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1. INTRODUCTION  

 

1.1 West Highland Housing Association (WHHA) is committed to ensuring the health safety 

and welfare of its employees is maintained at work, and of others who may be affected 

by its undertakings. WHHA has developed this policy to ensure that Asbestos and 

materials containing Asbestos are identified and managed across its housing stock and 

commercial premises, in accordance with The Control of Asbestos Regulations 2012.  

 

2.  SCOPE  

 

2.1 The policy will apply, without exception, to all buildings owned or controlled by WHHA 

and individuals employed and/or engaged by WHHA and all subsidiary companies.  

 

3.  LEGISLATION 

 

3.1 The following principles govern the operation of this policy:  

 

➢ WHHA recognises that it is responsible for complying with The Control of Asbestos 

Regulations 2012, in particular Regulation 4, the management of Asbestos in non-

domestic premises e.g. common stairs/closes, corridors, lifts, common rooms, 

laundries.  

➢ WHHA recognises its responsibilities under the Health & Safety at Work etc Act 1974 

and its duties to properly inform all tenants, WHHA staff, agents and contractors of 

the presence of asbestos within WHHA domestic and commercial properties where 

work activities are likely to disturb materials containing Asbestos.  

➢ WHHA recognises its responsibilities for compliance with the Construction (Design 

and Management) Regulations 2015 for individuals engaged on work within our 

properties. 

➢ WHHA staff who have a duty to manage asbestos related work are trained and 

competent to conduct the role.  

 

4.  OBJECTIVES  

 

4.1 The objectives of the policy are to ensure that:  

 

➢ WHHA meets or exceeds the best practice guidelines given by the Health and Safety 

Executive (HSE) to manage the asbestos that is in place.  

 

➢ WHHA maintains a central Asbestos Register for all its properties and makes all 

pertinent information available to its staff, contractors, visitors or other parties 

requiring this information to safely execute their duties within those properties 

identified as having materials containing asbestos.  

 

➢ WHHA maintains an up to date site-specific Asbestos Register on all sites/premises 

that WHHA staff have as a place of work and be readily accessible to all site staff, 

contractors, visitors and visiting WHHA staff.  
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➢ WHHA, where identified by risk assessment, will arrange for the safe removal of 

asbestos containing materials in accordance with all current regulations, codes of 

practice and HSE guidance.  

➢ All asbestos related work in WHHA controlled properties will be carried out by 

competent HSE licensed asbestos removal contractors.  

➢ In addition to satisfying the requirements of Regulation 4 of The Control of Asbestos 

Regulations 2012 (i.e. Non-domestic areas), WHHA will also extend the scope of its 

inspections to include domestic areas of its social rented accommodation. The 

objective of this initiative is to satisfy Links duty of care to its tenants and to provide 

appropriate information to all WHHA staff, tenants, contractors and visitors requiring 

this information (under the Health & Safety at Work etc Act 1974) to safely occupy 

and execute their duties within those properties identified as having materials 

containing asbestos.  

 

5.  APPROACH AND METHOD  

 

1.1 The WHHA Board, in its formal approval of the policy, accepts full responsibility for the 

policy and ensuring its implementation. Day to day responsibility for the operation and 

monitoring of this policy lies with the CEO as Duty Holder and Asset Management Officer 

as Asbestos Co-Ordinator of WHHA.  

 

All relevant employees have a responsibility to ensure that the policy is applied as 

instructed.  

 

5.2 The policy will be implemented using the following approaches:  

 

➢ WHHA shall devise procedures for compliance with the policy  

 

➢ WHHA shall review procedures at least every 3 years  

 

➢ WHHA shall provide employees with the training and guidance needed to implement 

this policy. Procedures and other reference materials will be kept up to date and 

accessible at all times.  

 

➢ WHHA shall monitor adherence to policy requirements and procedures.  

 

➢ WHHA shall prepare an Asbestos Action Plan and review this annually.  

 

 

6.  MONITORING, PERFORMANCE MEASUREMENT AND REPORTING  

 

6.1 The following areas will be subject to monitoring:  

 

▪ Risk management  

 

▪ Provision of training and/or information to staff  

 

▪ The need for review of procedures  

 



 

Page 5 of 9 
 

6.2 Regular inspections of asbestos will take place in order to maintain current/valid 

information within the central Register and to comply with the terms of The Control of 

Asbestos Regulations 2012. Only competent individuals or organisations shall be 

employed to carry out surveys.  

 

6.3 These issues will be monitored by the Asbestos Co-Ordinator and reported to the CEO. 

If any significant issues of concern arise these will be dealt with by the CEO who will 

report such matters to the WHHA Board. 

 

6.4 Any matter which demonstrates a serious failure of internal controls should also be 

reported immediately to the CEO. 

 

6.5 Actions may be taken against employees or Board members who act in contravention 

of this policy in the performance of their duties or decision making on behalf of WHHA. 

Actions could be measures to improve the individual’s work performance, or disciplinary 

action, or other measures. Contravention of this policy should be understood to include 

contravention or disregard of any associated procedures and other guidance.  

 

The Internal Auditor may conduct periodic audits of policy compliance. Audit results will 

be reported to the WHHA Board.  

 

7.  COMPLAINTS & APPEALS  

 

7.1 WHHA welcomes complaints and positive feedback, both of which provide information 

which helps us to improve our services. We use a complaints handling procedure (CHP) 

developed by the Scottish Public Services Ombudsman (SPSO) and the Scottish Housing 

Regulator.  

 

7.2 The CHP allows for most complaints to be resolved by front line staff within a 5 day limit 

(first stage), or if the complaint is complex, a detailed investigation will be made by a 

manager within a 20 day limit (second stage). At the end of the second stage, our 

response will be made by a Manager. If the complainer remains dissatisfied, he/she 

may then refer the matter to the SPSO.  

 

At each stage, WHHA will advise the complainer how the complaint should be taken 

forward and advise which agency will be the most appropriate to consider the case.  

.  

8.  EQUALITY & DIVERSITY  

 

8.1 The operation of this policy will always be in accordance with WHHA’s Policy on Equality 

and Diversity.  

 

9.  POLICY AVAILABILITY  

 

9.1 This policy is available to the public on the WHHA website. Copies are also available on 

request and free of charge from WHHA. A summary of this policy can be made available 

in a number of other languages and other formats on request.  

 

10. POLICY REVIEW  

 

10.1  West Highland shall review this policy at least every 3 years with regard to:  
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➢ applicable legislation, rules, regulations and guidance  

 

➢ changes in the organisation  

 

➢ continued best practice.  

 

The outcome of each review will be reported to WHHA Board with any necessary 

recommendations for updating the policy.  

 

 

 

Date policy approved  Review Due  Reviewed by  Approved by  

 

October 2017 

 

July 2020  

 

Asset Management Officer  

 

WHHA Board 

(H & S Committee) 
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MANAGEMENT OF ASBESTOS PLAN AND REGISTER 

 

1. INTRODUCTION 

 

The following represents the Associations Asbestos Management Register and Plan, with 

summary survey information contained within the spreadsheets referred to in Appendix A and 

B (with an electronic copy held on the Associations Z Drive - \\Sbserver\whha\TECHNICAL 

SERVICES\Asbestos Management\Management Plan and Registers The electronic copy will be 

regarded as the master copy. 

 

Note. The electronic spreadsheet includes macros which allow additions and alterations to be 

reflected in the index.  These macros should not be disabled.  For the purposes of accessibility, 

monitoring and easy inspection, a paper copy will be retained in the office. 

 

2. ASBESTOS MANAGEMENT REGISTER 

 

The information contained within this Register is based on asbestos surveys carried out by 

various surveyors for West Highland Housing Association.  The survey results and data are 

contained in Appendix C.  

 

The surveys are a representative sample of all common areas and domestic properties owned 

by West Highland Housing Association Ltd.  The methodology of sampling was to ensure that 

all common areas built pre 2000 were subject to a management survey (previously a level 2 

survey) by a qualified assessor.   

 

The Association opted to go beyond the remit of the CAR regulations and arranged for a 

management survey for one property in each development built prior to 2000.  The sample for 

the development is then used to clone the matrix for the other properties in that development 

 

3. KEY TO INTERPRETING THE REGISTER 

 

The Common Area Section of the Register is highlighted as follows: 

 

Red denotes asbestos found 

Blue denotes a pre 2000 common area not surveyed 

Green denotes properties not requiring survey due to age and properties with no asbestos 

detected. 

 

The index page includes the above colour coding for ease of reference and the addresses are 

hyperlinked to the relevant property page.  Each property page, at the top left hand corner, has 

a return link to the index. 

 

The Domestic section of the Register is highlighted as follows: 

 

The index page property colour codes indicate the overall position for the building/block while 

the property page colour codes relate to the individual dwelling. 

  

Red indicates properties surveyed that have been confirmed to contain (ACM’S) asbestos 

containing materials 

Orange denotes cloned data indicating asbestos may be present. 

Blue denotes a pre 2000 properties not surveyed 

file://///Sbserver/whha/TECHNICAL%20SERVICES/Asbestos%20Management/Management%20Plan%20and%20Registers
file://///Sbserver/whha/TECHNICAL%20SERVICES/Asbestos%20Management/Management%20Plan%20and%20Registers
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Green denotes properties not requiring survey due to age and properties with no asbestos 

detected 

Yellow denotes property blocks where some properties have been surveyed which indicate no 

asbestos present. 

 

Properties built after 2000 will be deemed to require no survey information.  

 

Where surveys proved positive for ACM’S all relevant scoring details are listed. 

 

Where assumed or strongly assumed ACM’S there is no scoring available.  

 

The timetables provided for 2011, for both the common and domestic registers, indicate the 

re-inspection dates recommended.   

 

A key of abbreviations is detailed on each record along with guidance on the risk ratings. 

 

4. RESPONSE REPAIR OR PLANNED AND IMPROVEMENT WORKS 

 

Where properties are due to undergo response repair or planned and improvement works these 

registers should be inspected and appropriate action taken to ensure sufficient information to 

inform the contractors.  The Asbestos Co-ordinator will assess the need to carry out more 

detailed surveys prior to significant work and amend the Register accordingly. 

 

To facilitate this “pop ups” will be used on SDM Housing Management Software to ensure all 

works orders issued where there is a risk of ACM the works order will be marked accordingly.  

In addition to this, appropriate term contractors and framework contractors will be annually 

issued with our up to date register. 

  

A register is required to be kept of all contractors undertaking works including details of the 

works being undertaken, the date of works and written confirmation that they have 

acknowledged the asbestos information available. This register will take the form of Job History 

for each property contained within SDM and is not contained within this plan. 

 

5. CONTRACTORS AUTHORISATION FORMS 

 

The pro forma within Appendix D is to be used when instructing contractors to work on premises 

containing or assumed to contain ACMs are included within this section.  One form will be 

completed each year by the Term Response Repair and Framework Maintenance Contractors. 

One-off forms will be signed on a job by job basis for other contractors.  They will also be issued 

with the extract from the appropriate register relating to the individual job/works order. 

 

Contractors will be advised to proceed with due caution when undertaking disruptive work processes 

and /or demolition/downtakings as there may be ACM’S concealed within any premises 

 

Appendix A Common Area Register – Held on secure server at WHHA 

 

Appendix B Domestic Property Register – Held on secure server at WHHA 

 

Appendix C Survey Data – Held on secure server at WHHA 

 

Appendix D Contractor Authorisation Forms – See below 
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West Highland Housing Association Ltd. 

 

Asbestos Management System 

 

Contractor Authorisation Form 

 

The following Checklist has been developed by West Highland Housing Association Ltd. in order to 

ensure that Contractors undertaking work on Association premises are properly informed on the 

presence and nature of any known asbestos materials within the area where work will be undertaken 

by the Contractor. 

 

The information provided has been extracted from the results of a comprehensive Asbestos Materials 

Survey undertaken by the Association in accordance with the requirements of The Control of Asbestos 

at Work Regulations (CAWR) 2012. 

 

All Contractors undertaking work on Association premises are required to complete the following Form 

and return the completed Form to the Maintenance Dept. prior to commencement of any work in areas 

where asbestos containing materials have been identified.  

 

Note:  The asbestos survey may not have identified asbestos materials that are hidden or built into 

the building fabric. Contractors must be aware to the potential for asbestos materials to present. 

Should any suspect materials be identified in the course of the works, all work should be stopped 

immediately and the Maintenance Dept. informed. 

 

1. Confirm receipt of Asbestos Register documentation for proposed work 

area. 

 

Y/N 

 

2. Confirm that employees will be advised that Asbestos materials  may 

be present in concealed or inaccessible areas within the  common areas of the 

property. 

 

Y/N 

 

3. Confirm that should any suspect materials be identified during the 

 course of the works the Maintenance Dept. will be notified prior to 

 any disruptive works being undertaken. 

 

Y/N 

 

  

Signed: Date: 

 

Company: 

 

Project: 

 

 


