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SYSTEMS & PROCEDURES

Health & safety procedure
106-012-503

Revision: F

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH & THE ENVIRONMENT POLICY AND PROCEDURE
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APPLICABILITY STATEMENT

This procedure is applicable to the following business areas:
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Moog Controls Limited, Aircraft Group (Tewkesbury Operations)
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Moog Controls Limited, Industrial Group (Tewkesbury)
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Moog Controls Limited (Corporate function – i.e. HR, Finance, IT, Quality, Calibration)

COMPLIANCE STATEMENT

This process has been verified as compliant with AS9100/ISO9001: 2008 and the regulatory requirements as declared in the Moog Controls Limited Quality Policy, reference 1000-000-203

CONFIDENTIALITY STATEMENT

THIS DOCUMENT IS THE EXCLUSIVE PROPERTY OF MOOG AND SHALL NOT BE REPRODUCED OR DISCLOSED IN WHOLE OR IN PART OR USED FOR ANY OTHER PURPOSE WHATSOEVER EXCEPT AS SPECIFICALLY AUTHORISED BY MOOG

REVISION RECORD
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	All
	First Issue
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	B
	DEH
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	All
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All
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1.0 PURPOSE

The Company is committed to minimising the risk to employees and the environment when working with hazardous substances and to fully complying with all relevant legislation including COSHH – the Control of Substances Hazardous to Health Regulations 2002, REACH – Registration, Evaluation, Authorisation and Restriction of Chemicals and all relevant Environmental legislation.

The aim of this procedure is to provide a system that will enable Moog to:

· Control the introduction of substances which require planned evaluation and approval before use on site to ensure product compatibility, compliance with health and safety legislation (e.g. COSHH and Carriage of Dangerous Goods), compliance with REACH, compliance with Environmental Legislation and develop consistency across the site to minimize costs e.g. storage, duplication etc.

· Maintain an accurate inventory of all substances used in work activity at Moog.

· Review and approve, prior to purchase, all physical and/or health, safety and environmental hazards of substances to put in place adequate control measures and monitoring to ensure that they can be handled, used and disposed of safely minimizing risk to people and the environment.

· Periodically review and assess all physical and/or health, safety and environmental hazards of substances used on site to review that adequate control measures and monitoring are in place to ensure that they can be handled, used and disposed of safely minimizing risk to people and the environment.

· Maintain copies of Safety Datasheets (SDS) for each hazardous substance and ensure their accessibility to employees.

· Comply with relevant legal requirements.

2.0 APPLICABILITY

This procedure applies to Moog Tewkesbury site and to all substances prior to introduction for use and on the Approved to Purchase List.

3.0 RESPONSIBILITIES

3.1 Requesters of New Substances

3.1.1    Responsible for identifying the need to use a new substance 

3.1.2    No substances are to be sourced for use on site (this includes all substances from any source to be used on site including replacements for existing substances that are made obsolete, contractors bringing new substances on site, free trials and samples, customer specified substances, transfers in from other Moog sites e.g. MAGWO and substances contained within products) without gaining approval via the Safetec Chemical Approval Process (Safetec Tewkesbury Database = Approved to Purchase List). 
3.1.3     Prior to submitting a request, check Approved to Purchase List for similar substances already in use on site.  If suitable for the required purpose, purchase the existing approved substance.

3.2 Managers and Supervisors

3.2.1 No substances are to be used on site without gaining approval via the Safetec Chemical Approval Process (Safetec Database = Approved to Purchase List). Ensure that all substances currently in use, stored or handled within their area are included on the Approved to Purchase List.

3.2.2 Ensure all assessment recommendations are actioned.

3.2.3 Ensure all new and existing employees are made fully aware of the content of the Safety Data Sheets and to be trained as per the assessment recommendations for all substances hazardous to health or the environment, to which they will be exposed in their work area including substances they use outside of their direct work area.  To confirm understanding of this information and agreement to comply with the relevant instructions, gain completion of the document contained in Appendix B.

3.2.4 Ensure that any necessary storage, usage and handling equipment is provided in good order and being used.

3.2.5 Ensure all sub-contractors who are required to work within the area are instructed as 3.2.3 and any other procedures introduced to control contractors on site.

3.2.6 All containers that hold substances must be clearly identifiable as to what they contain and the hazard symbols and pictograms. The only exception are “portable containers” used for mixing and then immediately disposed of in the hazardous waste bin.
3.3 Those Who Use Contractors

3.3.1 To ensure that all contractors who carry out work on-site that bring substances on site follow the procedure for the introduction of new substances prior to work being carried out.

3.3.2 To ensure all contractors who are required to work within an area on-site which may expose them to hazardous substances are instructed as 3.2.3 and any other procedures introduced to control contractors on site.

3.4 Nominated Person – Control of Substances Hazardous to Health (Nominated Persons List published on Health & Safety/Docushare)

3.4.1 Fulfil role of Site Health & Safety Reviewer on the Safetec Chemical Approval Process

3.4.2 Assist Departmental Managers/Team Leaders in the implementation of the assessment recommendations.

3.4.3 Ensure safe storage of the Draeger air sampling kit.

3.4.4 Advise Departmental Managers/Team Leaders on new information received.

3.4.5 Ensure the implementation of COSHH assessments is included in health and safety audits.

3.5 Stores, Tool Stores, Goods Inwards and Despatch

3.5.1 Ensure correct handling and storage of substances, as per the Safety Data Sheet and Substance Assessment Recommendations.

3.5.2 Act as a backstop by ensuring that all substances entering the Company via Goods Inwards are on the Approved to Purchase List.

3.6 All Employees

3.6.1 To adhere to any instructions received to comply with the Substance Assessment Recommendations.

3.6.2 Do not use substances contained within containers that are not clearly labelled as to what they contain.  Raise with Supervisor immediately.

3.7 Purchasing Department and those who purchase or acquire substances on behalf of the Company

3.7.1 Ensure that purchase orders are not placed, cash purchases or trials not arranged for substances that are not on the Approved to Purchase List.

3.7.2 Ensure that suppliers correctly identify the substance on all packaging and paperwork to reduce the risk to personnel in the Goods Inwards Department.

3.8 Those who make changes to existing processes or introduce new processes i.e. Product Engineers, Manufacturing Engineers, PVR Team, NPI Group & Design Engineers.

3.8.1    Prior to introduction of new process or change to process submit a request on Safetec Chemical Approval Process to enable re-assessment of the risk and review of the control measures required.

3.8.2 Allow time in the schedule for the introduction of change for the design/re-design of Local Exhaust Ventilation as specified in the assessment.

3.9 Facilities Manager

3.9.1    Gain competent advice to design Local Exhaust Ventilation to meet the requirements of HSG 258, INDG 408, the requirements of the COSHH assessment and legislation.

3.9.2 To organise the manufacture, installation and commissioning of Local Exhaust Ventilation to meet requirements of COSHH legislation and HSG258.
3.9.3 To ensure that all Local Exhaust Ventilation (fixed and mobile) in use at MCL is well maintained and that all statutory inspections are carried out in compliance with legislatory requirements, HSG258 and that any non-compliances are corrected and that inspection reports are readily available during a health and safety audit (e.g. HSE, Company insurers).

4.0 DEFINITIONS

4.1 COSHH – Control of Substances Hazardous to Health
4.2 REACH – Registration, Evaluation, Authorisation and Restriction of Chemicals

4.3 SDS – Safety Data Sheet

4.4 Safetec – database used approve and to store all approved substances for use on Moog sites
4.5 PPE – Personal Protective Equipment
4.6 Engineering Controls – Measures introduced to control exposure e.g. local exhaust ventilation

4.7 Safety Data Sheet (SDS)
The Data Sheet issued by the manufacturer of the substance, giving specific Health & Safety information in respect of the substance as per the Chemicals (Hazard Information and Packaging) Regulations 1993 and as amended.

4.8 Draeger Air Sampling Kit

A  means used within the Company to measure exposure to substance, fume or vapour.

4.9 Approved to Purchase List

An inventory of all approved substances in use at Moog Tewkesbury stored on Safetec SDS Database.

4.10 Hazardous Substance

A chemical product (liquid, solid or gas) classified as hazardous under No. 1272/2008 (CLP directive), mixture is dangerous under 1999/45/EC (precursor to   CLP),substance is persistent, bioaccumulative, and toxic (PBT) or very persistent and very bioaccumulative (vPvB) per Annex XIII of REACH,or on the SVHC list.
4.11
Substance

Any chemical product used in work activity.
5.0 REFERENCE DOCUMENTS

5.1 For Waste Management Control refer to 101-026-503
6.0     COMMENCEMENT AND STATUS OF POLICY

          This policy will supersede all previous policies which refer to Control of Substances Hazardous

           to Health & the Environment Policy and Procedure from the date of issue
7.0      PROCEDURES

Refer to Exhibit 1 and Exhibit 2.
APPENDIX A - OBSOLETE
APPENDIX B

EMPLOYEE CONFIRMATION FORM

Employee Confirmation Form

Name of Substance:

Date:       

Process:





Area/Dept. Code:

I confirm that I have been made fully aware of the following in respect of this substance:

· The COSHH assessment 

· The Safety Datasheet

· The hazards and control measures and precautions to take when using to minimize risk
· The spillage procedure
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APPENDIX C

SUBSTANCE ASSESSMENT REPORT FORM
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	LOCATION:   




	DESCRIPTION OF ACTIVITY:  




	DESCRIPTION OF USE:  




	STAFF INVOLVED:
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	POTENTIAL FOR EXPOSURE:             



	CONTROL MEASURES:



	ENGINEERING


	

	PERSONAL PROTECTION


	

	OTHERS
	

	MONITORING
	

	SAFE WORKING PROCEDURES
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	ASSESSMENT CONCLUSION :



	RISKS NOT ADEQUATELY CONTROLLED (SPECIFY)      


	CURRENT CONTROL MEASURES ADEQUATE (SPECIFY)         


	DERMAL EXPOSURE (SPECIFY):    




RECOMMENDATIONS FOR FURTHER ACTION

	CONTROL MEASURES: 



	ENGINEERING
	

	PERSONAL PROTECTION


	

	OTHERS


	

	DERMAL
	


Page 3 of 5

	MAINTENANCE, EXAMINATION AND TEST REQUIREMENTS:



	ENGINEERING


	

	PERSONAL PROTECTION


	

	OTHERS


	


	ROUTINE MONITORING REQUIREMENTS:     
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	HEALTH SURVEILLANCE REQUIREMENTS:   




	INFORMATION, INSTRUCTION AND TRAINING REQUIRED: 




	REFERENCE DOCUMENTS: 




	ASSESSMENT CARRIED OUT BY :
 NAME:                                                   POSITION:   




	ASSESSMENT REVIEW DATE:    
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NEW SUBSTANCE REIVEW AND APPROVAL FLOW CHART
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EXHIBIT 2
NEW PROCESS / CHANGES PROCESS USING SUBSTANCE
	REQUESTER
	HEALTH, SAFETY & ENVIRONMENTAL REVIEWERS

	








	



Identify requirement for new or changed process using substance on APL





Are there similar processes on site using same substance?





No





Yes





Implement same controls unless significant difference for environment








Review current assessments re: COSHH, REACH and Environmental requirements and make recommendations for any required changes to control





Submit request on Safetec Chemical Approval Process
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