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	Asbestos Management Plan

	1.0
	General Information

	1.1

1.2
	Management Plan
The Asbestos Management Plan supports the Asbestos Policy and offers guidance to staff on all matters relating to the management and control of asbestos within Ascham Homes.
Asbestos is a generic term for a number of silicates of Iron, Magnesium, Calcium, Sodium and Aluminium that occur naturally in fibrous form.

There are six different types of Asbestos, only three have currently been found within Ascham Home’s properties, these are as follows:

Chrysotile (‘White’ Asbestos)

Amosite (‘Brown’ Asbestos)

Crocidolite (‘Blue’ Asbestos)

The majority of the Asbestos found in AH’s properties is white and brown, although a small amount of blue Asbestos has been found in the past. To put the fibres into perspective, the smallest hair the human eye is able to see is 50 microns. An Asbestos fibre can be as much as 100 times smaller than this.

The use of Asbestos can be roughly split into three classes:

· Asbestos reinforced composites (Plastics, resins, mastics, roofing felts, vinyl floor tiles, semi-rigid paints or decorative finishes, artex ceilings, Asbestos cement, etc.), where Asbestos has been added to provide strength, rigidity, flexibility or fire resistance, or a combination of these.

· Asbestos insulation board (AIB), mill boards, other low-density insulation boards, Asbestos textiles, gaskets, ropes and woven textiles, Asbestos paper and felt, where Asbestos has been used for its thermal insulation properties and sprayed with various binders or where it has been woven into cloth or ropes.

· Thermal insulation e.g. Pipe and boiler lagging, sprayed Asbestos, loose Asbestos, Asbestos mattresses and packing, where Asbestos has been used as a principal constituent in a variety of binders.

There are many products that were used in the building industry that contain Asbestos, and it is not possible to tell in many cases by visual inspection whether a product is Asbestos based or not. Sampling of Asbestos containing materials for subsequent laboratory analysis should only be undertaken by a trained competent 
person in order to minimise any potential fibre release. A UKAS accredited laboratory shall carry out any bulk analysis.

Control Limits

The Health and Safety Executive has set control limits on acceptable levels of Asbestos fibres in the atmosphere. These represent safe levels that once achieved require no further improvements. The aim is to reduce dust levels to less than 0.01 fibres per millilitre of air.  This is the maximum permissible level before control measures are required and respiratory protective equipment is mandatory. Any clearance tests exceeding this would mean the removal contractor would have to re-clean the affected area concerned, and another clearance test would have to be undertaken. The normal average background level for White Asbestos found in everyday life is approximately 0.010 fibres per millilitre of air. 


	2.0
	Asbestos Locations

	2.1

2.2
	As a general guide Asbestos is likely to be present if:

The building was constructed or refurbished between 1950 -1999, has a steel frame, or has boilers with thermal insulation.  Typical locations in Ascham Homes are outlined below.  This is not an exhaustive list and should be used for guidance purposes only.

Asbestos Reinforced Composites

(Plastics, resins, mastics, roofing felts, vinyl floor tiles, semi-rigid paints or decorative finishes, artex ceilings, Asbestos cement, etc.)

TYPICAL INSTALLATIONS

TYPICAL LOCATIONS

APPEARANCE

SUBSTITUTES

Textured coatings (artex)*

Bath panels 

Barge boards

Door linings

Dry lining

Fascia boards

Floor Tiles *

Flues

Garage roofs

Gas appliances *

Permanent formwork

Pipe boxing

Rainwater goods

Soffits

Water tanks *
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Multi storey dwellings and communal areas, service cupboards, houses, low-rise dwellings, public buildings - schools, libraries, plant rooms.

Corrugated or flat sheets  (Where cement has been used as a binder for the Asbestos).
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Supalux 

Masterboard

Plasterboard

Modern cement sheeting

Vinyl (floor tiles) made after 1985

*  See separate flow charts or procedures for these items – other items are covered in the general procedure



	2.3

2.4
	Asbestos Insulation Boards (AIB)

(Mill boards, other low density insulation boards, Asbestos textiles, gaskets, ropes and woven textiles, Asbestos paper and felt)

TYPICAL INSTALLATIONS

TYPICAL LOCATIONS

APPEARANCE

SUBSTITUTES

Bath panels

Ceiling tiles

Door linings

Dry lining

Fascia boards

Fire doors

Fire breaks

Gas appliances *

Insulation

Partition walling

Pipe boxing

Storage heaters *

Soffits
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Multi-storey dwellings and communal areas, houses, low rise dwellings, ceilings, fire breaks, public buildings – schools, libraries, plant rooms and machinery

Corrugated or flat sheets.  Where cement has been used as a binder for the Asbestos. Similar locations as Asbestos cement products, but used especially where fire protection is needed.
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Supalux 

Masterboard

Plasterboard

Modern cement sheeting

*  See separate flow charts or procedures in APPENDIX 1 for these items – other items are covered in the general procedure

Asbestos Thermal Insulation

(Sprayed Asbestos, loose Asbestos, Asbestos mattresses and packing)

TYPICAL INSTALLATIONS

TYPICAL LOCATIONS

APPEARANCE

SUBSTITUTES

Calorifiers 

Pipe work

Pipe work joints 
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Boiler casings, boiler rooms, steel structural beams / columns, schools, sport centres

Caposite 

Similar to that of "Rockwool" but with spiky fibres.

[image: image6.jpg]



Fibre glass 

Rockwool

Polyurethane

Foam polystyrene

Hessian




	3.0
	Dangers of Asbestos



	3.1

3.2


	Health Problems

The dangers and health problems associated with Asbestos have been well researched and documented. The danger is caused by the inhalation of airborne dust in the form of free fibres. The fibres are able to split along their length into fine fibrils that are able to reach the lungs. The properties, which made Asbestos a valuable commodity, enable the Asbestos to resist the lungs chemical defences. The main diseases associated with the exposure to these particles are as follows:

Asbestosis

Cancer of the Bronchus

Mesothelioma

Other, less drastic diseases include:

Asbestos warts – a skin thickening resembling a common wart caused by a reaction when an Asbestos fibre becomes embedded in the skin.  

Pleural plaques – collections of fibrous tissue on the outer side of the pleura caused by mineral substances.  

Pleural thickening – prevents the lung from expanding and thus causes breathlessness.

Benign pleural effusion – build up of liquid in the pleural space

Employees at Risk

Those employees within AH who have been identified as at risk include:

· Repairs and Maintenance partners’ staff

· Repairs & Maintenance Day to Day surveyors  

· Capital Works surveyors 

· Capital Works partners staff  

· Capital Works Project staff

· Mechanical & Electrical Planned partner’s staff.  

· Caretakers

· Tenancy Officers




	4.0
	Procedure On Discovering Asbestos



	4.1
4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

4.10

4.11

4.12

4.13

4.14
	Procedures and Flow Charts

The information, procedures and flow diagrams are provided in APPENDIX 1 to bring together the requirements of Asbestos Legislation, Approved Codes of Practice and Guidance Notes for the identification, safe removal, disposal, and encapsulation of Asbestos based materials within AH properties.

Any works involving the removal or encapsulation of Asbestos materials is to be carried out by the Licensed Asbestos Removal Contractor with air tests/analysis being undertaken by a nominated independent UKAS accredited Analyst.  This will be arranged by the Asbestos Officer(s).

Call Centre procedure

A standard procedure exists for orders originating from the call centre to clearly define how work orders for day to day repairs are managed to prevent risk of fibre release or exposure to ACMs. The procedure is shown in APPENDIX 1
Notification of a suspect material

Damaged 

If you come across a material that has been damaged, is cracked or has a flaking artex covering, and you are unsure as to whether the material is asbestos or not, the following procedure is to be adhered to.
1. Stop any works and seal off the surrounding area.

2. Contact the Asbestos Officer and provide the following information:

· Full address of property including postcode which is required if the HSE are to be notified.

· Residents Name and Contact number.

· Your own name and contact number 

· Exact position(s) of suspect material (i.e. bathroom wall/ lounge ceiling, etc).

The Asbestos Officer(s) will contact you with details as to when the survey will be carried out and to assist you with communication with the resident and arranging the follow on works.

· Following the survey being carried out the Asbestos sampling company will send copies of the survey to the the Ascham Homes Database Manager for onward communication to ENVACs for uploading onto the Asbestos database as soon as practicable.

· Before any reoccupation can be permitted of the effected areas a copy of the re-occupancy certificate must be obtained from the company carrying out the analysis after removal is completed. This is also to be sent to the Ascham Homes Database Manager for onward communication to ENVACs and the property history.

· The Database Manager will arrange for an Asbestos Advice Note for the tenant to be sent via the Royal Mail clearly informing the tenant of the location of any remaining asbestos materials within their home.

Unidentified
If you come across a material that may be disturbed or a panel that requires removal, and you are unsure as to whether the material is asbestos or not, you should carry out the following procedure.

Stop any works that may cause disturbance to the material and contact the Asbestos Officer or line manager, and pass over the following information:

· Full address of property “complete” with post code (this is required if the HSE need notifying.
· Residents name and contact number.
· Your own name and contact number with the office you work from.
· Exact position(s) of material(s) that require sampling (i.e. bathroom wall/ lounge ceiling, and how many samples, rooms’ etc).
· Provide the Asbestos Officer with brief descriptions of what works you are doing. (This will allow them to ascertain how much might be disturbed).
· The Asbestos Surveyor shall attend the site and take samples/or inspect the material, and will then deliver the sample to the independent UKAS accredited laboratory for analysis. Unless the contractor knows that the material is Asbestos, a report clarifying the material contents will be forwarded to the Asbestos Officer within 2/4 days.   

On returning to their office the AH Surveyor will fill in an Asbestos Notification Form and pass this to The Asbestos Officer(s). An order will be raised to cover any sampling and removal works as necessary. 

Works will be suspended until the results of the analysis are known.

Encapsulation/Removal

Where Asbestos remains intact there is no danger from it. However, it is considered that it may friable (capable of being easily reduced to fibres, readily crumbled).  In cases where Asbestos is not damaged, it can be left in situ and encapsulated.  In cases such as this, the condition will be recorded in the Asbestos Database Register ENVACs and monitored. However, if the Asbestos is such that it may cause problems in the future or classified as Band A, then it should be removed, i.e. an Asbestos bath panel, access panel or ducting that would require regular removal to affect other repairs.  The Asbestos Officer(s) will be able to advise on the required action.  In all cases where Asbestos is found the details are to be recorded in the Asbestos Database Register ENVACs.

The required work should be arranged as soon as practicably possible.  All removal is currently undertaken by AH’s nominated contractor who is licensed to work with Asbestos and should take all necessary precautions, (i.e., tenting up the area, wearing the correct personal protective equipment, sealing rubbish in appropriate bags / lockable skips and disposing of waste at licensed sites etc).  Arrangements must be made for the Analyst to be present to confirm clearance. Certification of clearance of materials and should be the same day as the Asbestos Materials are removed, if practicably possible, so minimum time delays and inconvenience are experienced by anyone affected by the works.

All reports of Asbestos should be evaluated by the Asbestos Officer(s), and dependant upon the nature and location, the site should be visited without due delay by the Asbestos Surveyor, to ensure no risk to persons or the possibility of further contamination.  If asbestos is identified an instruction should be issued to the Licensed Asbestos Removal Contractor to attend site and remediate/remove the offending item.

The Asbestos Officer(s) must be notified of all new cases of Asbestos found.

Consultation

Care must be taken to keep Residents, and anyone else affected by the process, well informed throughout the procedures in order to minimise disruptions and to avoid any misleading or exaggerated comments that may give rise to unnecessary concern.

Inconvenience must be kept to a minimum and care should be taken to ensure that where enclosures are erected that will affect the free movement of Residents to facilities and safe egress. 

One Off Projects/Contracts

Where one off projects are being undertaken, consideration should be given to whether there is any Asbestos present at the site where works will be carried out.  The Asbestos Database Register ENVACs will be checked to ascertain any known locations of Asbestos.  In the absence of information on the possible locations of Asbestos containing materials it will be necessary for a survey to be carried out by the Asbestos Officer(s) or a competent Asbestos surveyor (e.g. one who holds a BOHS P402 certificate with relevant experience), to determine the presence, or otherwise of ACM’s.  Where there is Asbestos, it should be removed or encapsulated where appropriate prior to the project work being undertaken.

In the latter case, the names of approved removal contractors and Analysts for use should be listed in the specification. The Analyst should also be independent from the Asbestos Removal Contractor.

Specifications should also state the required action, should the contractor come across suspected Asbestos containing materials once work on the contract has started.  This action should be effectively to stop work, cordon off the area and seek advice, initially through the Asbestos Officer(s).  Details of approved removal contractors and Analysts can be included in specifications for use by the contractor in these circumstances.  Alternatively, the Asbestos Officer(s) can arrange removal or encapsulation, independently from the contract.

It should be noted that Contractors will be advised prior to work starting of any hazardous material on site that is known about (such as Asbestos).  This information will be included within the contract documentation and Contractors will be given access to the Asbestos Database Register ENVACs which they are obliged to consult prior to attending site. (This also forms part of the requirements for information to be passed to contractors under the Construction (Design and Management) Regulations 2007.)

Location of Asbestos / Clearance Certificates

Where Asbestos is identified, its’ location should be notified to the Asbestos Officer(s) for inclusion in the Asbestos Database Register ENVACs. This notification should include any certificates confirming results of analysis carried out on the material, whether the Asbestos has been cleared and any air tests and clearance certificates issued following clearance.

A copy of all analysis and clearance certificates should also be forwarded to the Asbestos Officer(s) along with an ASB30 “Notification of Changes to be Made to the Asbestos Database Register ENVACs”.

Large Scale problems

Where it is suspected that there may be a large scale problem relating to the presence of Asbestos (for example at a particular location or associated with a particular property type), this should be reported to the Asbestos Officer(s) who shall record the information on ENVACs for all similar properties under a trend recognition code to identify the assimilation of data.
Notifications made should include recommendations to the Director Of Property and Investment on appropriate solutions or proposals for further action.  The Director will then issue written instructions to the Asbestos Officer(s) on actions to be taken, which must be followed.

Responsive Repairs

The Asbestos Officer(s) inspecting the works should decide on what course of action to take.  There are basically three options to consider:

· Complete removal

· Encapsulation 

· No remedial works required (manage)

It is AH’s policy to only use a licensed removal Contractor to remove or encapsulate all hazardous Asbestos based products.  There is therefore, only one set of procedures to follow for Asbestos cement, insulation boards and thermal insulation and all other types or mixtures.

The general Asbestos Management Plan should be applied for all Asbestos based products except water tanks, and gas appliances (See Flow Diagrams – APPENDIX 1).

Where Asbestos is found to be present and is not included on the Envacs system, the information must be forwarded to the Asbestos Officer(s) to ensure it is prioritised and entered onto the programme for surveys then entered onto the database register.

Empty Homes Works

The same procedures are to be used on empty homes, except that the Asbestos Officer must:

· Where no previous survey data exists for the property on the Asbestos Management System ENVACs, carry out a Type II survey for Asbestos Containing Materials (ACMs).

· Carry out a re-survey/inspection on all properties where previous surveys are over 3 years old and show Asbestos Containing Materials (ACM’s) classified as B band, and C and D risk where the survey is older than 5 years.

· Carry out removal works of all Asbestos Containing Materials (ACM’s) classified on the Asbestos Management System ENVACs or via survey as being A band risk. All A band ACMs identified on ENVACs will be re-surveyed/inspected to confirm the banding and where correctly classified must be removed by a licensed contractor.
· The re-survey or inspection form should be completed and sent immediately to 195 Wood Street for the attention of:the “ENVACs Data Team”. All of the re-survey or inspection information will be input onto the Asbestos Database Register ENVACs and must be fully completed.

In all cases where Asbestos Containing Materials (ACM’s) are present in an empty properties a diagram showing location will be provided for the tenant with information on how to manage asbestos in the home.
Programmed Works

It is the responsibility of the Contract Administrator/Contract Manager when tendering a contract to ensure, following consultation with the Health and Safety/Asbestos Officer, that all contractors are ‘Asbestos aware’ and can demonstrate that their operatives and relevant staff have current Asbestos awareness training and planned refresher training. It is AH’s responsibility to ensure that contractors are made aware, via the Asbestos Database Register ENVACs and/or works orders, of the known/possible locations of Asbestos and the procedures to follow if they believe they have come across any Asbestos based products.  

Where Asbestos is known to be present and needs to be removed, the contractor must use the licensed removal contractor and the Analysts where necessary.  Copies of all re-occupation certificates must be forwarded to the Asbestos Officer(s) to include the information on the Asbestos Database Register ENVACs and the Tenancy File.

Emergency Works

Where works are being carried out and an uncontrolled release of Asbestos fibres occurs, the Contractor must stop work immediately and report it to the Contract Administrator/Contract Manager.  All contractors are made aware of this at the time of tendering. The Contract Administrator/Contract Manager is to follow the procedures as detailed in the Emergency Procedures flow diagrams.

The Asbestos Officer must be notified by the Contract Administrator/Contract Manager without delay (where possible immediately, or the following morning).  They will determine whether or not the Health and Safety Executive needs to be notified.

Where an uncontrolled release occurs outside normal working hours, the Contractor must notify the Asbestos Removal Contractor and Analysts immediately for the debris to be cleared and clearance certificate issued.  The HS/Asbestos Officer and the Health & Safety Advisor must be notified as soon as possible, i.e. the next morning.

Notifiable Works

Some work will require the removal contractor to give 14 days notification to the HSE prior to undertaking any work on the Asbestos.  The main types of material where notification is required are brown or blue types of Asbestos as listed below:

Asbestos insulation

Asbestos laggings and sprayed coatings

Asbestos insulating board (AIB)

The notification is made to the local HSE office using form ASB5, always by the approved licensed asbestos removal contractor.  A copy of the relevant ASB5 must be included in the project file, which MUST be sent to the HS/Asbestos Officer BEFORE works begin.

Housing Health & Safety Rating System (H.H.S.R.S.)

Surveyors have received guidance on the presence of, and exposure to, asbestos fibres and manufactured mineral fibres within dwellings.  The guidance notes provide for the identification of friable non-encapsulated, damaged or exposed (non-managed) asbestos containing materials, and how these are ‘rated’ during health and safety surveys/audits


	5.0


	Risk Assessments

	5.1

5.2


	Material assessment

Materials are assessed and classified on the Asbestos Management System ENVACs. The classification conforms with the Methods for the Determination of Hazardous Substancesscoring (MDHS 100) with each ACM present in a property being banded and rated as follows:
Band

Rated

Action

Score

A

High Risk

Material requiring urgent attention

16-27
B

Medium Risk

Material requires near term attention or inspection within 3 year periods
12-15

C

Low Risk

Material requires inspection every 5 years or less
7-11

D

Minor Risk

Material requires inspection every 5 years or less
1-6

E

No Action
No action required
0
Materials with assessment scores of 16 or more (Band A) are regarded as having a high potential to release fibres, if disturbed.  They will normally require urgent remedial action or a planned programme of removal. Where the Asbestos is encapsulated, the removal contractor is required to supply and fit warning labels and issue the Residents with guidance notes. Scores of between 12 and 15 (Band B) are regarded as having a medium potential and will require monitoring every 5 years to ensure the condition remains stable. 

Those ACMs classified as being between 7 and 11 (Band C) a low potential and will need to be monitored at predefined periods no greater than 7 years. All materials classified as being 1-6 (Band D) are  a minor risk and should be monitored every 7 years or less Although these situations will not usually require immediate action, unless there are plans to disturb the Asbestos, they will be monitored regularly, and a plan for future treatment formulated. All E banded materials are classified as being no risk therefore no action is required.
The material assessment identifies the high-risk materials, that is, those that will most readily release airborne fibres if disturbed.  It does not automatically follow that these materials assigned the highest score in the material assessment will be the materials that should be given priority for a remedial action.

Priority risk assessment

Actions must be determined by carrying out a Risk Assessment that will take into account factors such as:

· The location of the material

· Its extent

· The use to which the location is put

· The occupancy of the area

· The activities carried on in the area

· The likelihood/frequency with which maintenance activities are likely to take place

The HSE have produced advice on the above management priority risk assessment and their proposed scoring system is taken into account in the table shown in Item 5 Risk Assessments. The use of a standard risk assessment enables all the above factors to be taken into account in a consistent manner.  The number of factors relevant at any one site needs to be carefully considered, as the more factors included in an algorithm, the lower the influence of the most important risk factors becomes, and this may produce anomalies.  For this reason it is recommended that the number of factors that is scored is limited to four; the same number of factors in the material assessment.  Reference should be made to the HSE guidance for examples of case studies and how to use the assessment to prioritise management of Asbestos works.

All information is to be recorded on the Asbestos Database Register ENVACs, including where no further actions are needed. This will help to prioritise works for possible future programmed works and provide a better idea as to the extent of Asbestos products within AH dwellings and communal areas.

See Section 6 for details to be included in the Asbestos Database Register ENVACs.

The HS/Asbestos Officer is trained to carry out these assessments in order to identify the overall priorities of Asbestos removal/ encapsulation/ management.



	6.0

	Plan of Removal, Surveys, Monitoring and Performance

	6.1

6.2

	Removals and Surveys

Ascham Homes will follow a clear course of action which prioritises management of ACMs. 

Ascham Homes will maintain a level of 10% surveys or resurveys of the current housing stock each year or meet the required re-inspection/survey periods as identified in section 5.1 Material Assessment. This will be realised through programmes such as empty properties, decent homes, planned works and routine requests from day to day repairs. It will also be achieved using a targeted programme of works/surveys aimed specifically at the reduction and elimination of all A classified Asbestos, 100% surveying of all communal areas and meeting the required re-inspection/survey periods as shown in section 5.1 Material Assessment.
Ascham Homes will ensure that all A Band ACMs will be removed by 2011 to further reduce any high levels of risk to employees or tenants.
Communal area surveys will be given high priority with both surveys and re-surveys. With a target of completed surveys of 95% by 2011 and 100% achieved by 2012.
Ascham Homes must ensure that all communal areas where ACMs are present are clearly identified to estate staff where there is no access to the Asbestos Management System ENVACs. All contractors working in these areas will have access to the ENVACs system and will follow the procedure as detailed in Appendix 1.
Monitoring and Performance

Ascham Homes will monitor and manage a number of key indicators to ensure the highest levels of control over asbestos performance.

To oversee partnering contractor adherence to risk assessment on issued work orders the Asbestos Management System ENVACs will be interrogated to ensure records are being viewed prior to works being carried out. All contractors will be expected to assess each repair order and access the property details on ENVACs where practicable. Performance will be measured by dividing the number of work orders issued to an individual contractor by access on ENVACS. The percentage figure will take into consideration overnight emergencies, external works, and general orders where no risk to asbestos exposure exists. 
The Asbestos Management System ENVACs will also be interrogated to ensure individual staff within Ascham Homes are also adhering to the regulations and are ensuring risk from exposure is reduced by accessing the properties records where appropriate.

Details of the number of properties and communal areas surveyed will be published against targets. These will show performance on overall properties surveyed, overall properties re-surveyed, overall communal areas surveyed and overall communal areas re-surveyed. 
Details of surveys will also be produced showing performance on percentage of re-surveys carried out within target.
Performance for the reduction of A Band ACMs against target

Performance for reduction of B Band ACMs against target



	7.0
	Asbestos Database Register ENVACs



	7.1
	The H&S/Asbestos Officer is responsible for ensuring that the Asbestos Database Register ENVACs is maintained up to date. The Surveyors/Managers are directly responsible for promptly notifying the Asbestos Officer(s) of any changes to Asbestos-related knowledge within their area.

The following information should be included on the Asbestos Database Register ENVACs:

· Location of Asbestos

· Type of Asbestos

· Condition of Asbestos

· Hazard assessments

· Whether removal or encapsulation recommended

· Date of removal or encapsulation

· Type of reinstatement material where Asbestos removed and replaced

All of the information from inspections is to be included on the Asbestos Database Register ENVACs, including products that have been analysed and have a negative result, to stop duplication of analyses, and assist with programming future works.

All analysis certificates from programmed works will be forwarded to the HS/Asbestos Officer.



	8.0
	Inspection Check List (Managing Contractors)



	8.1
	Check List
Check list for the HS/Asbestos Officer to carry out checks on Asbestos Removal Contractors prior to and during Asbestos removal or encapsulation:  It is a check list for on and off site operations and is for responsive and planned works and therefore not all of the items relate to all works

· Documentation (Works order, instructions from AH, specifications etc)

· ASB5 where applicable.

· Copy of Licence to work with Asbestos (ASB2)
· Copy of insurance

· Current training certificates in accordance with chapter 4 of HSG 247

· Current Medical certificates in accordance with regulation 22 of CAR 2006 (2 Year)

· Masks certification

· Face fit certificate

· Site file mask check

· Daily exposure sheet

· Copy of Method Statements including site specific Plan of work (including drawings)

· Consignment note(s)

All plant to be certified with current PAS 60 Quality Assurance.

The Asbestos Officer can request any of the above information at any time.  The items highlighted must be requested when tendering the Asbestos Removal Contract.

	9.0
	Training




	9.1

	Employee Training
Asbestos awareness training is “essential” for employees whose work holds the potential to expose them to Asbestos. Regulation 10 of the Control of Asbestos Regulations 2006 (CAR 2006) places “a requirement” on employers to ensure that their staff have undergone suitable Asbestos awareness training so “that they are aware of the potential dangers they may face and also the procedures they must follow” in the event they are working in the vicinity of Asbestos containing materials (ACMs).  

The main groups of workers that are deemed to be at risk from Asbestos exposure and therefore the groups most requiring Asbestos awareness training are as follows:

· Repairs and Maintenance Contract Partners and staff
· Repairs & Maintenance Day to Day Surveyors  

· Capital Works Surveyors 

· Capital Works Contract Partners and staff  

· Capital Works Project staff

· Mechanical & Electrical Planned partners’ staff.  

· Caretakers

· Tenancy Officers

· Resident Liaison Officers

· Resident Inspectors

Managers are responsible for ensuring that all relevant staff attend the applicable training course.

All the training courses detailed below must be attended by staff working in the areas above with refresher courses every two years or where changes to regulations dictate otherwise. All “new starters” working in the areas above must receive specific induction information at the onset of their employment and the relevant training within 6 months of their engagement. Human Resources will maintain the asbestos training register and ensure all the training and refresher courses are attended without fail.

One Day Training Session

PRIVATE
Attendees

Contents

Surveyors (Empty Homes, M&E)

Building Surveyors (Major works)

Contract Administrators 

Project Managers 

Maintenance officers and managers

General legislation, legal obligations, health & safety, health hazards,

What to do and not to do if you come across asbestos, emergency procedures, locations and uses of asbestos, surveys and registers,  

surveying procedures, contracts - pre, during and post.

Half Day Training Session 

PRIVATE
Attendees
Contents
Resident Liaison Officer

Call Centre Staff

Caretakers

A general overview of the following:

General legislation, Legal obligations, Health & safety, Health hazards, Emergency Procedures, Locations and uses of asbestos, Surveys and registers,

The role of: Asbestos Removal contractor; Asbestos Compliance Officer

In-house Training (Asbestos Management Plan)

Attendees

Contents

Senior Management Team

Building Surveyors 

Contracts/Project Managers

Health and Safety Officer

Asbestos Officer 

Resident Inspectors

Reviewing management of ACMs.

Prevention of work on buildings until presence of ACMs has been established.

Initial inspection of buildings – Are the results of this inspection adequate?

Developing a survey strategy

Risk assessments and priorities for management

Monitoring and reviewing management plans




	10.0
	Consultation



	10.1

10.2

10.3
	Residents

Residents will be given a copy of the Asbestos survey that relates to their property, including guidance notes and precautions when they initially sign for their tenancy. Existing Residents will receive details and guidance leaflets with regard to Asbestos Containing Materials present in their properties where surveys or re-inspections are carried out. 

Right to Buy Applicants

When a tenant or other expresses a desire to buy a property from AH they will be advised that there may be Asbestos within the property and they are recommended to have their own Asbestos survey carried out to confirm the presence and condition of Asbestos containing materials (ACMs).  Where AH have previously carried out an Asbestos survey, the prospective purchaser will be advised of this. This information is included within the ‘Offer Notice’ issued to all Right to Buy purchasers.  It is the responsibility of the Right to Buy Sales & Leasehold Section to ensure this information is provided.

Any Asbestos-related information held on AH’s Asbestos Database Register ENVACs will be made available to any potential purchaser on request, in accordance with the London Borough of Waltham Forest’s Freedom of Information Policy.  Full details of the Asbestos Database Register ENVACs relating to the property will be forwarded, upon request, to the potential purchaser on receipt of a formal offer to purchase.

It is not, however, AH’s responsibility to remove any Asbestos based materials unless it is considered hazardous. An independent Asbestos Surveyor, if requested, must inspect the property and carry out a Material Risk Assessment.  If removal or remedial works are required as it poses a health risk, the general Asbestos procedures must be applied.

Existing Leaseholders and Owner Occupiers

Once the property has been sold it will no longer be the responsibility of the Council or AH to remove any Asbestos-based materials within the actual dwelling itself.  The leaseholder or owner-occupier can be given the address and telephone number of the Health and Safety Executive, who will offer advice and be able to give them a list of analysis and licensed removal contractors.  If however, the Asbestos is within a communal area or affects a communal area, a Risk Assessment must be carried out by the Health and Safety/Asbestos Officer.

	11.0

	Improvement Plan


	11.1

11.2

11.3

11.4

11.5


	Interface Improvements
An interface is planned to be introduced by early 2010 which will automatically print information concerning the presence or absence of ACMs in a property. This will dramatically improve communication between relevant parties relating to the passing of information on ACMs in individual properties and communal areas. The interface will ensure that information regarding ACMs will automatically be transferred on any work orders or inspections raised and remove the need for staff and contractors to interrogate ENVACs.

Website Proposal

Access to information relating to individual properties and communal areas to be made available on the Ascham Homes website to allow residents and key services to view details of any ACMs that may be present. (By 2011)
Data Loading

Data loading of all surveys and updated information to be carried out by analyst preventing delays and improve document control and security.

Mobile Technology
With the introduction of web based information and contractor hand held technology access can be made remotely to the Asbestos Management System ENVACs allowing the free flow of work orders and reduce the high levels of administration currently required.

Interfaced Data
Interface to be developed and introduced to enable ENVACs information on each property or communal area to be transferred to contractor systems and enable work orders to be printed with information on ACMs that are present.




APPENDIX 1 

PROCESS FOR DAY TO DAY REPAIRS (CONTACT CENTRE)
ASBESTOS PROCEDURE
Contact centre receives repair call and, where required, raise and issue work order to the appropriate contractor.
On receiving the Work Order the contractor will:

· Evaluate the work request and access the Asbestos Management System ENVACs where applicable. 
Where there is no previous survey record the operative/subcontractor:

· Will be informed to proceed with caution.

· To avoid any contact or cease works where asbestos or materials resembling asbestos may be present.
· To immediately carry out the following procedure whenever they are unsure as to whether the material is asbestos or not:-
· Stop any works that may cause disturbance to the material and contact the Asbestos Officer or line manager, and pass over the following information:
· 1. Full address of property “complete” with post code (this is required if the HSE need notifying.
· Residents name and contact number.
· Your own name and contact number with the office you work from.
· Exact position(s) of material(s) that require sampling (i.e. bathroom wall/ lounge ceiling, and how many samples, rooms’ etc).
· Provide the Asbestos Officer with brief descriptions of what works you are doing. (This will allow them to ascertain how much, if any, might be disturbed).

· The Asbestos Surveyor shall attend the site and take samples/or inspect the material, and will then deliver the sample to the independent UKAS accredited laboratory for analysis. Unless the contractor knows that the material is Asbestos, a report clarifying the material contents will be forwarded to the Asbestos Officer within 2/4 days.
Where class C or Class D ACMs are detected - Encapsulate, remove or manage. Update property information on ENVACs and works to continue as normal.

Where class A type ACMs  are detected: - Works to include removal of ACMs classed as A risk. Update property information on ENVACs and works to continue as normal.

PROCESS FOR EMPTY HOMES
ASBESTOS PROCEDURE
On receipt of the keys for the empty property the voids team (Ascham Homes) will access the Asbestos Management System ENVACs. 

Where there is no previous survey:

· A Type II survey will be carried out:
· NO ACMs DETECTED:– Update property information on ENVACs and works to continue as normal.
· CLASS B, C or D ACMs DETECTED: Encapsulate, remove or manage. Update property information on ENVACs and works to continue as normal.
· CLASS A TYPE ACMs  DETECTED: - Works to include removal of ACMs Classed as A risk. Update property information on ENVACs and works to continue as normal.

Where previous survey on ENVACs showing the presence of ACMs:

Commission a re-survey (Type I) or inspection to assess the condition of the ACMs if:-

· survey is more than 5 years old and shows ONLY class B ACMs
· survey is more than 7 years old and shows ONLY class C or D  ACMs:

· Where condition has remained stable update property information on ENVACs and works to continue as normal

· Where condition has deteriorated reclassify and update property information on ENVACs and works to continue as normal.

· Where condition has deteriorated to class A removal should be carried out and update property information on ENVACs and works to continue as normal.
· If survey show class A ACMs are present the removal works should be carried out and update property information on ENVACs and works to continue as normal.
The new incoming tenant will be supplied with all the details of surveys including diagrams showing whereabouts, condition and material in which the asbestos is located.  Leaflets advising on how to manage asbestos in the home will also be given to the tenant to minimise any risk of fibre release.
PROCESS FOR DAY TO DAY SURVEYORS 
ASBESTOS PROCEDURES
Surveyor receives an appointment to inspect for possible repair.

On receiving the appointment the surveying section will:

· Evaluate the work request and access the Asbestos Management System ENVACs where applicable. 

Where there is no previous survey record the surveyor will:

· Be informed to proceed with caution.

· Avoid disturbing and ACMs or materials resembling asbestos that may be present.

· Immediately carry out the following procedure whenever they are unsure as to whether the material is ACMs or not:-

· Stop any works that may cause disturbance to the material and contact the Asbestos Officer, and pass over the following information:

· 1. Full address of property “complete” with post code (this is required if the HSE need notifying.

· Residents name and contact number.

· Your own name and contact number with the office you work from.

· Exact position(s) of material(s) that require sampling (i.e. bathroom wall/ lounge ceiling, and how many samples, rooms’ etc).

· Provide the Asbestos Officer with brief descriptions of what works are required. (This will allow them to ascertain how much, if any, might be disturbed).

· The Asbestos Surveyor shall attend the site and take samples/or inspect the material, and will then deliver the sample to the independent UKAS accredited laboratory for analysis. Unless the contractor knows that the material is Asbestos, a report clarifying the material contents will be forwarded to the Asbestos Officer within 2/4 days.
· Where class C or Class D ACMs are detected - Encapsulate, remove or manage. Update property information on ENVACs and works to continue as normal.
· Where class A type ACMs  are detected: - Works to include removal of ACMs classed as A risk. Update property information on ENVACs and works to continue as normal.

Where there is a previous survey record showing asbestos is present the surveyor will:

· Ensure that the proposed work do not disturb any existing asbestos identified on the Asbestos Management System ENVACs.
· Notify the contractor of the presence of ACMs in the property and ensure they are fully briefed on the exact location.

If the proposed works do potentially interfere with any existing asbestos identified on the Asbestos Management System ENVACs then the Asbestos Officer(s) must be informed and:
· A proposed method of work formulated to ensure there is no release of fibre or risk to the contractor or third parties.
· The ACM is removed using a Licensed Asbestos Removal contractor.
FLOW DIAGRAM FOR GAS APPLIANCES PROCEDURE

This procedure applies only to the appliances that have been identified as possibly containing Asbestos. A list of makes and models known to contain Asbestos is to be held by the Asbestos Officer.   The Asbestos Officer will ensure that all parties are issued with revisions to this list promptly.












FLOW DIAGRAM FOR STORAGE HEATERS PROCEDURE

This procedure applies only to the appliances that have been identified as possibly containing Asbestos. A list of makes and models known to contain Asbestos is to be held by the Asbestos Officer.   The Asbestos Officer will ensure that all parties are issued with revisions to this list promptly.






FLOW DIAGRAM FOR LANDLORD SERVICE CUPBOARDS PROCEDURE

















FLOW DIAGRAM FOR MAJOR WORKS 

PROCEDURE 












FLOW DIAGRAM FOR PROGRAMMED WORKS PROCEDURE 













FLOW DIAGRAM FOR EMERGENCY PROCEDURES












Contractor to cease works immediately leaving tools and making sure the area is safe. 

APPENDIX 2

 CONTACTS AND RESPONSIBILITIES

	DAY TO DAY ASBESTOS ANALYSIS CONTRACTOR

	RESPONSIBLE FOR:
	Sample-taking, laboratory analysis, to determine Asbestos type, air sampling, (background and clearance tests etc).  Ensuring removal contractors adhere to their control limits whilst removing Asbestos, liaising with the removal contractor, local offices and Property Services

	CONTRACT DATES:
	Insert contract dates:



	NAME:

ADDRESS

OFFICE TEL NO:

OFFICE FAX NO:

EMAIL:

CONTACTS:

OUT OF HOURS EMERGENCY NOS:


	xxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

name – mobile number. xxxxxxxx

name – mobile number. xxxxxxxx

other contacts/above mobile numbers

	GENERAL INFORMATION:


	The analysis contractor must be UKAS Accredited (United Kingdom Accreditation Service) to provide sample analysis and the provision of clearance and reoccupation certification.




	DAY TO DAY ASBESTOS REMOVAL CONTRACTOR

	RESPONSIBLE FOR:
	Removal, encapsulation and safe disposal of Asbestos, to current regulations and Codes of practice.  Liaising with Analysis Contractors, local offices and Property Services.  It is also the Contractor’s responsibility to inform the Health & Safety Executive of the 14 days statutory notice.  (for Licensable Asbestos)

	CONTRACT DATES:
	Insert contract dates:



	NAME:

ADDRESS

OFFICE TEL NO:

OFFICE FAX NO:

EMAIL:

CONTACTS:

OUT OF HOURS EMERGENCY NOS:


	EUROLAG
xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

name – mobile number. xxxxxxxx

name – mobile number. xxxxxxxx

other contacts/above mobile numbers

	GENERAL INFORMATION:


	The removal contractor must be licensed with the Health & Safety Executive for removal and safe disposal of Asbestos.  The records of all disposal is to be kept by the contractor and can be requested at any time by Ascham Homes Ltd




	CAPITAL PROGRAMMES/HEALTH & SAFETY TEAM

	RESPONSIBLE FOR:
	Re-tendering of the Day to Day Removal and Analysis Contracts

Advising ‘Right-to-Buy’ applicants (through the Housing Management Team) of possible and typical locations of Asbestos within their prospective purchased property, at the time of offer

Ensuring all contractors carrying out work on behalf of AH are aware of typical locations of Asbestos prior to contracts/works commencing and that any contractor should contact the Asbestos Compliance Officer/Contract Administrator  or appropriate surveyor and stop work immediately if they believe they have come across Asbestos.  This includes all categories of works including Capital,  Revenue, Cyclical, Aids & Adaptations and Responsive and Emergency Repairs.

	NAME:

ADDRESS

OFFICE TEL NO:

OFFICE FAX NO:

EMAIL:

CONTACTS:

OUT OF HOURS EMERGENCY NOS:


	Health & Safety Advisor and/or Contract Administrator

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

name – mobile number. xxxxxxxx

other contacts/above mobile numbers

	GENERAL INFORMATION:


	


	RESPONSIVE REPAIRS TEAM

	RESPONSIBLE FOR:
	The Day to Day general contract management – post inspections and pre-inspections etc., in line with contract procedures.

Inspecting the works and ensuring the condition survey forms are filled in and all information is entered on to the Asbestos Database Register ENVACs on a weekly basis.  Ensuring guidance notes are included with  the Tenancy Contract when Residents initially sign for their tenancy.

Ensuring all information regarding Asbestos is passed to the Asbestos Officer to enable the Register to be updated.

Updating and reviewing the Asbestos Policy in conjunction with the Asbestos Officer, at regular intervals not exceeding 12 months or when legislation changes (whichever is the sooner)

	NAME:

ADDRESS

OFFICE TEL NO:

OFFICE FAX NO:

EMAIL:

CONTACTS:

OUT OF HOURS EMERGENCY NOS:


	Asbestos Officer
xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

name – mobile number. xxxxxxxx

other contacts/above mobile numbers

	GENERAL INFORMATION:
	


	EMPTY PROPERTY OFFICER

	RESPONSIBLE FOR:
	Ensuring guidance notes are included with the publications both distributed to, and freely available to Residents.  This is to be provided by the Asbestos Officer 

	NAME:

ADDRESS

OFFICE TEL NO:

OFFICE FAX NO:

EMAIL:

CONTACTS:

OUT OF HOURS EMERGENCY NOS:


	Tenancy Officer
xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

xxxxxxxxx

name – mobile number. xxxxxxxx

other contacts/above mobile numbers

	GENERAL INFORMATION:
	


APPENDIX 3

GLOSSARY OF TERMS AND ABBREVIATIONS

Glossary of Terms

Asbestos:
The generic term for a group of naturally occurring fibrous mineral silicates.  Asbestos is obtained by mining; the main producers being Canada, South Africa and parts of the former USSR


In the ‘Control of Asbestos Regulations 2006 (CAR2006)’, the term ‘Asbestos’ includes crocidolite; Amosite; Chrysotile; Fibrous Anthophylite, Actinolite and Tremolite or any mixture of those materials.  The three significant types of Asbestos that have been commercially used in the UK are:


CROCIDOLITE, commonly known as BLUE

AMOSITE, commonly known as BROWN


CHRYSOTILE, commonly known as WHITE

Asbestos Inspection:
An inspection of buildings, structures, plant and land, conducted by an ‘Asbestos inspector’, where the prime objective is to determine or assume the location, type and condition of materials containing Asbestos.

Asbestos Inspector:
An Asbestos inspector is a person or organisation who conducts an ‘Asbestos inspection’ of buildings, structures, plant and land, with the specific and single objective of identifying and reporting on Asbestos-containing materials 

Client:
Generally, this is used to describe the employer or person commissioning the inspection or survey.  Where used in the context of the CDM Regulations (Construction (Design and Management) Regulations), it has a specific legal definition

Contamination:
In the RICS Appraisal and Valuation Manual (the Red Book),  ‘Contamination’ refers 

generally to concerns in the ground and is associated with land contamination

Deleterious materials:
A material or component that has the potential to cause harm. In the property world, this term is usually associated with building materials or components that can result in the deterioration of the building fabric or structure, or which constitute a risk to the health and safety of the occupants.  Such materials are a financial risk to an investment in property; consequently, their use is often specifically prohibited by experienced investors
Duty Holder:
The person or persons legally responsible for ensuring that a regulation is complied with.

Hazard:
Something with the potential to cause harm.

Risk:
The likelihood of harm occurring and the severity of the consequences

Abbreviations

ACMs
Asbestos Containing Material

ACoP
Approved Code of Practice

ARCA
Asbestos Removal Contractors Association

CAR
Control of Asbestos Regulations

HSE
Health and Safety Executive (responsible for enforcing regulations) The Health and Safety Commission (HSC) is responsible for instigating regulations

MDHS
Method of Determining Hazardous Substances

RICS
Royal Institution of Chartered Surveyors

UKAS
United Kingdom Accreditation Service

APPENDIX 4

FACILITIES CHECK LIST

(Asbestos Operations)

	Description
	Non - Fibrous Material
	Fibrous Material Only
	All Works

	Decontamination/Hygiene Facility


	
	
	

	Should be connected directly to work enclosure, where possible
	
	(
	

	Warning Signs at entry point. Clean and Dirty
	
	
	(

	Power supply to have a RCCB fitted with 30mA trip.
	
	
	(

	Unit to be earthed where possible
	
	(
	

	Internal doors should be self-closing.

Self closing one way vents in dirty end
	
	(
	

	The wastewater should be filtered where possible.
	
	(
	

	Should have adequate means of heating in cold weather.
	
	(
	

	If the water for the showers is heated up by a gas heater, it should have a balanced flue.
	
	(
	

	Lockers to be provided in the clean section and a sufficient supply of clean water.
	
	(
	

	High efficiency extraction fan should be fitted to the external ‘wall’ of the dirty end, with a 15 minute delay
	
	(
	

	Should be sufficient 13amp socket outlets and transformers in the clean end for respirator power packs to be recharged.
	
	(
	

	Emergency evacuation procedures should be posted in clean end.
	
	(
	

	Soap, towels, shampoo and nail brushes should be provided. 
	
	(
	

	A mirror should be provided
	
	(
	

	Airlock


	
	
	

	Should consist of three compartments, where possible.
	
	(
	

	Flaps should be weighted at bottom. Bucket and sponge
	
	(
	

	Site Preparation


	
	
	

	All loose non-contaminated equipment/material should be cleared from the work area.
	
	
	(

	All ducts/openings should have been sealed.
	
	
	(

	All electrical plant etc. should have been isolated/protected from ingress of water etc.
	
	
	(


	Description
	Non - Fibrous Material
	Fibrous Material Only
	All Works

	Work Enclosures


	
	
	

	Polythene sheet should be adequately supported.

Should have vision panel(s) or CCTV
	(
	
	

	Enclosure should have double skin if other operatives working in vicinity.
	(
	
	

	Should not be any rips or tears etc.
	
	
	(

	Should be adequate means of generating smoke for smoke tests. No pyrotechnic devices to be used.
	
	
	(

	No food, drinks, cigarettes etc should be in the enclosure. No outside clothes to be worn 
	
	
	(

	Vacuum Cleaners
	
	
	

	Should be a Type H suitable fully working vacuum.
	
	
	(

	Hoses should be in good condition.
	
	
	(

	There should be one in air lock and one in the work enclosure where possible.
	
	(
	

	Respirators


	
	
	

	Spare filters should be available on site.
	
	
	(

	All operatives should be instructed in BS Face Fit test procedures to ensure they are suitable and fitted correctly.
	
	
	(

	Protective Clothing


	
	
	

	To be disposable. Type 5/6
	
	
	(

	There should be different colours for working and in transit.
	
	
	(

	Ankles, cuffs and hoods should be elasticated.
	
	
	(

	Wellington boots and disposable covers should be worn.
	
	
	(

	Disposal


	
	
	

	Waste should be double bagged with the UN warning sign clearly displayed.
	
	
	(

	Bags should be vacuumed/cleaned before removal from enclosure.
	
	
	(

	Waste should be removed either to an enclosed skip/sealed compartment in vehicle or to a special waste disposal unit.
	
	
	(

	Contractors should have all consignment notes from each property if requested, stating where, what type of Asbestos, date etc. of disposal.
	
	
	(


APPENDIX 5

PRIORITY RISK ASSESSMENT

	Assessment factor
	Score
	Examples of score variables

	Normal occupant activity

	Main type of activity in area
	0
	Rare disturbance activity (e.g. little used store room)

	
	1
	Low disturbance activities (e.g. office type activity)

	
	2
	Periodic disturbance (e.g. industrial or vehicular activity which may contact ACMs)

	
	3
	High levels of disturbance (e.g. fire door with AIB sheet in constant use)

	Secondary activities for area
	As above
	As above

	Likelihood of disturbance

	Location
	0
	Outdoors

	
	1
	Large rooms or well-ventilated areas

	
	2
	Rooms up to 100m2

	
	3
	Confined spaces

	Accessibility
	0
	Usually inaccessible or unlikely to be disturbed

	
	1
	Occasionally likely to be disturbed

	
	2
	Easily disturbed

	
	3
	Routinely disturbed

	Extent / amount
	0
	Small amounts or items (e.g. strings, gaskets)

	
	1
	<10 m2 or <10 m pipe run

	
	2
	>10 - <50 m2 or >10 - <50 m pipe run

	
	3
	>50 m2 or >50 m pipe run

	Human exposure potential

	Number of occupants
	0
	None

	
	1
	1 – 3

	
	2
	4 – 10

	
	3
	>10

	Frequency of use of area
	0
	Infrequent

	
	1
	Monthly

	
	2
	Weekly

	
	3
	Daily

	Average time area is in use
	0
	<1 hour

	
	1
	>1 - <3 hours

	
	2
	>3 - <6 hours

	
	3
	>6 hours

	Maintenance activity

	Type of maintenance activity
	0
	Minor disturbance (e.g. possibility of contact when gaining access)

	
	1
	Low disturbance (e.g. changing light bulbs in AIB ceiling)

	
	2
	Medium disturbance (e.g. lifting one or two AIB ceiling tiles to access a valve)

	
	3
	High levels of disturbance (e.g. removing a number of AIB ceiling tiles to replace a valve or for recabling)

	Frequency of maintenance activity
	0
	ACM unlikely to be disturbed for maintenance

	
	1
	≤1 per year

	
	2
	>1 per year

	
	3
	>1 per month


This Policy, Procedure and Process Note tells you about:

Ascham Homes method for responding to Asbestos being suspected by officers and/or partners within properties during the carrying out of their duties. 

PPPN Reference:  AH/PI/2.0:
(Staff Note: See end of document for guidance on referencing)

Policy:

This PPPN forms part of the statutory requirement of Regulation 4 of the Control of Asbestos Regulations (CAR) 2006. To ensure that suspected identification of asbestos containing materials are carried out correctly and that all reports are recorded accurately on the “Envacs” (Asbestos Database).   

Performance Standard:

· That all potential instances of identification of Asbestos containing materials are managed in a robust, compliant and safe manner. 

· To ensure such identifications are dealt with in accordance with Ascham Homes Asbestos Policy and Management Plan 2010.

· To ensure that all information and drawings are recorded accurately on the electronic database (ENVACs).

· To ensure all tenants are fully and accurately informed as to the presence of Asbestos within their home. 

· To comply with the statutory obligation of Regulation 4 of CAR 2006.

Procedure:

Notification of a suspect material 

Damaged 

If you or one of our partners come across a material that has been damaged, is cracked or has a flaking artex covering, and you are unsure as to whether the material is asbestos or not, the following procedure is to be adhered too.

1.  Stop any works and seal off the surrounding area.

2. Contact your line Manager or Asbestos Officer and provide the following information

a. Full address of property including postcode which is required if the HSE are to be notified.

b. Residents Name and Contact number.

c. Your own name and contact number

d. Exact position(s) of suspect material (i.e. bathroom wall/ lounge ceiling, etc).

3. Your line manager or Asbestos Officer will inform the responsible person who will contact you with details as to when the sample will be taken and any future works will be carried out to assist you with communication with the tenant and arranging the reinstatement works within the property if required.

4. Following the survey being carried out the Asbestos sampling company will send copies of the survey to the Ascham Homes Database Manager for onward communication to ENVACs for uploading onto the Asbestos database on a weekly basis.

5. Before any reoccupation can be permitted of the effected areas a copy of the re-occupancy certificate must be obtained from the company carrying out the analysis after removal is completed. This is also to be sent to the Ascham Homes Database Manager for onward communication to ENVACs and the property history.

6. The Database Manager will arrange for an Asbestos Advice Note for the tenant to be sent via the Royal Mail clearly informing the tenant of the location of any remaining asbestos materials within their home.

Unidentified Material:

If you or one of our partners come across a material that may be disturbed or a panel that requires removal, and you are unsure as to whether the material is asbestos or not, you should carry out the following procedure.

1. Stop any works and seal off the surrounding area 

2. Contact your line Manager and provide the following information

a. Full address of property including postcode which is required if the HSE are to be notified.

b. Tenants Name and Contact number.

c. Your own name and contact number

d. Exact position(s) of material(s) that require sampling (i.e. bathroom wall/ lounge ceiling, and how many samples, rooms’ etc).

3. Provide brief descriptions of what works you are doing. (This will allow them to ascertain how much might be disturbed).

4. The Asbestos contractor will attend the site and take samples/or inspect the material, and will then deliver the sample to the Ascham Homes analysis company. Unless the contractor knows that the material is Asbestos, a report clarifying the material contents will be forwarded to the responsible person within 2/4 days.

5. On returning to the office the Ascham Homes officer will fill in an Asbestos Notification Form and pass this to the responsible person. An order will be raised to cover any sampling and removal works as necessary.

6. Works are to be suspended until the results of the analysis are known.

7. Your line manager will inform the responsible person who will contact you with details as to when the sample will be taken and any future works will be carried out to assist you with communication with the tenant and arranging the reinstatement works within the property.

8. Following the survey being carried out the Asbestos sampling company will send copies of the survey to the Ascham Homes Database Manager for onward communication to ENVACs for uploading onto the Asbestos database as soon as practicable.

9. Before any reoccupation can be permitted of the effected areas a copy of the re-occupancy certificate must be obtained from the company carrying out the analysis after removal is completed.

10. The Database Manager will arrange for an Asbestos Advice Note for the tenant to be sent via the Royal Mail clearly informing the tenant as to any remaining asbestos materials within their home.

Encapsulation/Removal:

Where Asbestos remains intact there is no danger from it. However, it is considered dangerous if it has become friable (capable of being easily reduced to fibres, readily crumbled).  In cases where Asbestos is not damaged, it can be left in situ and encapsulated.  In cases such as this, the condition is to be recorded in the Envacs Asbestos database register and monitored. However, if the Asbestos is such that it may cause problems in the future, then it should be removed, i.e. an Asbestos bath panel, access panel or ducting that would require regular removal to affect other repairs.  The Asbestos partner will be able to advise on the required action.  In all cases where Asbestos is found the details are to be recorded in the Envacs Asbestos Database Register.  

Service Head: Julien Mitchell (Director of Property and Investment)

	Revision date 
	Revision made, by whom & why

	January 2010
	Peter James – Asbestos Review


The first part of the reference refers to the unique number of the PPPN and the service and the second part refers to the revisions status e.g. AH/IS/3.4 would be a PPPN from internal services (IS) number 3 version 4.

This Policy, Procedure and Process Note tells you about:

Ascham Homes programme of carrying out Asbestos surveys across the Housing Stock of the London Borough of Waltham Forest  

PPPN reference:  AH/PI/6.0
(Staff Note: See end of document for guidance on referencing)

Policy:

This PPPN forms part of the statutory requirement of Regulation 4 of the Control of Asbestos Regulations 2006 (CAR 2006). To ensure that asbestos surveys are carried out correctly and that all reports are recorded accurately on the Asbestos Database Register ENVACs.

Performance Standard:

· That Type I or Type II asbestos surveys along with inspection are carried out as referred to in the Ascham Homes Asbestos Management Plan supporting the Asbestos Policy document.

· To manage and monitor a rolling programme of Type I and Type II Asbestos surveys along with inspections across all communal areas of multi tenanted dwellings.

· To carry out any additional requests for Asbestos surveys as and when required.

· To ensure that all information and drawings are recorded accurately on the Asbestos Database System (ENVACs). 

· To comply with the statutory obligation of Regulation 4 of the Control of Asbestos Regulations 2006 (CAR 2006).

Procedure:

1. The Database Manager issues a list of properties on the Programme of Works list to the asbestos surveying company. 

2. The main contracting partners send out letter s informing tenants of the works, time scales and contact details.

3. The main contracting partners inform the Asbestos surveying company of these programme dates and plan their inspections to coincide with other works taking place in these properties.

4. Additional surveys are passed to the asbestos surveying company via requesting Officers. 

5. Following the survey being carried out the Asbestos surveyor sends copies of the survey to the main contractor and the Ascham Homes Database Manager for onward communication to ENVACs for uploading onto the Asbestos database on a weekly basis.

6. The Database Manager will arrange for an Asbestos Advice Note for the tenant to be sent via the Royal Mail clearly informing the tenant as to any remaining asbestos materials within their home.

7. During the survey if any material is found to be damaged/friable or in a position were it will hinder works, it will be made safe and an appointment made for it’s removal. 

Author: Service Head: Julien Mitchell (Director of Property and Investment)

	Revision date 
	Revision made, by whom & why

	Jan 2010
	Peter James – Asbestos Review


The first part of the reference refers to the unique number of the PPPN and the service and the second part refers to the revisions status e.g. AH/IS/3.4 would be a PPPN from internal services (IS) number 3 version 4.
ASCERTAIN MODEL AND CHECK LIST





IF APPLIANCE IS ON THE LIST





IF APPLIANCE IS NOT ON THE LIST





WHERE APPLIANCE IS TO BE SERVICED BY DTD CONTRACTOR





WHERE APPLIANCE IS TO BE REMOVED





WORKS CAN CONTINUE AS NORMAL





THE DTD CONTRACTOR MUST FOLLOW THE PROCEDURES 





THE DTD CONTRACTOR IS TO DRAIN DOWN AND DE-COMMISSION THE SYSTEM








THE LICENSED ASBESTOS CONTRACTOR IS TO REMOVE THE REDUNDANT APPLIANCE





INFORMATION TO BE ENTERED ON TO THE ASBESTOS DATABASE REGISTER ENVACS FROM THE GAS SAFETY CERTIFICATE





WHERE APPLIANCE IS TO BE SERVICED BY DTD CONTRACTOR





ASCERTAIN MODEL AND CHECK LIST








IF APPLIANCE IS ON THE LIST





WHERE APPLIANCE IS TO BE REMOVED





WORKS CAN CONTINUE AS NORMAL





IF APPLIANCE IS NOT ON THE LIST





THE DTD CONTRACTOR IS TO DISCONNECT AND DE-COMMISSION THE SYSTEM





THE DTD CONTRACTOR MUST FOLLOW THE PROCEDURES





THE LICENSED ASBESTOS CONTRACTOR IS TO REMOVE THE REDUNDANT APPLIANCE





INFORMATION TO BE ENTERED ON TO THE ASBESTOS DATABASE REGISTER ENVACS





LANDLORD SERVICE CUPBOARDS








CONDUCT RISK ASSESSMENT





CARRYING OUT WORKS TO ASBESTOS SOIL STACKS AND GAS LATERALS








CARRYING OUT WORKS TO A FLAT





ORDER TO BE RAISED TO THE DAY TO DAY CONTRACTOR TO SEAL/REMOVE AS NECESSARY LICENSED COMPANY TO DISPOSE








SERVICE CUPBOARDS CAN BE ENTERED FOR INSPECTION PURPOSES UNLESS FIBRES OBSERVED





ALL WORKS CAN CONTINUE AS NORMAL EXCEPT WORKS TO SOIL STACKS AND GAS LATERALS








ASBESTOS DATABASE REGISTER ENVACS TO BE UPDATED





IF IN DOUBT WHETHER ASBESTOS OR NOT GET IT ANALYSED











INSPECTIONS








ASBESTOS DATABASE REGISTER ENVACS TO BE UPDATED





WHERE IT IS KNOWN ASBESTOS IS PRESENT AND NEEDS TO BE REMOVED AS PART OF THE CONTRACT





WHERE ASBESTOS IS DISTURBED OR FOUND DURING THE CONTRACT








PRINCIPAL CONTRACTOR TO USE ASBESTOS REMOVAL CONTRACTOR TO REMOVE THE ASBESTOS IN QUESTION


(EG. GARAGE ROOFS)





EMERGENCY PROCEDURES TO BE FOLLOWED





ANALYSTS TO BE USED IF NECESSARY











ONCE ASBESTOS HAS BEEN REMOVED AND ANY NECESSARY AIR TESTS UNDERTAKEN, CONTRACTOR TO CONTINUE WITH WORKS





UPDATE ASBESTOS DATABASE REGISTER ENVACS





PROPERTIES WITH NO RECORDS





OPTION 2


ANALYSE ALL PROPERTIES WITHOUT RECORDS AND FOLLOW NEGATIVE OR POSITIVE RESULTS





OPTION 1


CARRY OUT WORKS ASSUMING ALL ARE POSITIVE RESULTS





POSITIVE RESULTS





NEGATIVE RESULTS





WORKS CAN CONTINUE AS NORMAL





PROPERTIES WITH RECORDS





CHECK ASBESTOS RECORDS FOR ANY PREVIOUS  ANALYSIS RESULTS





TENANTS ARE NOT TO BE PRESENT





CONDUCT RISK ASSESSMENT





ALL RESULTS TO BE FORWARDED TO THE ASBESTOS


CO-ORDINATOR WHETHER POSITIVE OR NEGATIVE


WHO?





BACKGROUND MONITORING TO BE CARRIED OUT BY THE ANALYSTS WHILST WORKS ARE IN PROGRESS








ASBESTOS DATABASE REGISTER ENVACS TO BE UPDATED





THE ANALYSTS WILL AUTOMATICALLY STOP THE CONTRACTORS





WORK TO CEASE IMMEDIATELY IF ABOVE CONTROL LIMITS AND CONTRACT ADMINISTRATOR TO BE NOTIFIED





CONTRACT MANAGER TO CONTACT THE DTD REMOVAL CONTRACTOR AS DETAILED IN CONTACTS AND RESPONSIBILITIES








EXCEEDING


CONTROL


LIMIT





CONTRACT ADMINISTRATOR / SURVEYOR TO CONTACT REMOVAL CONTRACTOR TO CARRY OUT THE NECESSARY REMEDIAL WORKS





CONTACT ENVIRONMENTAL HEALTH FOR FURTHER DETAILS IF OPERATIVES HAVE BEEN EXPOSED TO ASBESTOS DUST








ASBESTOS DATABASE REGISTER ENVACS


TO BE


UPDATED





CONTRACT ADMINISTRATOR / SURVEYOR TO CARRY OUT CONDITION SURVEY FOR COURSE OF ACTION





IF NOT


EXCEEDING


CONTROL


LIMIT








SEE RELEVANT


DTD AND EMPTY HOMES


PROCEDURES





SEE INFORMATION IN APPENDIX D TO BE INCLUDED WITHIN ALL CONTRACT DOCUMENTATION





THIS IS BECAUSE ACTION DEPENDS UPON EXPOSURE TIMES, TYPE OF ASBESTOS, PERCENTAGE OF ASBESTOS, ETC.





WHERE A CONTRACTOR DISTURBS ASBESTOS WHILST CARRYING OUT THEIR WORK





ISOLATE THE IMMEDIATE AREA





TENANTS MUST BE MOVED FROM PROPERTY UNTIL RISK OF EXPOSURE ASSESSED AND KEPT INFORMED


(HOUSING OFFICER)





CONTRACTOR TO CEASE WORKS IMMEDIATELY AND ADVISE PROJECT MANAGER / SURVEYOR IMMEDIATELY





PROJECT MANAGER / SURVEYOR TO CONTACT ANALYSTS TO CARRY OUT AIR TESTS


INFORM ASBESTOS OFFICER AND H & S OFFICER WITHOUT DELAY





WHEN ANALYST TESTS SHOW CLEAR, TENANTS MAY MOVE BACK





ANALYSTS TO CARRY OUT RELEVANT AIR TESTS
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