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UNIVERSITY OF LEEDS



Radiation Protection Service
Department of Wellbeing, Safety & Health

Appointment of a Radiation Safety Coordinator
	Name:



	E-mail & telephone:



	Faculty & School:



	Geographical area of responsibility (may include a list of laboratories or defined work areas):


	Signature & date (see the notes for Radiation safety Coordinators before signing):



	Previous practical radiation work experience (practice & organisation)
	Type of work
	Dates of work

	
	
	

	
	
	

	Previous radiation safety training courses (title)
	Provider / venue
	Date

	
	
	

	
	
	

	Head of School / Dean of Faculty:



	Signature & date (see the ‘note for Heads / Deans before signing):




Note for Heads  /  Deans

The need to appoint RSCs derives from regulation 7(1) of the Management of Health and Safety at Work Regulations 1999 requires that '...Every employer...shall appoint one or more competent persons to assist him in undertaking measures...to comply with the requirements...relevant statutory provisions...'
After giving consideration to the complexity of the uses of sources of ionising radiation (along with other pressures) within their area a HoS or Dean should determine:

· how many RSCs are needed and the time that must be allocated to each one, and,

· the individual or collective experience within the team of RSCs.

The role of RSC should be written into the nominees job description and be subject to the SRDS process.

Notes for Radiation safety Coordinators
Role
The Radiation Safety Coordinator (RSC) is appointed by the Head of School or Dean of Faculty to assist the School / Faculty to secure statutory compliance with respect to the uses of sources of ionising radiation. RSCs will effectively discharge their duties through the completion of a number of administrative, practical and support tasks.

· Administrative tasks include working with radiation groups to prepare local rules, standard operating procedures and risk assessments, process applications & termination reports, approve acquisitions of radioactive materials or sources, supervising waste management arrangements, and issuing radiation dosemeters.
· Practical tasks include carrying out periodic workplace monitoring surveys and inspections, checking the continuing suitability of facilities, ensuring Radiation Protection Supervisors (RPSs) enforce Local Rules, and where necessary implementing contingency / emergency actions.

· Support tasks include assisting RPSs with the preparation of suitable and sufficient local rules and thereafter advising them on their enforcement, supporting Health & Safety Managers (HSMs) and liaising with the Radiation Protection Service.
RSCs are most likely to be Postdoctoral, technical or academic-related staff.

Reporting line and Status
In most cases the RSC will be appointed by the Head of School (HoS), although in some areas this could be a senior manager of equivalent standing or the Dean of Faculty. The RSC cuts across research groups and has executive authority that is donated directly by the appointing officer.

Operational reporting is to the University Radiation Protection Officer (RPO) and to the Faculty HSM.
Training and Core Competence
An RSC should be sufficiently familiar with laboratory environments and the type of uses of radiation so as to effectively and safely make interventions, implement emergency actions and contingency plans. As a guide, it is considered essential that an RSC should be able to stand alone and control events without immediate assistance from other specialists.

To achieve baseline competence an RSC must have attended the Radman Associates Course for RPSs (Laboratory Radiochemicals) (http://www.radman.co.uk/default.aspx), and must receive refresher training every three years.
All RSCs must complete the ‘RPS training’ e-learning module which can be found in the ‘Radiation Safety Training’ organisation in Minerva.  Enrol to Radiation Safety Training here.

The RSC must satisfy the Health and Safety Executives seven ‘Core of Competence’ requirements for Radiation Protection Supervisors (http://www.hse.gov.uk/pubns/irp6.pdf).

Duties (administrative)

1) To assist in the preparation of radiation justification proposals and best practicable means (BPM) statements.

2) To assist with the preparation of radiation worker permit applications.

3) To assist the radiation employer, RPS, line managers and users in the preparation of adequate local rules, risk assessments, justification / BPM statements and other associated protocols.

4) To collate and check documentation from new users, and existing users who are seeking to open or renew permits. To ensure that documentation has been properly signed off and responsibilities accepted.

5) To liaise with the Radiation Protection Service (RPO) on the progress of applications, to issue permits received from the Service.

6) To ensure that users have received suitable and sufficient radiation training before they commence work with sources of ionising radiation.

7) To maintain a Radiation Safety File in each radiation area and ensure that the documentation filed therein (permits, risk assessments, etc.) remains current.

8) To notify the RPO of any changes in laboratory practice or of staffing changes.

9) To notify the RPO of any users or groups who intend to cease work and in conjunction with the Service, manage de-registration / decommissioning processes, providing documentation to the user and line manager for local sign-off.

10) To notify the RPA of any changes proposals to modify or decommission radiation facilities, and to arrange for Design Assessments, Critical Examinations and Clearance Surveys to be undertaken.

11) To manage the facility / laboratory commissioning and decommissioning process and also to distribute the necessary permissions certificates.

12) To manage the issuing of local permits to work for contractors in radiation areas.

13) To liaise with the RPA to undertake bi-monthly surveys of radiation areas in order to ensure that a) radiation areas remain properly designated and ‘fit for purpose’, and that standards of protection are at an acceptable level.

14) To carry out monthly checks identified on record sheets (sources and samples are properly labelled and accounted for, waste has been disposed of, laboratories are tidy and in good condition, dosimetry is consistent with identified workers logged into the area, areas are properly identified and labelled, etc).

15) To liaise with the RPO on a monthly basis to ensure that radioactive materials and waste are properly accounted for; specifically to ensure that the isotope inventory software is updated and is a true and accurate record of stocks and locations of stocks, materials and waste, and in addition, to ensure that the limitations and conditions on the area permits are being complied with.

16) To ensure that all purchases or acquisitions of sources of ionising radiation are authorised. 
17) To report accidents and incidents via Sentinel and face-to-face to the Service.

18) To manage the local issue of radiation dosemeters, in particular to ensure that dosemeters are issued and recovered in a timely manner.

Duties (practical)

19) To ensure that work is carried out at properly designated and equipped workstations, and that users sign in and out of workstations on each occasion they are used.

20) To ensure that radiation laboratories are clean, tidy, uncluttered and do not contain stockpiled or unused equipment.

21) To ensure that work with open and closed sources, and x-rays is undertaken in appropriately designated work areas.
22) To ensure that radiation monitors are appropriate, calibrated and functioning correctly.

23) To ensure that workers using unsealed radioactive materials monitor work areas before, during and after working, and to ensure that workers record that areas are free from contamination when they have finished work for the day.

24) To ensure that signage is relevant and up to date.

Emergency plans and compliance

25) To co-ordinate actions taken in the event of an occurrence and initiate emergency plans if necessary.

26) To supervise the clean-up of minor spills, calling upon the Service to assist if necessary. Using discretion, to bring the attention of the HoRP to occurrences as soon as possible.

27) To report unresolved issues to the Head of Radiation Protection.

28) To submit reports on Sentinel where appropriate.
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