Department of ___________________
STUDENT LAB CHECKLIST

A.  TO BE DONE BEFORE THE FIRST CLASS

1.  Familiarize yourself with the set up of the teaching laboratory with regards to the emergency exits, evacuation plan, fire extinguisher, emergency phone and emergency phone numbers, waste hood, waste containers (properly labeled), and the location of stock solutions.

2.  Take the Lab Safety Training class.  If your duties include the use of a bio safety cabinet or autoclave, the disposal of animal carcasses, or the use of human blood or tissue, you need additional training.  Call Ext. 3-3531 or 3-6359 to arrange a time for this training.

3.  Know that Ext. 3-3659 is the number to call to have Bio hazardous or hazardous waste picked up.

4.  Know appropriate chemical spill procedures for each chemical used.

5.  Know how to complete the Hazard/Incident Report Form.  Located on the RM/EHS web site, . http://www.calstatela.edu/univ/ehs/hazrptform.php
B.  TO BE DONE AT THE FIRST CLASS MEETING

1.  Review the Laboratory and Field Safety Procedures with the students.  Clarify and answer any questions, as necessary.  Collect SIGNED copies of the Laboratory and Field Safety Procedures from each student and submit them to the Department Office.

2.  Point out emergency equipment (safety showers, eyewash, and fire extinguisher).  

3.  Show the students the location of the student how to access MSDSs.

4.  Review the safety requirements for all class meetings throughout the term that require lab coats, lab glasses, appropriate field attire, etc.

5.  For courses with field trips, have students complete and sign the Academic Field Trip Waiver form.  A list of those participating in off-campus field activities must be completed and submitted to the Department office prior to each field trip.

6.  Review the NO DRINK - NO FOOD lab policy.  NO EXCEPTIONS!

C.  TO BE DONE AT THE BEGINNING OF EACH CLASS MEETING

1.  For designated lab meetings (see B.4. above), verify that each student has eye protection, foot covering, and a lab coat, or the proper clothing, foot-ware and safety supplies for field-based activities.  No student can remain in the lab or participate in field activities without the required safety materials and protective clothing that are outlined in the course syllabus.  You are personally responsible for enforcing this regulation.
2.  Show the waste locations and what containers are available for the various wastes generated that day.

3.  Show the location of the reagents and their proper storage location.

4.  Emphasize that reagents and waste containers should never share the same space.

5.  If in the field, review the possible hazards for each field site to be visited.

D.  TO BE DONE AT THE END OF EACH CLASS MEETING

1.  Close all fume hood sashes.

2.  Check waste container levels and labeling.  Call Ext. 3-6359 if they are 3/4 full, or at the “Fill Line.”

3.  Make sure all waste containers are properly capped.

4.  Clean spills, especially around waste containers.

5.  Clean (wipe down) counter tops.

6.  Put away all chemicals.

7.  Clean balances, microscopes, and instrumentation.  Report any problems to the lab principle investigator and lab course coordinator.

8.  Ensure that all field materials and equipment are returned and are in good working order.  Report any problems to the lab preparer and the lab course coordinator.

I have read and understood the above laboratory procedures and will comply with the requirements.

Signature
       _______


Date
  
Employee: ID No. ______________ Term/Year: _____________Course No.: __________ 

Section: ____________ Instructor:______________________

For more safety related information, visit: http://www.calstatela.edu/univ/ehs 
