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Background

Before a site survey is conducted the survey needs to be initiated by the
Property & Asset Records Team in order for it to align with the corporate
database’s rooms and spaces. By emailing or phoning the number below you
can then confirm the scope of the work and receive a floor plan and survey file
to continue with the site visit. WSCC asbestos surveys are surveyed using
Atrium Property SDE software, this ensures that the data going into our system
aligns with the system formatting. When the survey has been undertaken the
amended CAD floor plan and new survey file must be returned. All freehold
property (including properties such as Academy’s & Trusts) WSCC must be
adhered to in this manner. The form and content of the information expected
to be submitted is detailed below.

Submission of information must be emailed to Property & Asset Records

Required Information from R&D Asbestos Surveys

The principal components of the asbestos survey information submission
required by Property & Asset Records (on a per survey basis) are:

1. WSCC Register Survey SDE File 2. CAD floor plan 3. Survey Photographs

You are required to use the appropriate Atrium Property SDE survey file and
CAD floor plan, as is appropriate for the survey, and to supply photographs of
all materials/locations sampled.

1. WSCC Survey template

The WSCC SDE file is used in conjunction with the Atrium desktop software and
can be easily emailed upon request, the software imitates our property
hierarchy and within the structure samples can be updated, removed and
added. Training and guidance is available upon request. Once we receive the
survey results they are checked and loaded into WSCC’s Asbestos Register.

2. Photoqgraphs

To provide visual context of the asbestos samples taken it is essential that
photographs are provided in tandem with the completion of the WSCC Survey
Spreadsheet.

Each row entered within the spreadsheet must reference a photograph which
shows from where the asbestos sample was taken and which also
demonstrates the condition of the material at the time of survey.

1. For every element sampled a single photograph clearly indicating the
locality of the material sampled must be provided electronlcally

2. Each photograph should be stored as an

individual JPEG file.

3. Within each photograph supplied, a
means of sample identification must be
visible, defining more precisely the location
from where the sample was taken — refer

to the example below.

DEFINING RED DOT TO SHOW LOCATION OF SAMPLE
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SUBMISSION OF ASBESTOS SURVEY INFORMATION

Process for Submission of R&D asbestos Survey Information

Process of Submission

e WSCC request an asbestos survey of a location(s) within one of
its premises:
o WSCC supply a copy of WSCC register
Survey SDE file & CAD floor plan.

e The results of the survey are entered into the WSCC register
SDE file and CAD floor plan as has been provided by WSCC.

e Once completed submit all required information to WSCC. Note
that submissions should only be made to the address and
contact detailed below:

o The completed Survey report, WSCC Register
SDE file, CAD floor plan and photographs are submitted
to WSCC, either by e-mail or CD. (Note — your
hardcopy report may also be supplied to WSCC if you are
required to provide this.)

Summary of Submission Items Required by WSCC

Item Delivery Format
o Complete survey report E-mail or CD
e Completed WSCC

Register template E-mail or CD
e Photograph(s) of each
E-mail or CD
sample taken
o Annotated CAD floor E-mail or CD

plan

The Submission

Post to: Asbestos & Condition Officer
Property & Asset Records
West Sussex County Council
Northleigh, County Hall,
Chichester
West Sussex, PO19 1RF

E-mail to: propertyrecords@westsussex.gov.uk
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SUBMISSION OF ASBESTOS REMOVAL AND ENCAPSULATION

INFORMATION
Guidance Document

Background

When you have undertaken the removal or encapsulation of asbestos materials from a WSCC
property, you are required to submit information relating to the removed or encapsulated
asbestos to Property & Asset Records. The form and content of the information expected to
be submitted is detailed below.

Submission of Asbestos Removal or Encapsulation Information

The principal components of the asbestos removal or encapsulation information submission
required by Property & Asset Records are:

1. Form Appendix B
2. Certificates of removal or encapsulation

*Note that you will be required to refer to the relevant pages of the current WSCC
asbestos register extract.

Property name Name of WSCC’s property where the works have been
carried out — Appendix B form: (a)

Asbestos sample reference The removed or encapsulated asbestos sample’s reference

number to be taken from WSCC’s original register extract —
Appendix B form: 3 (h)

Room number Provided in WSCC’s plan, room ref from which the asbestos
sample was removed or encapsulated — Appendix B form: 3 (i)

Location of asbestos element Room use, i.e. classroom, toilet, store — Appendix B form: 3 (i)

Air Clearance Certificate The original certificate must be attached — Appendix B form: 3
®

Waste Consignment Note Appendix B form: 3 (v) or (u)

Date of works Date of removal or encapsulation — Appendix B form: 3 (w)
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Process for Submission for Asbestos Removal or Encapsulation Information

Process of Submission

e WSCC request the removal or encapsulation of asbestos materials
from a location(s) within one of its properties :

e WSCC supply a copy of the asbestos register

e Appendix B Form(s), as supplied by WSCC, are completed for each
asbestos element* removed or encapsulated in the process of the
works.

e Once completed, submit all required information by post to WSCC.
Note that submissions should only be made to the address and
contact detailed below :

0 The completed Appendix B Form(s)
o Appropriate certificates — Air Clearance Certificate, Waste
Consignment Notice, ASB5 form..

*an asbestos element is an asbestos occurrence that has been identified in
WSCC'’s Asbestos Register and has a sample reference number.

Summary of Submission Items Required by WSCC

Item Delivery Format

o Appendix B form(s) E-mail, CD, Hardcopy by post
Air Clearance Certificate E-mail, CD, Hardcopy by post
Waste Consignment Notice E-mail, CD, Hardcopy by post
ASB5 form E-mail, CD, Hardcopy by post

The Submission

Post to: Asbestos & Condition Officer
Property & Asset Records West
Sussex County Council
Northleigh, County Hall,
Chichester
West Sussex, PO19 1RF

E-mail to: propertyrecords@westsussex.gov.uk
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ASBESTOS REGISTER AMENDMENT FORM

[To Be Filled Out In Conjunction With Your Area Surveyor]

@)

Name & Address of
Premises

(b)

Premises Block Ref. or
Description

(€)

Name and Signature

(d)

Contact Telephone No.

(e)

Date Amendment Sent | (g)

Reason for Notification Tick

Adverse result of periodic condition monitoring

Now
complete

Discovery of asbestos not on register the

(®)

Notification ID Number

Treatment or encapsulation of an asbestos element appropriate

Removal of an asbhestos element

section
below

gl w v e

Change of use of room/area where an ashestos element is
situated

Adverse Result of Periodic Condition Monitoring / Damaged Asbestos Element

)

Asbestos sample ref. on register

()

Location of asbestos element

()

Description of condition change /
damage

2

Discovery of Asbestos Not on Register

0

Location of asbestos element

(k)

Form of asbestos element

()

Asbestos type

(m)

Name of ash. analytical company

(n)

Sample report ref.

(Attach copy)

3

Treatment or

Encapsulation of an Asbestos Element

()

Asbestos sample ref. on register

(i)

Location of asbestos element

(0)

Treatment carried out

()

Name of asb. treatment company

(@

Date of works

(N

Air monitoring cert. ref.

(Attach copy)

4

Removal of an Asbestos Element

)

Asbestos sample ref. on register

(i)

Location of asbestos element

(s)

Name of asb. removal company

(t)*

Four stage air clearance cert. ref.

(Attach copy)

(u)* Background/Reassurance cert ref

(Attach copy)

v)

Waste consignment note ref.

(Attach copy)

(W)

Date of works

* Usually one or the other of these certificates is expected to be received.

5

Change of Use of Room / Area Where Asbestos is Situated

@)

Affected asbestos sample ref.
on register

)

Description of room / area
change

Please return this form to the address below and check that you Inclusions

have attached the relevant inclusions. Copy of order E
Copy of invoice F

Asbestos & Condition Officer, Property and Asset Records, Air test certificates E

West Sussex County Council, Northliegh, County Hall, Consignment note (if removal) E

Chichester, West Sussex, PO19 1RF

Removal natification (if removal) F

Appendix B(ii)




HOW TO FILL OUT THE ASBESTOS REGISTER AMENDMENT FORM

Please note that you will be required to refer to the relevant pages of the asbestos register
extract in order to correctly fill out this form.

Item Required Information Entry
(@) The name and address of the premises to which the Amendment Form will refer.
(b) The Block reference in which the asbestos element for which this amendment is being
made is located. Refer to the appropriate page within the asbestos register extract.
The name and signature of the person filling out the Asbestos Register Amendment
© : :
Form, being that person who WSCC shall contact in case of query.
(d) Contact telephone number for the person named above.
(e) The date on which the Amendment Form is/was sent to Property & Asset Records.
Comprised of the PLINTH number of the premises (shown on the front cover of the
() asbestos register extract) and your own next sequential number (Commence numbering
from 0001). Note, this reference should also be noted by you in your monitoring log.
(9) Tick the appropriate box, being the reason why you are sending the Amendment Form.
h) The reference value in the 'Sample Ref' field on the page of the asbestos element within
the asbestos register extract.
The Room No (as shown on the asbestos register extract plan and also on the register
() page of the asbestos element) in which the asbestos element is situate, together with its
position in the room eg underside of sink, within timber riser
Brief description of change in condition from that stated within the asbestos register
()] extract - more particularly described in the 'Damage’ field on the page of the asbestos
element.
The nature of the asbestos element eg Wall panel / AIB, Cistern / resin. Examples can
(9] be found in the 'Use' and 'Product Types' within the asbestos register extract within the
asbestos register extract.
0) One of 'Chrysotile’, 'Amphibole asbestos excluding Crocidolite’, 'Crocidolite’.
(m) Name of analytical company confirming asbestos sample type.
) Reference number assigned to the asbestos sample as given by the analytical company
in their report.
(0) Nature of treatment carried out to the asbestos element. (Recommended treatment can
be found within chapter 6 of the asbestos register extract notes.).
(p) Name of company undertaking the treatment of the asbestos element.
(a) The date on which the treatment to the asbestos element was carried out.
The company's reference number found on the air monitoring certificate which relates to
(r) the air monitoring carried out subsequent to the treatment of the asbestos element -
attach copy of certificate.
(s) Name of the company commissioned to undertake the removal of the asbestos element.
The company's reference number found on the Four Stage Air Clearance certificate.
(t) . : .
Received if an enclosure has been required for the removal of asbestos.
(L) The company's reference number found on the Background/Reassurance certificate.
Received if an enclosure was not required for the removal of asbestos.
The reference number found on the Waste Consignment notice. This shall be received
v) . .
from the contractor disposing of the asbestos waste.
(w) The date that the asbestos element was removed.
(x) Enter new room use of the room, as is different from that stated under the field ‘Use' on

the page of the asbestos element within the asbestos register extract. . . o/




A Monitorin
Log Guide

When it is time to inspect the Asbestos samples within your establishment, it is best practice to
use the live Asbestos Monitoring log that is available on the property portal. Below is a step by
step guide to help you view and export the log for you to update and send back for us to make

any amendments to the Asbestos Register.

1. Sign on to the Portal and open the main

. > Asbestos Monitoring Lo
page for your establishment. T
- 134-LOGO

. . . - Asbestos plan - 00134 _pdf

On the right-hand side of the page in the - Floor and Site Plan - 00134
. . . - LANCASTRIAM INF FINAL PDP REPORT 11-12

useful links section, click the Asbestos [ LANCASTRIAN INF FINAL POF REPORT 12+
Monitoring Log link. - Net Capacity Report

Choose export type

2 TO dOWﬂ/OGdG COpy tO an EXCEI Spreadsheet Use the drop-down list to specify the export file format.

) X R et - | Cancel | | Export )
so it can be amended, click on the “EXPORT” | (o comms seimieny & ot

o o DIF {Data Interchange Format) (*.di
button from the Actions tab in the top left Pormatted Text (Spacs detmitad) (- prn)

GIF Image (*_gif)
Hyper-Text Markup Language (archived) (*.zip

corner of the page. This will then show a drop | HypecTex Merkup Langus G

down menu of all the file types you can export | g rerops it Cxmb
the document too, select MS Excel (xls) then | /SVii @ymbone tinkg ¢ g+ *"

. Text (Tab delimited) (.txt)
click the export button. Web Query for Microsoft Excel 2000+ (* iqy)
WKS (Lotus 1-2-3) (*.wks)

L5l

»

3 TO Comp/ete the export C/iCk the llclick to Connect > Workbooks > ASBESTOS MONITORING LOG - Asbestos Monitoring Log =
'. ” ) . Export Ready
VIeW or SaVe bUtton- ThIS W’” then Open The export you requested is ready. Please click the button below to open the exported document to view or save it
an excel workbook for you to print amend
or save.

(_Click to view or save )

Return to worksheet

GENERAL HINTS & TIPS

ORIGINAL
CONTRACTOR
SURVEY &
PHOTO FILE NAMES CONSIGNMENT
MATCH THE PHOTO NOTES ARE SENT
NAMES LISTED IN
THE RES FILE
ALL ASBESTOS
WSCC CAD SAMPLE ASSET NAMES
BLOCK IS USED TO AND REF’S ARE
PRESENT SAMPLES ON CAD PLAN REFLECTS UNIQUE ON THE
THE FLOOR PLAN THE RES FILE RES FILE

CHANGES




