Guidance on Appointment of a Laser Safety Officer

This guidance gives information regarding the appointment of a Laser Safety Officer (LSO). A suggested format for an appointment letter is attached. Note that it is only a suggested format, which you may find useful and it can be amended to reflect local safety arrangements (for example appointing a laser Safety Officer for a particular building or area, or extending the duties to supervise safe use of ultraviolet sources in addition to lasers).
Laser Safety Management duties are outlined in Section 2 of the University’s Health and Safety – Policies and Codes of Practice, HSD013R, “Safe Use of Lasers”. The Head of Department must appoint in writing a Departmental Laser Safety Officer where necessary following the process set out here http://www.admin.cam.ac.uk/offices/hr/policy/safety/. 

The selection of an LSO must be discussed and agreed between the Head of Department and the LSO (and payment confirmed by Human Resources), followed by a letter of appointment from the Head of Department to the LSO which is conditional on training and refresher training. A copy of the letter must be forwarded to the University Radiation Protection Officer and the Departmental Safety Officer for their information.  The University Radiation Protection Officer will then visit the department to provide support, appropriate training and discuss further training needs as required. 
The LSO (as defined in the addition to the Laser Safety Standard IEC TR 60825-14:2004, Safety of laser products: A user's guide) is expected to:

1.
Be aware of all laser products, maintain records, and be aware of any special requirements or restrictions.  
2.
Monitor compliance with procedures for ensuring safe laser use, maintain appropriate written records, and take immediate and appropriate action in respect of any non-compliance or apparent inadequacy in such procedures.

Appropriate control measures are described in the Health and Safety – Policies and Codes of Practice, HSD013R “Safe Use of Lasers” and the Technical report IEC 60825-14.

The LSO must have the authority to take action immediately to suspend any work with lasers if they consider it unsafe, and this authority should be clearly delegated to the LSO in writing by the Head of Department. The LSO must also be given the time and resources necessary in order to fulfill their role.
The LSO must have received adequate training (also taking into consideration previous experience) prior to starting their role. Departments should therefore plan to accommodate changes in personnel in advance as far as possible, and discuss the suitability of the appointment of the new LSO with the University Safety Office as early as possible.
Selection and suitability for appointment as LSO

The LSO should 

· understand any relevant standards and legislation affecting work with lasers

· understand necessary precautions and control measures and the extent to which these will reduce risk of exposure

· command sufficient authority to ensure that any safe working procedures are followed

· be familiar with relevant university and departmental safety documentation

· know what to do in an emergency

It is important that members of the department are aware that the LSO is carrying out a delegated task on behalf of and supported by the Head of Department. Everyone has duties under the Heath and Safety at Work Act, but Heads of Department are both responsible and accountable for health and safety within their department, and this cannot be delegated.
Suggested Format for letter of appointment of a Laser Safety Officer

Dear ________________________

Appointment of Laser Safety Officer

Further to our discussions and agreement (re payment) from the HR Division, I confirm that you will, with effect from ____________         (date), undertake the role of Laser Safety Officer (LSO) within the Department of _________ on my behalf. This appointment will be reported to the Consultative Committee for Safety, Sub-committee for Ionising and Non-ionising Radiations. I agree to provide you with such resources as are needed to carry out the role, and to ensure that all members of the Department are informed that you have my authority to control matters relating to the safe use of lasers within the department, including the authority to take action immediately to suspend any work with lasers if you consider it unsafe. You should report to me any difficulties that may arise involving members of staff whilst undertaking this role on my behalf. You should provide me with regular reports, at least annually, on the laser safety tasks that you are expected to undertake and you should also provide regular reports to meetings of the Departmental Safety Committee, of which you will be a member. 

This appointment is conditional on you attending a suitable training course and, from time to time, attending update meetings. The University Health and Safety Office will arrange these courses and meetings.

The duties of an LSO are outlined in section 2.1.3 of “Safe Use of Lasers”. The main role of the LSO is to ensure that local rules are followed; however the role of the LSO in the University of Cambridge also includes:
· providing advice and guidance on Laser Safety within the department (consulting with the University Safety Office whenever necessary)
· ensuring that risk assessments, local rules and procedures are in place and followed
· reporting and investigating any accident or incident involving a laser, including “near misses”

· maintaining any necessary registers of lasers and laser users

· routinely inspecting laser installations.

In addition, the LSO should: 

· understand any relevant standards and legislation affecting work with lasers

· understand necessary precautions and control measures and the extent to which these will reduce risk of exposure

· command sufficient authority to ensure that any safe working procedures are followed 

· be familiar with relevant university and departmental safety documentation

· know what to do in an emergency.

Yours sincerely,

Head of Department
c. Departmental Safety Officer

c. Lisabeth Yates (Radiation Protection Officer, University Safety Office)
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