HIM & NRB - Laboratory CHECK-IN Form  

	Print Name:
	
	Phone:
	
	Email:
	

	Signature:
	
	Date:
	
	

	Department Name:
	
	PI:
	
	Bldg. Name:
	
	Room (s) #:
	



	Items
	Completed
	Date Completed
	Other

	Receive Environmental Health & Safety Manual from Environmental Health & Safety (EH&S) Office web page http://www.himnrbehs.com/himnrbehs/ 
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure that No Dumping Massachusetts Water Resource Authority (MWRA) sink labels are in place at the sinks where hazardous chemicals are used.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure that lab personnel understand where and how to obtain chemicals, personal protective equipment (safety glasses, laboratory coats, chemically compatible gloves, and closed toed shoes), and pertinent safety procedures associated with working with hazardous chemicals.  Refer to the HIM/NRB Chemical Hygiene Plan (CHP) for details. (on EH&S website:  http://www.himnrbehs.com/himnrbehs/chemicalSafety.asp )
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure that lab personnel know where Material Safety Data Sheets (MSDS) are located in your department (also on EH&S web sites at: http://www.himnrbehs.com/himnrbehs/).
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	If you use or plan to use radioactive materials or x-ray machines or lasers, complete the Application for Radioactive Material Use at http://www.uos.harvard.edu/ehs/radsafety/aut_for.shtml.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-495-2060

	If laboratory will be shipping or receiving biological / infectious samples or materials, responsible lab personnel must complete shipping training.  (Training dates are available on the HIM/NRB EH&S webpage: http://www.himnrbehs.com/himnrbehs/training.asp ) 
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Laboratory may not transport radiological, chemical, biological, or Select Agents - an approved Department of Transportation (DOT) carrier is required or proper paperwork and containers are required if conducting the transportation via person or car.  Contact the EH&S Office for more information.
	 ( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Register all use of human cell lines, materials, tissue, or blood, rDNA, and infectious agents with Harvard Committee on Microbiological Safety (COMS) at http://www.hms.harvard.edu/orsp/coms/.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	If you are working with biological materials that are not registered with Harvard COMS then complete a COMS Survey Form.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Register with Harvard COMS before receiving or transferring Select Agents and toxins. Call your biosafety officer for more information.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Affix Biohazard stickers on equipment used to store, handle, or process potentially infectious materials.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Review the Harvard COMS policy manual when performing biological research.  (Available http://www.hms.harvard.edu/orsp/coms/)
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Review the HIM/NRB Biosafety Manual and Exposure Control Plan. (Available at http://www.himnrbehs.com/himnrbehs/biosafety.asp) 
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Ensure biological safety cabinets are certified before using them.  Contact B&V Testing for initial certification.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	800-851-9081

	Prohibit volatiles and natural gas from being stored/used in the biosafety cabinets.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Do not block grills/air intakes on biological safety cabinets.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Obtain a controlled substance license and registration from the Massachusetts Department of Public Health (MADPH) and Drug Enforcement Administration (DEA).  Contact your Department Administrator or the EH&S Office for additional information.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Obtain your institution’s controlled substance policy if you plan on working with controlled substances.  Contact the EH&S Office to obtain a copy.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Contact EH&S to establish Hazardous Waste Satellite Accumulation Areas (SAAs).
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Assign two people within the laboratory to be SAA contacts for your laboratory. 
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Ensure assigned SAA contacts are trained on their responsibilities. 
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Contact Johnson Controls, Inc. (JCI), which is the facility management company, for biological / infectious waste containers and to establish collection schedule. 
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-1901

	Contact JCI for recycle glass containers; recycle plastic containers, and solid waste containers.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-1901

	Lab staff must complete EH&S Training based on their laboratory activities. Refer to EH&S Training link at http://www.himnrbehs.com/himnrbehs/training.asp  
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Post Emergency Response Guide in areas that are easily accessible by all lab personnel.  Familiarize lab member with the procedures.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Designate two people to be Evacuation Monitors for your laboratory.  Ensure these people attend a training session on the responsibilities associated with being an evacuation monitor.  Submit an evacuation plan to the HIM/NRB EH&S Office. Make plan accessible to all staff. 
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Complete an electronic chemical inventory and National Fire Protection Association (NFPA) 704 Emergency Door Placard Questionnaire for each laboratory space and provide that information to the HIM/NRB EH&S office for NFPA diamonds.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Notify EH&S Office of photo processing locations.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Ensure that PI does not bring mercury-containing thermometers or equipment without scientific justification.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Find and familiarize self with spill cabinets in your building.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure the eyewash is accessible.  Do not store anything in front of eyewash.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure the drench shower is accessible.  Do not store anything in front of drench shower.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure the hand-washing area is accessible.  Does it have soap and paper towels available?  Contact JCI.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-1901

	Ensure material is not being stored within two feet of ceiling per the Massachusetts Building Code.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Do not block electrical panels.  Maintain 30-inch clearance.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure the electrical panels are labeled.  Contact JCI.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-1901

	Ensure electrical cords are in good condition (not frayed).
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure fume hoods are certified before using them.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Ensure the sash on the fume hood is being used at the certified sash height (typically 18 inches) or below.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Segregate incompatible chemicals from each other.  Refer to Safe Handling and Storage of Hazardous Material or EH&S web page http://www.himnrbehs.com/himnrbehs/
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Segregate bases and acids.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Segregate organic and inorganic acids. 
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Segregate flammable liquids from oxidizing agents.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Store chemicals away from heat sources or in direct sunlight.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Store chemicals on low open shelves or on bench tops.  Do not store chemicals on top shelves of bench tops.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Store flammables in flammable cabinets.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Store flammables, which require cold temperatures, in a flammable rated refrigerator.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Prohibit combustibles (e.g. cardboard) from being stored on top and inside of flammable storage cabinets.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure flammable storage does not exceed flammable storage limit for floor.  Contact EH&S Office for limits.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6184

	Ensure containers of hazardous chemicals are labeled with the name of the chemical (no abbreviations) and the hazard associated with the chemical.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Food, drink, and children are prohibited in the laboratory area. 
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Date peroxides upon receipt and opening.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Store water reactives away from moisture.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Store temperature sensitive chemicals at appropriate temperatures.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Secure compressed gas cylinders.  Ensure one securing device per cylinder.  Contact JCI if you don’t have a securing device.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-1901

	Label compressed gas cylinders.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Cap compressed gas cylinders when they are not in use.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Mark compressed gas cylinders “FULL”, “IN USE”, or “EMPTY”.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure the proper PPE (Cyro gloves, goggles, and face shield) is available if you are using liquid nitrogen.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Prohibit fire doors from being propped open.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure ceiling and walls are free from holes and ceiling tiles are present.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Maintain 36 inches within the laboratory for emergency evacuation.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure all telephones have emergency stickers on them.  Contact HIM/NRB Security to obtain stickers.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	617-432-6009

	Ensure fire alarm boxes are free from obstructions.
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Have mechanical means available to pick up broken glass.  (Either tongs or a dust pan and broom)
	( Yes
	( No
	( N/A
	____  / ____  / ______
	

	Ensure that there is no storage of any kind in the corridors per Harvard Medical School corridor policy.
	( Yes
	( No
	( N/A
	____  / ____  / ______
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