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Health & Safety Unit, Human Resources
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NB: Boxes to be ticked as items are sighted (() or not present ((), or otherwise NA indicates the hazard category or item is not applicable to this laboratory.  If (x), provide Corrective Actions.
	No.
	Question
	 ( / 

 ( / 

 NA
	 Corrective Actions
	Whom responsible
	Due Date



	Inspection Team:
	

	Laboratory Room No:

	
	Laboratory Supervisor:
	
	Date of Inspection:
	


NB: Boxes to be ticked as items are sighted (() or not present ((), or otherwise NA indicates the hazard category or item is not applicable to this laboratory.  If (x), provide Corrective Actions.
	No.
	Question
	 ( / 
 ( / 
 NA
	 Corrective Actions
	Whom responsible
	Due Date

	1.  Induction and Training 

	1.1
	Is there a register of inductions for this area?
	
	
	
	

	1.2
	Is there a logbook for training on specific equipment?
	
	
	
	

	2.  Placarding

	2.1
	Is there placarding on the entrance to the lab showing safety symbols, PPE requirements, storage precautions and hazards?
	
	
	
	

	3.  Emergency Procedures

	3.1
	Are the emergency procedures placarded in the lab? 
	
	
	
	

	3.2
	Are Emergency Exits to the lab clearly marked?
	
	
	
	

	4.  Emergency Equipment

	4.1
	Is the First Aid Kit accessible and serviced regularly?
	
	
	
	

	4.2
	Are the designated First Aid personnel identified and contact details available?
	
	
	
	

	4.3
	Are Spill kits available for the lab?
	
	
	
	

	4.4
	Is a Fire Blanket accessible?
	
	
	
	

	4.5
	Is the Fire Extinguisher accessible with instructions intact?
	
	
	
	

	4.6
	Is the Safety Shower accessible and tested regularly (records kept)?
	
	
	
	

	4.7
	Is the Eye wash station accessible and tested regularly (records kept)?
	
	
	
	

	5.  Safe Working

	5.1
	Does the lab maintain written procedures, such as –

a) safe working  procedures

b) risk assessments

c) lab safety manual
	
	
	
	

	5.2
	Are all hazards and incidents reported (through the OHS hazard/incident reporting system
) and investigated?
	
	
	
	

	5.3
	Is there an out of hour’s system/logbook in use (security informed, doors locked)?
	
	
	
	

	5.4
	Do people comply with the working alone policy
?
	
	
	
	

	5.5 
	Is housekeeping appropriate (no clutter on floor, benches, cupboards, fume hood, sinks and fridge)?
	
	
	
	

	5.6 
	  Are food & drink prohibited in the laboratory? Is this monitored?
	
	
	
	


6.   Floor/Lighting & Ventilation
	6.1
	Is the floor kept clean, dry, even and free from slip & trip hazards?
	
	
	
	

	6.2
	Are walkways and doorways kept clear of boxes, equipment and general litter?
	
	
	
	

	6.3
	Is the lab floor cleaned regularly and spills cleaned up immediately?
	
	
	
	

	6.4
	Is there adequate lighting and cross-room ventilation?
	
	
	
	

	7.  Ergonomics

	7.1
	Are all frequently used items within easy reach?
	
	
	
	

	7.2
	Is the work area set-up to prevent undue twisting of the neck and trunk?
	
	
	
	

	7.3
	Is there a chair of appropriate height provided at the workbench where sitting/standing work is performed?
	
	
	
	

	7.4
	Can the lab worker get close to the workstation when seated?
	
	
	
	

	7.5
	Is the seat and backrest height of the chair adjustable?
	
	
	
	

	8.  Electrical Safety

	8.1
	Are all power points, light fittings and switches in a safe place and free of obvious defects?
	
	
	
	

	8.2
	Are equipment, power tools, extension leads and power boards maintained in a safe operating condition?
	
	
	
	

	8.3
	Are power leads and boards laid out & located in a safe position to prevent mechanical or other damage & to not create a trip hazard?
	
	
	
	

	8.4
	Are there adequate power outlets? Is excessive use of extension cords and power boards controlled? Are double adaptors prohibited?  
	
	
	
	

	8.5
	Are all power boards fitted with overload protection?
	
	
	
	

	8.6
	Are new items electrically tested and tagged?
	
	
	
	

	8.7
	Have residual current devices (RCD) been electrically tested?   Are manual RCDs push button-tested regularly (records kept)?
	
	
	
	

	8.8
	Are non-RCD-protected outlets clearly marked?
	
	
	
	

	8.9
	Are high-voltage sources adequately protected?
	
	
	
	

	8.10
	Are water supplies securely separated from electrical equipment?
	
	
	
	

	9.  Manual Handling (MH)

	9.1
	Is there adequate space for all movements involved in the MH task:

a) Bench space for equipment

b) Leg space under bench?
	
	
	
	

	9.2
	Are heavy/awkward objects stored between knee and shoulder height?
	
	
	
	

	9.3
	Are correct MH techniques/equipment used for lifting heavy/awkward or unstable items (see OHS website3 for correct methods)?
	
	
	
	

	9.4
	Are only lightweight items stored above reaching height?  If so, is there an appropriate step stool/freestanding step-ladder for reaching high items?
	
	
	
	

	10.  Personal Protective Equipment (PPE)

	10.1
	Is appropriate PPE provided and being worn by lab workers?
	
	
	
	

	10.2
	Are lab personnel trained to use the appropriate PPE correctly?
	
	
	
	

	10.3
	Is PPE maintained and in good condition?
	
	
	
	

	10.4
	If required, are the correct gloves being used for the procedure(s)?
	
	
	
	

	11.  Plant & Equipment


	11.1
	Is there a logbook for use?
	
	
	
	

	11.2
	Are there warning signs/safe operating procedures near equipment?
	
	
	
	

	11.3
	Are electrical items tested and tagged and in date?
	
	
	
	

	11.4
	Are safety guards used on mechanical equipment where required?
	
	
	
	

	11.5
	Is the maintenance schedule for medium-high risk equipment adhered to? 
	
	
	
	

	11.6
	Are maintenance records available?
	
	
	
	

	11.7
	Are emergency stop buttons clearly visible and operational?
	
	
	
	

	11.8
	Are all vacuum bell jars covered by an impact resistant shield?
	
	
	
	

	11.9
	Do microwave ovens have a warning sign to “remove lids from all containers”?
	
	
	
	

	11.10
	If high magnetic fields are generated (>0.1mT), are warning signs in place?
	
	
	
	

	11.11
	Are noise levels acceptable4?
	
	
	
	

	


Hazardous Substances & Dangerous Goods
12.  MSDS & Labels

	12.1
	Are paper copies of MSDS easily accessible and available for all hazardous substances stored or used in the laboratory?
	
	
	
	

	12.2
	Is the issue date of all the MSDS less than 5 years old?
	
	
	
	

	12.3
	Is the Chemical Safety Officer contacted when a MSDS is not available?
	
	
	
	

	12.4
	Does the lab have an up-to-date inventory of its chemicals?
	
	
	
	

	12.5
	Does the lab have an up-to-date risk assessment for each user, each chemical and each task/process performed?
	
	
	
	

	12.6
	Are all containers labelled correctly and clearly?
	
	
	
	


13.  Storage & Handling
	13.1
	Are correct containers being used to store substances?
	
	
	
	

	13.2
	Are hazardous substances stored according to Dangerous Goods class?
	
	
	
	

	13.3
	Are flammables and corrosives stored in approved cabinets?
	
	
	
	

	13.4
	Are chemicals stored together according to incompatibility rules5? 
	
	
	
	

	13.5
	Is there a Bunding or spill tray for storage of large volumes of liquids?
	
	
	
	

	13.6
	Are refrigerators suitably labelled (no food, no drink)?
	
	
	
	

	13.7
	If flammable materials are stored in refrigerators, are the refrigerators flame-proofed?
	
	
	
	

	13.8
	Are safe decanting procedures in place?
	
	
	
	

	13.9
	Are Winchesters, glass bottles and residue containers transported using carriers?
	
	
	
	

	14.  Waste Disposal

	14.1
	Are appropriate, segregated and labelled chemical waste disposal containers being used (plastic, no more than 10L)?
	
	
	
	

	14.2
	Is a glass bin being used and disposed of properly?
	
	
	
	

	14.3
	Is a sharps bin being used and disposed of properly?
	
	
	
	

	14.4
	Is biological waste disposed of properly?
	
	
	
	

	14.5
	Are mechanisms for hazardous electrical waste (batteries, oil capacitors) being used6?
	
	
	
	

	14.6
	Are people aware of all waste disposal procedures: 

a) location of waste stored

b) waste log procedure.
	
	
	
	


If the following sections are not relevant, cross them out.
	15.  Fume Cupboards

	15.1
	Are fume cupboards serviced annually and regularly inspected?
	
	
	
	

	15.2
	Are they kept clear when no experiments are being conducted?
	
	
	
	

	15.3
	Are unattended “experiments in progress” labelled and procedures outlined for emergency preparedness7?
	
	
	
	


	16.  Compressed gas cylinders

	16.1
	Are cylinders secured by appropriate brackets and chains?
	
	
	
	

	16.2
	Are regulators checked regularly and staff trained in use?
	
	
	
	

	16.3
	Are cylinders regularly checked for heat damage & their use-by date?
	
	
	
	

	16.4
	Is a cylinder trolley used to transport cylinders?
	
	
	
	

	16.5
	Is it a large, well ventilated area or is an oxygen monitor required?
	
	
	
	

	16.6
	Is the oxygen monitor serviced regularly?
	
	
	
	

	17.  Cryogenic Liquids

	17.1
	Are appropriate storage dewars used (no glass or plastic)?
	
	
	
	

	17.2
	Is the storage area large and well ventilated?
	
	
	
	

	17.3
	Is appropriate PPE provided, used and maintained?
	
	
	
	

	17.4
	Are procedures in place to prevent people travelling in lifts with dewars?
	
	
	
	

	18.  Biological Safety 

	18.1
	Is all biological work approved by the bio-safety committee?
	
	
	
	

	18.2
	Are appropriate warning signs in use?
	
	
	
	

	18.3
	Are all work surfaces decontaminated after use?
	
	
	
	


  19.  Radiation Safety 
	 19.1
	Is appropriate monitoring equipment readily available or are appropriate monitoring procedures in place? 
	
	
	
	

	 19.2
	Is adequate and sufficient shielding / interlocks and signage provided?
	
	
	
	

	 19.3
	In labs where radioactive waste is generated are radioactive waste/storage procedures in place and adhered to?
	
	
	
	

	 19.4
	Are all work surfaces cleaned and monitored after use of radioisotopes?
	
	
	
	

	 19.5
	Have you checked with the radiation safety officer whether a license is required?
	
	
	
	

	 20. Laser Safety (all laser laboratories) – for Class 3B and 4 laser labs, attach separate checklist.

	 20.1
	Is there an Australian-Standard-compatible sign on the door covering the highest class and full wavelength range of lasers in the lab?
	
	
	
	

	 20.2
	Are there no direct beam paths from any of the optical benches to the door?
	
	
	
	

	 20.3
	Have all users watched the laser safety presentation and video8?
	
	
	
	


	21.  Hazard identification inspections 

	 21.1
	Have all corrective actions from the last hazard identification inspection been undertaken?
	
	
	
	


	Other Comments:



Completed by (Print name):  __________________________     Signature: ____________________
� � HYPERLINK "http://www.ohs.mq.edu.au/form5a.php" �http://www.ohs.mq.edu.au/form5a.php�	





��HYPERLINK "http://web.science.mq.edu.au/files/file/OH&S/Web%20Forms/General%20Laboratory%20safety%20guidlines%20LABORATORY%20PROCEDURES%20AND%20PRACTICES.pdf"��http://web.science.mq.edu.au/files/file/OH&S/Web Forms/General Laboratory safety guidelines LABORATORY PROCEDURES AND PRACTICES.pdf�


3  � HYPERLINK "http://www.myquizzer.com/mq/macq_uni_mh/index.html" �http://www.myquizzer.com/mq/macq_uni_mh/index.html�


4 Limits must not i) exceed an eight hour noise level equivalent of 85 dB or ii) peak at more than 140 dB. � HYPERLINK "http://www.workcover.nsw.gov.au/healthsafety/healthsafetytopics/Workingenvironment/noise/Pages/default.aspx" �http://www.workcover.nsw.gov.au/healthsafety/healthsafetytopics/Workingenvironment/noise/Pages/default.aspx�


5 Click on � HYPERLINK "http://web.science.mq.edu.au/intranet/ohs/hazsub/" �Hazardous Substance Training� at � HYPERLINK "http://web.science.mq.edu.au/intranet/ohs/hazsub/" �http://web.science.mq.edu.au/intranet/ohs/hazsub/�





6  � HYPERLINK "http://www.ofm.mq.edu.au/waste.html" �http:/www.ofm.mq.edu.au/waste.html�


7 � HYPERLINK "http://web.science.mq.edu.au/files/file/OH&S/Web Forms/Unattended Experiment Reaction Form.pdf" �http://web.science.mq.edu.au/files/file/OH&S/Web Forms/Unattended Experiment Reaction Form.pdf�





8 � HYPERLINK "http://web.science.mq.edu.au/intranet/ohs/lasers/" �http://web.science.mq.edu.au/intranet/ohs/lasers/�
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