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1. Logging-In 

Once you have your username and password from Corporate Health and Safety (contact details 
at the end of this document), the Sypol system can be found on the following page (internet access 
required): 

http://cms.sypol.com/ 
 

The log-in page looks like this: 

 

 

Note: There is a Forgotten Password icon near the middle of the log-in page if required. 

 

 

 

 

 

 

 

 

 

 

 

http://cms.sypol.com/
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2. Once you’ve logged in 

When you first access the Sypol CMS software you are taken to the My Sypol CMS home screen. 

This front screen provides a direct link to the key functions:   

  

To return to this screen at any point you can click My Sypol CMS in the top left‐hand corner of the 

screen.   

Users will need to save their risk assessments in folders (known as Work Areas). Saving risk 

assessments is shown later in this guide in Section 3 (Creating Risk Assessments). Work Areas 

have already been set-up for Ealing staff based on the various Directorates (see below): 
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3. Creating COSHH Assessments  

  

(Note-Through the ‘Create Assessment’ function, you can ‘Create a Multi-Task assessment’ 

instead if required. An example of this would be a task that involved say sanding wood and then 

using a high-gloss paint). 

 

 
  

 

If the material you are using is not on the database, go to page 9 and follow the process Materials 

NOT on the Sypol database. Otherwise, go to page 5. 
 

  
  

  

              

            

       

                              

                       

                          

  

Step 1 - select 

Create Assessment 

This box 

highlights the 

steps you are 

following 

Step 2 – Type the tradename of the material 

e.g. WD – 40 into the box below Tradename. 

The system will return search suggestions in 

a drop-down list. Click on  to confirm the 

search. 
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-Materials ON the Sypol database  
  

 
   

  

 
  
 

  
  

  

              

     

  

  
  
  

  
  
  
  
  
  

                              
                           

                            
                    

    

  

                                
                       

                       

Step 3 – Select the 

product you require 
Step 4 – 

Select 

  

Step 5 – A safety data sheet (SDS) may 

be on system if material is in existing 

database. Select the link to view the SDS. 

Step 6 – Compare this SDS with the most 

recent one provided to you by the 

supplier. If the one you have is more up-

to-date, please select YES and send 

through for Sypol to review the 

assessment.  Select relevant option. 

Step 7 – Select  
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Note: Quantity levels in Sypol: 

 

Extremely small refers to less than 1 ml (or 1g) 

Small refers to less than 100 ml (or 100g) 

Large refers to 100,000 ml (or 100,000g) or above 

Normal refers to anything in-between 100ml and 100,000ml (or 100g and 100,000g) 

 

 

 

 

 

 

 

 

 

 

 

 

Step 8 – Select ‘yes’ to be 

able to select from the 

existing list of activities (e.g. 

indoor with poor ventilation). 

Step 9 – Select 

the relevant 

activity from the 

list. 
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Note: The overall (cumulative) risk 

rating is provided for the selected 

exposure and application 

scenario. 

Step 12 – Review the activities returned by the system by selecting on 

them individually. Deselect those that are not relevant. If ‘new’ appears in 

the column ActNo, this means a new activity needs to be written by Sypol. 

Step 10 – Complete the 

remaining usage details, try and 

respond to each question to get 

the best possible assessment. 

Step 11 – Select 

 

Step 13 – Select 
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If your assessment needs to be written by the Sypol Team, you will be asked to enter your details 

and select whether you require the assessment as an emergency request with a 24-hour 

turnaround (restrictions apply so please speak with Corporate Health and Safety first). After 

completing this screen click ‘Next’.  
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  
  

 

 

 

 

 

 

Step 14 – Select the work 

area(s) you wish to add the 

assessment to. 

Step 15 – Select 

 

Step 16 – To complete the request, select 

Confirm Request  

or select  to create a 

further assessment. 
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Materials NOT on the Sypol database  

You can upload your own safety data sheets for materials not currently on the Sypol database. These will 

go to the Sypol Consultants before the risk assessment can be created. The turnaround time is around 5 

working days. 

 

 

 

 
 

 

 

   

 
  

 

  

  

  
  
  

    

  

  
  

  

                              

                         

    

  

Step 1 – Select Create 

Assessment 

Step 3 –  

Select  

 

Step 2 – Search for your material (eg 

Product x) 

Step 4 – Enter your material details 

Step 5 –  

Select  
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Step 6 – Select Yes to upload your Safety Data Sheet (SDS) 

Step 7 – Select Upload Files to attach SDS  

Step 9 – Select Next Step 8 – Select Browse to locate your 

SDS. Then select Upload.  
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Step 10 – Select the method, area and exposure duration to reflect how 

the material is used 

Step 11 – Complete the remaining 

usage details, try and respond to 

each question to get the best 

possible assessment 

Step 12 – Select the work 

area(s) you wish to add the 

assessment to. 

Step 13 –  

Select  
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Step 14 – Enter your details. Only select an emergency request after having 

discussed it with Corporate Health and safety first. 

Step 15 – To complete the request, select 

Confirm Request  

or select  to create a 

further assessment. 



   

13 
Version 1.0 Sypol COSHH Risk Assessment Tool-User Guide October 2018 

 

 

4. COSHH Control Sheets 
  

An assessment added into your Work Area/Sub Work Area will show a  (A) under the EXP (exposure 

scenario) column. The COSHH regulations however requires the ongoing effectiveness of controls through 

maintenance; and that any concern for residual risk is addressed through monitoring and health surveillance. 

These aspects, and others, are covered in Sypol through assessment specific COSHH Control Sheets (CCS).  

  

Completing a COSHH Control Sheet (CCS)  

  

Within your work area an exclamation mark ( ) under the COSHH Control Sheet (CCS) column reflects 
that your assessment is currently deemed as not suitable and sufficient until you have stated whether the 
actions given by the CCS are undertaken or not.  

  

The steps below show you how to do this.  

 

 
 

 

 
 

 

 

 

 

Step 1 – Click  to complete the CCS. 

Step 2 – Read through all of the actions and select either yes, no or not yet determined. If No 

is selected, an explanation will be required under further information. If not yet determined is 

selected,  (B) appears to signify that the CCS is in progress. 

 

Step 3 –  

Select  

Save 

A 

B 
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The four elements to the Sypol COSHH Risk Assessment have now been created: 
  

  

  

  

  

  

  

  

  

  

  

  

(Exposure scenario)                     (Principal part of COSHH Assessment)

  

  

  

  

  

  

  

  

  

  

  

  

 

 

 

(Cut-down version of Summary Sheet)              (COSHH compliance questions) 

Step 4 – Once completed, a  will replace the  
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COSHH Summary Sheet explained- 
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5. Copying COSHH risk assessments 
 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
 

 
 

 

 

 

Step 1 – Select All Areas from the Work Areas. This gives you access to all COSHH risk 

assessments. These are then displayed on the right-hand side of the screen. 

Step 2 – Select the COSHH risk assessment that you wish to copy into your own work 

area. 
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Step 3 –  Select the top (not bottom) Action icon, then select copy assessments from 

this work area 

 

Step 4 –  The system will tell you that a COSHH risk assessment will be copied. 
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Step 5 –  Select the Work Area where you want the COSHH assessment to be copied to.  

 

 

Step 6 –  

Select  

Copy 

Step 7 –  The system tells you that you are about to copy a COSHH risk assessment to your 

selected Work Area. Select OK. 
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Step 7 –  You will now see the copied COSHH risk assessment in your selected Work 

Area. 
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6. Printing a COSHH Risk Assessment  
  
Although you can view the full details of your COSHH risk assessment on-screen, many users will want to 

create a PDF version that they can email to colleagues, print or save onto a computer. 

  

 

 

 

 
 

 

 

 

 

 

 

 

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Step 1 –  Select your assessment 

 

 

 

Step 2 –  Select Action 

 

 

 

Step 3 –  Select Print Assessment 

 

 

 
Step 4 –  Follow the on -screen steps to Open and Print your assessment, or to Save your 

assessment as a PDF file 
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7. Management of Sypol   
You have now looked at all of the key functionality of the software, and should be able to populate Sypol with 

suitable and sufficient assessments.  Most of the ongoing management can be done from a single screen – 

My Sypol CMS.  

  

 
 

Many Options then exist such as viewing Significantly Changed assessments (i.e. those that the Sypol 

Team have changed due to a change in legislation or the receipt of an updated SDS perhaps). 

 

Awaiting Review  

This informs you of any COSHH risk assessments that Sypol suggests you review based on a 1- year, 3-year 

or 5-year period. Corporate Health and Safety recommends that Ealing Staff review all risk assessments 

(including COSHH) at least every two years or earlier if there has been a significant change. Schools have 

a regime of reviewing their COSHH risk assessments annually. 

 

Awaiting your Attention   

Awaiting your attention is where all requests appear once your COSHH Summary Sheet and Worker 

Reference Sheet has been written by a Consultant.  These requests will need to be acknowledged before 

they can be completed (by answering the Yes/No considerations on the COSHH Control Sheet (CCS)). Once 

received, an individual assessment can be acknowledged by selecting the assessment you wish to 

acknowledge and clicking Acknowledge Request under Action. The assessment will then enter 

Incomplete Assessments.  

  

If you wish to acknowledge all requests, instead of following the previous instruction, you will need to click 

Acknowledge All Requests under Action. All assessments will then enter Incomplete Assessments.   

  

Incomplete Assessments   

Incomplete Assessments are assessments that currently lack a COSHH Control Sheet (CCS). To complete 

an assessment, you will need to click on the  COSHH Control Sheet is incomplete icon to complete the 

CCS. This will take you through the Yes/No consideration questions as described previously.  

 

Complete Assessments   

Complete Assessments are those assessments which have an Exposure Scenario, COSHH Summary Sheet, 

COSHH Worker Reference Sheet and CCS. No action is required when assessments appear in the Complete 

Assessment folder.  
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8. Help and Support   
 

Sypol Helpdesk (Support available Monday to Friday 9am to 5pm):  

Tel - 01296 678 464 

E‐mail: cms.helpdesk@alcumusgroup.com 
 

 

Corporate Health and Safety: 

Tel - 0208 825 7681 

E-mail: corporate_health_and_safety@ealing.gov.uk 
 

 

Assessment Interpretation Manual: 

Available on the help page of Sypol (top right of the screen once you’ve logged in- see below). 

This provides interpretation information such as symbol definitions and a glossary of terms. 

A useful reference document for the user. 
  

 
  

  

  

  

  

  

  

  

  

  

  

  

  

  


