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	Template for Annual Appointment Letter for
Departmental Biological Safety Officer (DBSO)
To be printed on departmental headed paper
Please modify to fit your particular departmental management systems
[Do not forget to send a copy to the Head of Biosafety HSD_Biosafety@admin.cam.ac.uk, at the Safety Office]



Dear

Appointment as Departmental Biological Safety Officer (DBSO)

I confirm that you will, on my behalf, undertake the duties and tasks of the Departmental Biological Safety Officer (DBSO). The appointment will be reported to the University Sub-committee for Biological Safety.
[bookmark: _GoBack]
Your appointment as DBSO will be until further notice and reviewed annually. 

To fulfil your role, I will provide sufficient resources in terms of money, time and support and also the authority to carry out your tasks efficiently and effectively.

In addition to an executive role, acting on my behalf in many issues of biological safety, you will also have an advisory and co-ordinating role.

I expect you to fulfil the tasks as outlined below. In assigning you these duties I must stress that all supervisory staff carry responsibilities for health and safety for themselves and the persons that work under, for, or with them (research supervisors must have regard for the students they supervise).  Therefore, there will be instances where I do not expect you to personally carry out these tasks, but to ensure that the tasks are identified and that there are persons assigned to carry out these tasks. However, I would expect you to coordinate and monitor the execution of these tasks.

[Pick from the following, add your own, modify as necessary]

I would expect you to:

· Be familiar with the University’s and our Department’s Health and Safety Policy.

· Chair (or act as Secretary to) the Departmental Biological Safety Committee and/or GM Committee. 

· Coordinate visits of inspectors or outside specialists relating to GMOs and regulated pathogens, ensuring the School Safety Officer and Safety Office are involved.  

· Ensure that the Department implements University policy by having regularly updated written procedures in place covering the following:
· Waste disposal – implementing robust systems for inactivation of all biological waste.
· Safe transport and storage of biological material.
· Suitable and sufficient risk assessments, including COSHH, Bio risk assessment, GM work and CL3 if applicable. 
· Procedures for safe use of biological agents – especially CL2 and 3 activities.
· CL3 lab Code of Practice, maintained in cooperation with CL3 lab manager where applicable.

· Ensure control measures are sufficient and equipment is maintained and that correct fumigation/disinfection procedures are being followed.

· Ensure any licences and notifications are in place, including initial notification of premises for GM work and any new CL2 or CL3 work to HSE, animal by-products are covered under the University APHA licence, animal pathogens might fall under SAPO, storage of human tissue might require compliance with an HTA licence and ethical approval, etc. If in doubt, contact the School Safety Officer or Safety Office.

· Being the point of contact for the Department regarding Schedule 5 (Anti-terrorism, Crime and Security Act 2001) pathogens and toxins, ensuring that the University Security Team, School Safety Officers and the Head of Biological Safety are formally informed about any proposed acquisitions and that the Home Office is notified.

· Co-operate and liaise with Occupational Health in the provision of occupational health surveillance and health monitoring where necessary (e.g., after a significant exposure to an infectious agent or for CL3 work).

· Be assured of the competency of individuals and that training is documented (including refresher training and contingency plan rehearsals).

· Arrange, undertake or assist in the periodic inspections of Departmental premises where biological work is being undertaken.

· Be involved with the investigation of any biological incident or accident, ensuring necessary remedial actions are implemented, reporting as appropriate to the University’s Safety Office or SSO, and liaising as required with any external Agency, or University offices eg Safety, Insurance, Occupational Health, etc.

· Maintain liaison with [name all staff within the Department who have a safety component within their role] eg DSO, PD (Person Designated for HTA compliance), RPS and any technical staff who have safety duties.

· Make an annual report (in writing) to me regarding Biological Safety in the Department.  At all times let me know of any problems and resource implications.

· Accurately complete all questionnaires and surveys requested by the University’s Safety Office.  This may include information on plant or animal pathogens, ‘polio holdings’ etc.  

· Attend all training sessions and meetings as recommended by the Safety Office.  Attendance at the annual BSO Event organised by the University’s Safety Office is expected unless there is some very good reason for excusal.  

· Provide advice as part of a project team, including facilities managers, School Safety Officers and the Safety Office, on the design of laboratories to be used for work with biological agents, GMOs, and other biological material and ensure current facilities are appropriate.

Yours sincerely




Head of Department

Name (Print): 	_______________________________________________________

Date:		_______________________________________________________







Biological Safety Officer’s Signature: 	________________________________________________


Name (Print):				________________________________________________



Date:					________________________________________________





cc	 Head of Biosafety, Safety Office
	School Safety Officer
