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1.0  Asbestos Flow Voids & Contracts 

 
 

Asbestos Flow Voids & Contracts

Contracts ContractorsVoids

Receive Keys
From Tenant

Organise Work
Programme for

Year

Check Asbestos Register

Register Availble

Receive
Asbestos Survey

in Advance of
Works

ACMs Identifed

Officer to Organise
Removal of any

Recommended ACMs

Building
Contractor Order

Building Contractor to check
Keystone and provide survey
to engineer and supply RAMS

to SDC

Building
Contractor to

carry out works
with caution

Further ACMs
suspected

Report to SDC
Officer Complete Works

Notifiable

Asbestos removal
contractor to organise
14 day notice to HSE if

licensed material

Asbestos Contractor to
send RAMS before

starting on any ACM
work

SDC Officer on site to ensure all work is carried
as stated in RAMS

Receive Re-occupation Certificate from Analyst

Tenants Return

Receive Consignment Note (removal certificate)
from Contractor

All Certificates updated on Property
Information Folder and Keystone

Works closed

YES

YES

NO

NOYESYES

No or Leave
& Manage

Organise Survey of Property with
Contractor (Contractor adds Survey to

KGI Spreadsheet

NO

Receive
Asbestos Survey

Officer to Organise
Removal of all ACMs

YES
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2.0  Asbestos Incident Process 

 
 

Vacate and secure area

ACM

Appoint suitably
competent Asbestos
Contractor and UKAS
Analyst to take sample

Determine scope of works to make
area safe

1.Environmental Clean
2. Sealing or encapsulate
3. Abatement or removal

UNSURE

YES

Appoint suitably competent
Asbestos Contractor and

UKAS Analyst

Asbestos Contractor
Issues clearance
certificate and re-

occupation certificate

Open area for
normal use

NO

SDC Officer Updates
Asbestos Records and

Registers

SDC Programs any
further Works

needed

Asbestos Incident
Procedure

ACM YES

NO

There is accidental damage of
suspected or known Asbestos

Material

Carry out risk assessment

End of Asbestos
Incident procedure

Asbestos Contractor
completes work

End of Asbestos
Incident procedure

SDC Officer Completes
Incident report S01
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3.0 Asbestos Out of Hours Flowchart 

 
 

Call Centre contacts Contractor

Survey Available

SDC On Call
Officer checks
Database for

properties of same
build and
archetype

Contact SDC On
Call Officer

Asbestos Out Of
Hours Flow Call Centre receives call from

tenant

Contractor accesses Weblink

Weblink down

Contact tenant to
ask for their

survey

YES

Contains ACM YES

Contractor to carry
out repair

NO NO

Survey
available

SDC On Call
Officer contacts

contractor
NO

ACM

YES
YES

Contacts Asbestos
Contractor to

make property
safe

No

SDC On Call
Officer to access

database via citrex

Able to access
database

NO

YES

YES

Contractor seals
area until office

hours

Message Link
Should presume asbestos is

present when contacting
contractors.

Decants tenants if
neccessary

Revert to
repairs

process in the
morning

End of Asbestos
out of hours

Decant required

Decant
Process

Yes

Contractor to carry
out repair with

caution
No

Asbestos Contractor
makes safe

Possible to wait
until morning

Revert to
Repairs in the

morning
Yes

End of Asbestos
out of hours

No
Contractor informs

SDC in the
morning

End of Asbestos
out of hours

End of Asbestos
out of hours

No
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4.0 Asbestos Tel Advice for Staff in the Field 

 
 

Asbestos Contamination

Telephone Advice to Staff in the field

You receive a call from a TS Officer, reporting
possible exposure from Asbestos Containing

Materials

Refer to guidance given in
Asbestos Contamination / Person

Contaminated workflow chart.
Under the ORANGE section

Held on HUB under Tenant Services H&S
signpost
Hyperlink

BELOW

Contact asbestos removal contractor
Envirocall on (08081683369)

Inform them of incident
If advice only is required relay this to Officer

exposed, if attendance is advised deploy
Envirocall ASAP.

If asbestos aware SDC Officer is deployed to
assist exposed Officer ENSURE they are fully

aware of the measures to avoid exposure
themselves. (PPE) requirements, training etc.

Asbestos PPE grab bag available H&S
cupboard.

Inform Managers of the situation.

Ensure the lines of communication are kept
open with the person exposed to keep them

informed of any update.
Reassuring them of actions underway and
address their questions to the level of your

knowledge.

If deployed Asbestos Removal /
Decontamination unit Arrive, carry out

clean up & decontamination of staff and
site.

Officers Released

Officer taking call to complete a SO1
form & return to TS H&S Officer

Also available on the HUB

http://intranet.stroud.gov.uk/UMBS61/service-
units/tenant_services/health-and-safety/

processes-and-flow-charts.aspx
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5.0 Person Contaminated 

 
 

Asbestos Contamination

Person Contaminated

Persons
exposed to ACM dust or

debris on person / clothing

Able to Call
Manager / Asbestos aware
Team Leader to request

assistance
Y or N

Officer on
attending site to

put on their
Asbestos PPE kit,

then obtain
person

contaminated
Asbestos PPE kit
(from car or bring

spare kit)

Wipe off as much
debris from face &
exposed skin with

water from tap

Remove as much
clothing as is

possible and leave
in pile, leave

property locking
door behind you &
seek Asbestos PPE

kit from car

Wipe down again
using wipes from

kit (bag wipes), put
on over suit, cover
shoes, attempt to

call Manager again,
If still unable to

contact drive to an
area with phone
reception & call

Manager etc, return
to address & await
Asbestos removal

contractor &
decontamination

unit.
Wait in car until

unit arrives

Officer attending
to supply kit to

person exposed
to ACM’s (throw

through front
door/window),

taking care not to
expose

themselves to
ACM’s

Exposed person
to wipe down

using wipes or
water, remove

outer clothing if
dust has settled,

put on all PPE
items, leave

clothing in pile on
floor

Manager / Officer
attending site to

assist officer, call
Asbestos removal

contractor to
attend ASAP

Leave property
sealing door

behind them &
await Asbestos

removal
contrator

Asbestos
Removal /

Decontamination
unit Arrive, carry

out clean up &
decontamination

Officers
Released

YES NO

Officer to complete a SO1
form & return to TS H&S

Officer
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6.0 Suspected ACM Procedure Flowchart 

 

 
 
 
 
 
 
 
 

Author: A. Coates
Tenant Services
Principal Health & Safety Officers
Issue 1
Issue Date: Jan 2017
Review Date: Jan 2018

Suspected ACM Procedure Flowchart

Asbestos containing material or previously
unidentified suspect material discovered

Does the repair or removal
works require a licensed

contractor

Contact licensed qualified and competent
contractor

Has the material been
removed?

Contact competent qualified non-licensed
principal contractor to remove

Cease all works. Do not
disturb material

Contact SDC Contract
Officer/Manager

Does the material contain
asbestos?

Does the material need to
be removed?

Update asbestos
register if necessary
(Keystone) Monitor

material.

Update asbestos
register to indicate the
removal of the material

uploading all
consignment notes

Record
material in the

asbestos
register

(Keystone)

Record material in
asbestos register

and continue works
(Keystone)

Appoint competent and
qualified Asbestos Removal

Contractor to make area safe

Yes

No

Yes

Yes

Yes

No

No

No
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