSPECTED UNCONTROLLED RELEASE OF ASBESTOS FIBRES
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Contractor signs in at property and asks for a copy of the asbestos register





Contractor consults register and assesses whether asbestos containing materials are likely to be disturbed





Contractor defers the works and informs the Projects Manager





Contractor signs Register





Projects Manager informs the Director of Physical Resources who authorises further survey and/or removal of any relevant asbestos containing materials





Certificate of re-occupation obtained by Projects Manager





Works authorised by the Projects Manager





Contractor signs Register





Works Commence





Project planner carries out a desk survey of all asbestos records for property





The Project Planner advises the Projects Manager who authorises a Survey





Contractors carry out a Refurbishment/ Demolition Survey





Risk assessment carried out to identify materials for removal





Removal/encapsulation works carried out by a LAC





Certificate of re-occupation issued by LAC








Works authorised





Projects Manager issues Contact to LAC





LAC Submits method statement and gives 14 days notice to Health and Safety Executive 





LAC gives 14 days notice to Health and Safety Executive





LAC contacts Projects Manager





LAC obtains permit to work and isolates areas of work











Enclosure erected and/or other control measures put in place











Smoke test carried out by LAC to check integrity of enclosure





Site inspection/approval to commence work certificate issued by LAC





Works to remove/encapsulate ACMs commence





LAC carries out air monitoring around extract exhaust area





Completion of removal/encapsulation works. LAC notifies Projects Manager





4-stage clearance procedures carried out by Projects Manager





Certificate of re-occupation obtained by Projects Manager





Area returned to normal use





Projects Manager updates Asbestos Register on receipt of the certificate of re-occupation








Area vacated and closed off





Estates Personnel contact:


Director of Physical Resources


Director of Personnel





Projects Manager contacts Sampling Specialist





Sampling Specialist visits and assesses the risk





Sampling Specialist take a sample of suspect material





Sampling Specialist analyses material





Sampling Specialist report to Projects Manager





Projects Manager instruct a LAC to seal off the area





HSE notified





ACMs removed/area decontaminated by LAC





Certificate of re-occupation issued 





Sampling Specialist report to Projects Manager





Persons identified advised of any necessary health screening





Health & Safety Co-ordinator &Occupational Health record persons exposed to possible elevated levels of airborne asbestos





Projects Manager identifies persons exposed to possible elevated levels of airborne asbestos fibres





Area suitable for return to normal use
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