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Form (Al): The orientation checklist for the new staff

Tick all of the topics covered in this induction Tick

Contents of Health and Safety Handbook

Outlines of Health and Safety Regulations

Fire Exit

First aid

Emergency Phone Numbers

Emergency Evacuation Procedures

Hazard Symbols (Signage)

Potential Hazard control

How to Report Incident

Safe Work Environment and use of Equipment

The use of Personal Protective Equipment (PPE)

I have received and understood the safety induction as outlined.

New staff signature: Date:

Safety representor signature: Date:
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Form (A2): The orientation checklist for the new students

Tick all of the topics covered in this induction Tick

Contents of Health and Safety Handbook

How to minimize Risk in Laboratory and Lecture hall

Fire Exit

Fire Assembly points

First aid Box

Emergency Phone Numbers

Emergency Evacuation Procedures

Hazard Symbols (Signage)

Potential Hazard control

Safe Work Environment and use of Equipment

The use of Personal Protective Equipment (PPE)

Explain the Dress Code

Student's signature to confirm that he has read and understood the contents of the safety
Handbook and he has received a verbal presentation.

Signature of Student Date:

Signature of Safety representor Date:
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Form (B): Eligibility of the out-working-hours duties

NAME.....coo et e (Print in capital letters)
| confirm that:

¢ | have read and understood the safety regulations and handbook.

SigNed......cceeeeerrecnr e s e eenes DAt s s sennsan e sns seesnesnnss e sessnssaesrnasnaneseas
Head of Department (print in capital letters)
Local Safety Officer (print in capital letters)

Work Description:

Risk Assessment and COSHH forms completed (Y/N)

Date commencing Date........... YT / 14---H

Date ending Date........... YT / 14---H

Room Number and Building

Head of Department Signature: Date:.......... Y / 14---H

Local Safety Officer Signature: Date........... Y / 14---H
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Form (C): Risk assessment

Activity Title (Experimental work):

Brief description of the activity:

Academic Assessor (Researcher/Staff):

Laboratory name/No. Building name:---------------—-—---

Assessment Date / / 14---—-H

Chemicals List Health Hazard

*Use Material Safety Data Sheet (MSDS).

The risk assessment for Biological Samples should be performed on basis of Biohazard to Human
Health. Using of fume hood and biosafety cabinet and PPE should be considered in the risk assessment.
Disposal procedures and actions to be taken in case of accident should be considered in this assessment.

Risk Assessment: Acceptable (YES/NO)

| have completed this risk assessment and | am aware of the hazards involved in this experimental work.

Signature of Assessor Date / /14----H

| confirm that the Assessor is aware of the hazards involved in the above activity. Therefore, this activity
is deemed to be safe and has my approval.

Signature of Supervisor: Date / /14----H
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Form (D): Incident report

Name of Person involved in incident:

Status: Student Staff Visitor

Location of Incident:

Date of Incident: / /14----H

Time of Incident:

Details:

What actions were taken regarding the injured person?

Action Tick

Returned to normal work

First aid given

Treated by Doctor

Referred to Hospital

Transported by Ambulance to Hospital

What can be done to prevent the recurrences of the Incident?

Signature of Injured Person Date----/ /14----H
Signature of Laboratory Supervisor Date----/ /14----H
Signature of Safety Manager Date----/ /14----H
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Form (E1): Inspection of safety tools

Safety Items Yes* No

Fire Extinguisher

Smoke alarm

Laboratory Shower

Gas alarm

First Aid Box

Emergency Phone Numbers

* The item on its location, sealed and not expired

Inspector/trained Staff Signature: Date........... Y / 14---H

Safety Officer /Head of Department Signature: Date........... Y / 14----H
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Form (E2): General inspection of safety tools

Name of the Inspector:

Date: /----/14----H
Location: Laboratory Office Store
Department:

Building Name:

Inspection action

Yes

No

Comments

Workplace is clean and tidy

Floors are clear and exits are unbarred

Corridors and Stairways are unobstructed

Fire exit signs are posted Cleary

Emergency evacuation plans are posted at all public entrances to the building.

Safety Signs are on laboratories doors

Hazard signs are visible

Biohazard bins are clearly labeled

Broken glass bins are clearly labeled

All wastes are clearly Sorted

Electrical cords and plugs are in good condition

Equipment's are clean and working properly

Fire alarms and fire extinguishers are visible and accessible.

Emergency exits are visible

Fire doors are kept always closed

Signature of the Inspector Date----/ /14----H

Further actions to be taken (Yes/No)

If yes specify:

Signature of Safety Manager Date----/------- /14----H
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Safety Shower Eye wash Biohazard

| B A

Toxic Fire Blanket Radioactive

First Aid Flammable Harmful
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http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Biohazard.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Toxic.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Fire-Blanket-Safety-Sign.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Radioactive-Symbol.-1Lw.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/First-Aid-Sign.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Flammable.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Harmful-or-Irritant.htm

Eye protection
must be worn

Carcinogen
Eye Protection Hazard

Explosive

LASER RADIATION Corrosive
Laser Radiation Escape Route

Assembly Point Fire Exit No smoking

Lab coats

must be worn

in this area Harmfal N/
Lab Coat Oxidizing
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http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Explosives.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Carcinogen-Hazard-Symbol.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Laser-Radiation-Symbol.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Corrosive-Materials-Sign.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Escape-Route-Sign.htm
http://chemistry.about.com/od/healthsafety/ig/Laboratory-Safety-Signs/Assembly-or-Evacuation-Sign.htm
http://www.perfectsafetysigns.com/fire_exit_health_and_technical_memorandum_ct162/Fire_Exit_Sign_-_Running_Man_R_prd451.aspx#productTableAnchor
http://www.leosignage.com/signage-products_Prohibition+Signs_No+Smoking+Signs_No+Smoking+Signs-63-272-88.html

Bio-waste Bin Broken Glass Bin Recycling Sign
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