
February 2016
Updated KCC Asbestos Docubox  
The duty to manage asbestos in buildings owned or occupied by KCC remains a high priority throughout the County. As an existing holder of the asbestos Docubox you will be well aware of the process for managing asbestos risks and will appreciate the need to reinforce and standardise our approach. It is important that information about asbestos is shown to anyone about to carry out work involving interference with the building. You have an important part to play in helping KCC meet its legal duty to manage asbestos risks so if you have any problems or concerns please discuss them with your manager, asbestos manager or health and safety adviser.

This update builds upon the universal process already in place, readily recognisable in all KCC owned or occupied buildings and adding consistency to the management of contractors/other workers throughout KCC.  It comprises two parts;

i) A signing in process for anyone working on the building. You may already have an established, reliable local system; otherwise there is a sample works log sheet in the Docubox.

ii) The Docubox- this is a resource box to house records and reference materials such as survey report, building plans, policy, and guidance sheets A1 – A13.
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· Update the contents of the Asbestos Docubox with the new guidance sheets A1 – A13.  Transfer other existing documents into the Docubox, such as survey, plans, the updated policy and the HSE diagram, and leave in a readily accessible place for those who will need to refer to the information. These documents have been produced to help in your local management of asbestos, please make yourself aware of the contents.

· Remind staff about the procedure and reassure them that this is about managing potential risk, not a response to danger.

· Monitor use of the system and continue to check the condition of materials known or presumed to contain asbestos. If you have any concerns please contact your manager,  asbestos manager  or health and safety adviser for help and advice.

· Ensure that staff who have a role in asbestos management are adequately trained to perform this role effectively. 
· Copies of guidance document A10 should be given to contractors and anyone carrying out work involving interference with the building.

Risks can exist if the procedures fail but if asbestos-containing materials are in good condition and stay that way there is no need for concern other than to continue to check for change caused by damage or deterioration.

If you need to check whether materials contain asbestos or you have any concerns about how a job can be handled safely please seek advice from the Asbestos Manager or the Health and Safety unit. (See A13 for contact details)

Yours sincerely

Rebecca Spore

Director of Property and Infrastructure Support
[image: image12.bmp]





	Property Name:


	

	Address:


	

	Contact:


	



	
	Premises

Manager/Headteacher

(Duty Holder)
	Site

Manager/Caretaker
	Office Staff
	Safety Rep
	Project Manager
	

	Name


	
	
	
	
	
	

	Phone


	
	
	
	
	
	

	Email


	
	
	
	
	
	



Relevant boxes should be ticked by the property manager to illustrate who is responsible for the various asbestos management duties.  Where two or more individuals share responsibilities, the individual with the ‘primary’ role must also be noted.
	Responsibilities


	Maintaining and

Updating asbestos

Docubox
	Reviewing Survey

Reports
	Re-inspections and ongoing monitoring

of asbestos containing materials
	Maintaining asbestos

register
	Management of 

contractors (including

provision of 

information, permit to

work, emergency 

procedure, etc
	Instruction & Training

for staff, hirers, 

contractors and

visitors
	Management of 

asbestos works
	Provision of information

to KCC
	Other



	Premises Manager / Headteacher (Duty Holder)


	
	
	
	
	
	
	
	
	

	Site Manager/Caretaker


	
	
	
	
	
	
	
	
	

	Office Staff


	
	
	
	
	
	
	
	
	

	Safety Rep


	
	
	
	
	
	
	
	
	

	Other


	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Please note:  School management may wish to nominate a staff member to take on some of the asbestos management system responsibilities. This can be done as long as those individuals are competent to do so and have been provided with the appropriate training.

Please note: Legal responsibility cannot be delegated.


Asbestos was extensively used as a building material in the UK from the 1950s through to the mid-1980s. It was used for a variety of purposes and was ideal for fireproofing and insulation. Any building built before 2000 (houses, factories, offices, schools, hospitals etc) can contain asbestos. Asbestos materials in good condition are safe.  It is only when asbestos fibres become airborne, which can happen when materials are damaged.


When these fibres are inhaled they can cause serious diseases which are responsible for around 4000 deaths a year. There are four main diseases caused by asbestos: mesothelioma (which is always fatal), lung cancer (almost always fatal), asbestosis (not always fatal but it can be very debilitating) and diffuse pleural thickening (not fatal).

Asbestos fibres are present in the environment in Great Britain so people are exposed to very low levels of fibres. However, a key factor in the risk of developing an asbestos-related disease is the total number of fibres breathed in. Working on or near damaged asbestos-containing materials or breathing in high levels of asbestos fibres, which may be many hundreds of times that of environmental levels can increase your chances of getting an asbestos-related disease.

Asbestos related diseases won't affect immediately but later on in life, so there is a need for you to protect yourself now to prevent you contracting an asbestos-related disease in the future. It is also important to remember that people who smoke and are also exposed to asbestos fibres are at a much greater risk of developing lung cancer.
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· take steps to find asbestos-containing materials

· check their condition

· presume materials contain asbestos unless there is strong

evidence to suppose they do not

· make a written record of the location and condition [deal with

damaged or deteriorated materials immediately]

· keep the record up to date

· assess the risk of anyone being exposed to asbestos

· prepare, and put into effect, a plan to manage the risk

· monitor how well the plan is working



KCC – SURVEY AND RESULTANT WORKS PROCEDURE






























Total time taken for survey to be commissioned and delivered is to be no longer than 6 weeks. If any resultant works are required, then an additional 2 weeks are to be added so that the works can be completed. This will make the total time no longer than 8 weeks.





















The Health and Safety Executive expects those with building management responsibilities to exercise a precautionary approach to maintenance and improvement activities.

· Where we know asbestos is present, we must inform those who may be put at risk through disturbing it

· Where we don’t know for sure, we must presume asbestos is present and carry out checks so that the right safeguards can be put in place before any work starts

Refurbishment and demolition surveys will be required for all work which disturbs the fabric of the building – ref: HSE survey guide.

For further advice please contact your adviser on property related matters. (please refer to the contact list, A13 in the Asbestos Docubox)



	· Get checks done -
	Before work starts

	
	

	· Check management survey for current information
	If material is not identified in the management survey and the fabric is going to be disturbed a refurbishment and demolition survey will need to be carried out

	
	

	· Make sure you select competent contractors or other workers
	If asbestos materials are likely to be disturbed you will need a licensed asbestos contractor involved. Property and Infrastructure Support or your building consultant can provide advice

	
	

	· Use the works log sheet and safe working permit
	Make sure every contractor or similar worker signs off the works log. [you may also choose to use KCC’s Safe Working Permit]

	
	

	· Show the works area
	To the contractor/other, pointing out asbestos containing materials





No work may be undertaken in this building without reference to survey information or checking of areas not yet surveyed. Even if a survey has been carried out, it may not be exhaustive, so further checks may be needed before work can start. Speak to the building manager or their representative if you haven’t got enough information. They will arrange for checks to be made

  What is my responsibility?

To protect yourself and others from exposure to asbestos and to co-operate fully with KCC’s policy and procedures.

You must sign and date the Asbestos Register: Works Log and complete a KCC Safe Working Permit if asked to do so.


What happens if I think I’ve come across asbestos?
If you encounter or damage materials you know or suspect may contain asbestos you must

stop work immediately. Report the situation to the responsible manager or their representative and do what you can to prevent others coming into the work area.


Asbestos was used for its insulating properties and was commonly used in cement sheeting, lagging, panelling, sprayed coatings and some decorative finishes and gaskets and seals. It is particularly likely to be found in buildings built or refurbished between 1950 and 1985. The danger comes from breathing in asbestos dust released through breaking, drilling, cutting, sanding or other disturbance of materials.


Several thousand people die each year from former exposure to asbestos dust. Whilst we no longer manufacture and install asbestos-containing materials, there are many materials still present in our buildings. So, the risk remains for those carrying out routine tasks in buildings such as plumbers, electricians, cablers and fitters, builders, decorators and possibly those involved with caretaking, depending on their activities.


As long as asbestos is in good condition and is not being, or going to be, disturbed or damaged there is no risk. But if it is disturbed or damaged, it can become a danger to health as fibres released into the air can be breathed in.






































This guidance note applies to all buildings owned or managed by KCC.

In the event of a fire or major damage the following action is to be taken once the site is under the control of the Headteacher or Establishment Manager i.e. no longer under the control of the Fire or Police authorities, or in co-operation with those authorities.

The Headteacher or Establishment Manager must ensure that:

· Following a major incident which has destroyed or damaged any part of the structure or fabric of the building, serious consideration must be given to immediately closing the site to staff, pupils, clients and visitors until the risk of asbestos exposure has been determined.

· For minor incidents (i.e. minor scorching, vandalism) where there appears to be damage to the building or fabric the immediate area should be closed to staff, pupils, clients and visitors until the risk of asbestos exposure has been determined.

· The table below details action to be taken as a result of a major incident causing damage or destruction to any part of a building.

	Schools
	Other premises

	· Do not enter the building until it has been declared safe.

· Damage or destruction to any part of a school building, including mobile units, must be reported to the Area Education Officer (AEO), and KCC’s Property and Infrastructure Support immediately.

· As a matter of priority the Headteacher should contact KCC’s Statutory Services Manager (Asbestos), to arrange for an inspection to identify if any Asbestos Containing Materials (ACM’s) are present. 


	· Do not enter the building until it has been declared safe.

· Damage or destruction to any part of the building must be reported to KCC’s Property and Infrastructure Support immediately.

· As a matter of priority the Premises Co-ordinator or Establishment Manager should contact KCC’s Statutory Services Manager (Asbestos), to arrange for an inspection to identify if any Asbestos Containing Materials (ACM’s) are present.




· As a matter of routine, the first response officer from Property Infrastructure Support attending the site of a major incident for the first time, will access the Asbestos Database. Where asbestos is noted will take a copy of the report to the site.

· The first response officer from Property Infrastructure Support will assume responsibility for assessing the safety of the site and closed off areas.

· No-one should be allowed into the building until the presence of Asbestos Containing Materials (ACM’s) has been determined.

· Further information about asbestos can be found in the document ‘Asbestos Management in KCC buildings’ which can be found on SafetyNet and in KNet Property and Infrastructure Support pages and also KCC’s Policy and Code of Practice for the Management of Asbestos in buildings.

The Statutory Services Manager (Asbestos) may be contacted at:

Tel: 03000 416195
Mobile: 07920 548 911

Email: Asbestos.Enquiries@kent.gov.uk



Statutory Services Manager (Asbestos)  
03000 416195
asbestos.enquiries@kent.gov.uk

Health and Safety Advice Line 
03000 418456 

healthandsafety@kent.gov.uk 

Unison Safety Officer 

01622 694052 

unison@kent.gov.uk


What you need to do








A1





Why have we got a Docubox?








KCC has a legal duty to manage asbestos risks. Success depends on those involved in building management and maintenance co-operating with KCC Policy and Code of Practice for the Management of Asbestos in Buildings and the Asbestos Docubox process.  We recommend you download the policy, be aware of the contents and keep a copy in the Docubox.





It is vital that you co-operate with others, such as contractors, who share responsibility for asbestos management.  Information about asbestos in KCC owned or occupied buildings must be passed on so safe working can be planned and followed through.

















kept on view, or in an obvious location in all premises owned (or occupied) by KCC e.g. reception, point of entry


shown to every contractor or similar worker including volunteers intending to carry out  invasive work in this building so that safe procedures are followed through


kept up-to-date and shown to new managers or others who become involved in building maintenance


made available to the emergency services





The Asbestos Works log sheet/book and the Docubox holding survey, guidance, policy etc. must be:











Asbestos Survey report (including updates)


Building Plans


Most recent KCC Policy and Code of Practice for the management of asbestos in buildings


The HSE diagram on typical location of asbestos in buildings





Updated guidance documents/sheets


A1 – Why have we got a Docubox?


A2 – Who is who?


A3 - Who is responsible for what? (to be completed by the establishment)


A4 – What is Asbestos?


A5 – What are the most commonly found types of asbestos?


A6 – What does the law say about asbestos?


A7 – How does a survey get produced?


A8 – What do I do when the survey arrives?


A9 – What do I have to do when planning works?


A10 – What are my responsibilities as a contractor? (copies to be given to contractors)


A11 – What needs to be done if Asbestos is suspected to be damaged?


A12 – What do I do if the building suffers fire damage?


A13 – Who am I going to call for help/advice?





Associated documents to be kept in the Asbestos Docubox











Who is who?





A2





Asbestos Management Organisation


(Insert / Delete job titles as appropriate)





Who is responsible for what?





A3





What is Asbestos?








A4





Why is Asbestos Dangerous?








What are the most commonly found


types of asbestos?





A5





In what form are these likely to be found?





You will not know it is asbestos just by looking !!!








Crocidolite (Blue)





Amosite (Brown)





Chrysotile (White)





What does the law say about asbestos?








A6
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plan


check


protect





Be Aware
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How does a survey get produced?





A7





A programme of surveys has been undertaken to establish whether and/or where asbestos is present. The resultant survey forms part of the asbestos Docubox and must be kept readily available for contractors and others who are involved in work in your building. The surveys may combine visual and sampling methods so sampling of materials may be necessary prior to work being started to be sure that safeguards are sufficient and the right people are involved e.g. licensed asbestos contractors.








Order sent to survey contractor








Contractor accepts and acknowledges commission and gives anticipated programme of surveys (within 2 days)





Immediate works undertaken and completed and KCC notified





Contractor accepts and acknowledges commission and confirms date of survey





Contractors telephone site to make appointment





Permission to proceed with works sought and granted to the contractor





Contractor meets with duty holder to discuss the services that are 


being run from the site to ensure the survey is carried out appropriately taking any specific issues into account








Contractor completes survey or programme of surveys within anticipated timescale and in accordance with terms of contract





Urgent work uncovered requiring immediate attention?





Contractor send completed survey to TFM Contractor (within 2 weeks of completion)





Commission raised by KCC Statutory Services Manager (Asbestos).


No works to be undertaken by the company surveying





KCC check the survey and sign (within 1week)





Is survey acceptable?





No – Survey is collected by Contractor and is amended /


re-surveyed by the Contractor





Yes





Yes





Any resultant work





No





Contractor collects and delivers to site and briefs the Duty Holder(s) on their responsibilities regarding the surveys (within 1 week)








Contractor returns to KCC.


KCC check and sign





What do I do when the survey arrives?





A8





Asbestos Survey received from Contractor





Remedial works needed?


(Check recommendation sheet).


No works to be undertaken by the company surveying.





No





Yes





Put survey in asbestos Docubox





KCC commissions remedial works (VA schools commission their own works)





Inform all staff and trade union or employee representatives of the existence and location of the Docubox as well as the existence of a survey report.


Remember others who share your premises





Update Asbestos survey after works. (Condition record should be completed by the responsible person carrying out remedial works and witnessed by the duty holder or their delegate)





Provide training for relevant staff on the proper management of Asbestos containing materials (ACM’s)





Monitor and record condition of ACM’s identified (refer to page 14 of the policy for monitoring schedule)





A9





What do I have to do when


planning works?


‘works’? e.g. installing fire alarm.





You or your representative must:











A10





What are my responsibilities as a contractor?


(including caretakers, installers, maintenance workers & volunteers)

















What is Asbestos and why is it dangerous?





Asbestos can kill or seriously damage your health








Am I at risk?








What needs to be done if asbestos is


suspected to be damaged?





A11





Discovery, damage or disturbance of suspected asbestos based material.





Evacuate area if suspected


Asbestos is damaged or disturbed.


Report facts to local manager or deputy.








No asbestos present.





No records or confirmation


that product contains


Asbestos.





Duty holder will refer to asbestos survey report.





REOCCUPY AREA.





Asbestos identified in survey





Duty holder contacts


Statutory Services Manager (Asbestos)


to investigate and take samples.





Presence of asbestos confirmed


and risk assessment carried out by competent person.





Carry out reassurance air test if exposure is suspected or confirmed





Risk assessment indicates asbestos requires removal and cannot be left as found.





Risk assessment indicates


Asbestos requires sealing.





TFM Contractor prepares


specification for removal works.





Consultant prepares


specification for


encapsulation works.





Contractor selected.





Asbestos is sealed,


presence recorded and


management programme


implemented.





Contractor prepares plan of work


for asbestos removal.





HSE to be contacted for permission to carry out works by


Removal Contractor








Site’s


responsibility.





KCC/TFM Contractors responsibility.





Joint responsibility





VA schools are fully responsible for all actions





REOCCUPY AREA





SSM (Asbestos) agrees plan of work.











Asbestos removal works carried out.





Clearance given by retained analyst.





Implement management programme





Certificate of Reoccupation





A12





What do I do if the building suffers fire


damage?








A13





Who am I going to call for help/advice?





Property and Infrastructure Support





Health and Safety





Total Facilities Management (TFM)





Corporate Landlord					Schools





West Kent 							West Kent 


Skanska 							Skanska 


0800 901 2464 						0800 901 2464 


� HYPERLINK "mailto:westkenthelpdesk@skanska.co.uk" �westkenthelpdesk@skanska.co.uk� 			� HYPERLINK "mailto:westkenthelpdesk@skanska.co.uk" �westkenthelpdesk@skanska.co.uk�


		 


Mid Kent 							Mid Kent 


Amey 								Amey


01622 624 003 						01622 624 003


� HYPERLINK "mailto:midkenthelpdesk@amey.co.uk" �midkenthelpdesk@amey.co.uk� 				� HYPERLINK "mailto:midkentschools@amey.co.uk" �midkentschools@amey.co.uk�





East Kent 							East Kent


Kier 								Kier


0800 2851084						0800 0562363


� HYPERLINK "mailto:eastkent.helpdesk@kier.co.uk" �eastkent.helpdesk@kier.co.uk�				� HYPERLINK "mailto:eastkentschools.helpdesk@kier.co.uk" �eastkentschools.helpdesk@kier.co.uk�








