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1. Example letter of appointment


Our Ref:


Your Ref:

Date







Address

Dear 

Re: Responsible Person (Water), …….at ………General Hospital.

You are hereby appointed as the Responsible Person (Water) for the Hywel Dda University Health Board to carry out the duties as detailed below in association with the Infection Prevention & Control Team and Operational Maintenance Staff:

· Devise and manage the necessary procedures for the prevention of P Aeruginosa & legionnaires disease and through competent trained staff, ensure that the quality of water is maintained.

· Advise on potential areas of risk and identifying where systems do not comply with HTM 04-01, and HTM 03-01.

· Liaise with the water undertakers, environmental health and microbiology departments and advise on the continuing procedures necessary to ensure acceptable water quality.

· Advise on the necessary continuing procedures for the prevention of Legionella.

· Monitor the implementation and efficacy of those procedures in conjunction with the Estates Department.

· Approve and identify any changes to the procedures.

· Ensure that equipment which is connected to the water supply is properly installed.

· Maintain adequate records in a format which can be easily audited.

· Ensure adequate operating and maintenance documentation exist that records are up to date and accurate.

· Implement an effective maintenance policy and Water Safety Plan that incorporates a fully detailed operating and maintenance documentation system and the introduction of logbooks and ensure that records are up to date and accurate.

· Appoint a Deputy Responsible Person (Water) that shall act for the Responsible Person on all occasions when the Responsible Person is unavailable.

· Appoint in writing the nominated ‘co-ordinating CP’s as identified in HTM 04-01.

· Identify where specialists are required and take the appropriate action to ensure that they are available when required but ultimately have the responsibility for co-ordinating the activities of such specialists.

· Insure an RPW attends the Water Safety Group meetings (alternatively makes sure that a deputy officer is nominated to attend in his/her absence) and cascades all relevant water safety issues at the senior site operational managers meetings.

The appointment of Responsible Person (Water) will be effective from the date of your signature.

Please confirm your acceptance of the appointment by signing and returning a copy of this letter.

Issued by:
Designated Person /Duty Holder – Chief Operating Officer (COO) (or nominated deputy)

Signature:
…………………………………………
Name: …………………………………………

Dated
:
…………………………………………


Re: Appointment as a Responsible Person (Water) for the Health Board

Acceptance:

Signature
…………………………………………

Print

…………………………………………

Dated

…………………………………………





































Hywel Dda University Health Board  


Ystwyth Offices


Hafan Derwen


Carmarthen


Carmarthenshire


SA31 3BB
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