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Section 1 – Safety Program - Key Personnel 

In addition to the following personnel, please include key personnel in your department's safety program. 

Name Position Phone Email 

Michael Strickland Director, 978-3347 michael.strickland@wichita.edu 

Environmental Health & Safety (EHS) 

   

Department Safety Contact: 

(Name)   (Position) (Phone) (Email) 

Lab Safety Contact: 

(Name)   (Position) (Phone) (Email) 

mailto:glendon.miller@wichita.edu
mailto:fredrick.plummer@wichita.edu
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Section 4 – Lab and Building-Specific Evacuation Information 

To report an emergency: dial 911 from a campus phone 

(978-3450 from a cell phone) 
 

 

Building Manager / Emergency Coordinator:   
 
 

Supervisor(s) for this area: 
 
 
 
 

Designated assembly areas: 
 
 
 
 

 

Example Emergency Egress Map 
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Section 5 – Chemical Inventory 
Each laboratory is responsible for creating and maintaining its own chemical inventory. A copy of the annual 

inventory is to be placed in this section. 
 

 

A chemical inventory should have a clear title and heading, which includes the following information: 
 

� Room number and building name 

� Department 

� Name of person creating/updating the inventory 

� Date of inventory 

 
There is no specific required format for the information provided in the Chemical List, although a format is 

provided on the following page.  Principal Investigators should also consider their own needs for chemical 

management.  A chemical inventory should strive to identify the following: 
 

� Chemical name 

� Approximate quantity 

� Basic hazard information or classification 

� Location 

� If chemical is reordered 

� If quantity changes significantly 

 
The Hazard Classifications can be identified with notations such as the following (suggested by EHS): 

 
BIO Biohazard NON Non-Hazardous 
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Chemical 
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Section 7 – Laboratory Standard Operating Procedures (SOP) 
Each 



Wichita State University 

Page 10 of 40 

 

 

 
 

 

 
 
 
 

NAME OF PROCEDURE: 
 

 
 

PREPARED BY: REVISION DATE: 
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Section 8 – Employee Training 
 
The Principal Investigator / Laboratory Supervisor is responsible for ensuring that all laboratory personnel get 

the appropriate safety training.  This may be achieved on site-specific chemical hazards and safety procedures, 

as determined by the Principal Investigator / Laboratory Supervisor. 

 
By law all laboratory 
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Employee Specific Chemical Hygiene Training Form 

 

 
 

Name   Department    
 

Campus Location   Campus Phone   
 

Employee Classification    Supervisor    
 

 
 

OSHA's Laboratory Standard (29 CFR 1910.1450) requires that each laboratory employee be made aware of the 

location and content of the laboratory's Chemical Hygiene Plan.  By your signature below, you acknowledge e
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SAFETY TRAINING CHECKLIST 

 
This checklist may be used to assist employers with the laboratory-specific training requirements outlined in the 

WSU Laboratory Management Plan. 
 
 

Introduction to laboratory-specific Chemical Hygiene Plan (CHP) and the Hazard Communication 

program at Wichita State University: 

Location and contents 
 

Review Chemical Inventory. 

 
Review location of SDSs. 

 
Review emergency information:  Spills, Personal Injury, Fire, and Power Failure. 

 

Fire extinguisher 

First aid supplies 

Safety shower 

Eye wash 

Evacuation plans 
 

Basic Safety Rules 
 

Note rules with special importance for your laboratory. 

Identify specific areas for food consumption outside of the lab. 

Review procedures for working after hours. 
 

Review Waste Handling Procedures. 
 

Labeling 

Packaging 

Pick-ups 
 

Review procedures for chemical procurement, distribution, and storage. 

 
Review Laboratory Speci8.74ET

BT
.47 Tm

[(E)-8(y)20(e)4n 
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TRAINING SIGN-IN SHEET 

 
I,     (print full name), certify that the following affected employees 

have received and understood the following training (please describe training content below): 
 
 
 
 
 
 
 
 
 
 
 

 
Name 

 
UIN 

 
Signature 

 
Date 

    

    

    

    

    

    

    

    

    

    





Wichita State University 

Page 18 of 40 

 

 

 
EQUIPMENT INSPECTION FORM 

Periodic maintenance & housekeeping self-inspections are recommended for significant pieces of equipment. 

Maintenance inspections should include equipment operability, structural integrity, and safe guards.  Records 

should note who is responsible for the inspection, how often inspections will be conducted and where additonal 

records are kept. 
 

Inspector:    

Date of Inspection:    
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WSU Laboratory Safety Inspection Form 
 

Location: 
  

Today’s Date: 
 

 

PI Name: 
  

Inspector Name: 
 

 

Supervisor Name: 
  

Inspector Title: 
 

 

Department: 
  

Department: 
 

 

Phone/E-mail: 
  

Phone/E-mail: 
 

Refer to the Instructions for the Laboratory Safety Inspection Form for a more detailed description as to 
what to look for when checking each item. 

S=Satisfactory U=Unsatisfactory N=Not Applicable 

GENERAL SAFETY COMMENTS 
Door Signs S U N  

1 Key lab personnel are identified.     
2 Hazard information sections are completed.    
3 Information is current and applicable to the lab.    

Housekeeping 

4 Lab door is able to be secured.     
5 View through door’s window is unobstructed.    
6 Aisles and exits are unobstructed.    
7 Work 
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29 Extinguishers are unobstructed.     
30 Pressure gauges are in the green.    
31 Extinguisher has not been used.    
32 Extinguisher is not damaged or corroded. 
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BIOLOGICAL SAFETY 

1 Functional sink is in laboratory space.     

2 Exterior M

0 g

[(2)] TJ

ET

Q

q

30.6 649.65 25.56 

1 0 0 1 
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12. Guards are in place. 
The Point-of-Operation of any piece of equipment must have a guard.  Examples include: 
¾  Nip or Pinch Points 

� between two rotating parts; 

� between
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Emergency/Safety Equipment 
 

23. Emergency contact information is posted by the telephone. 

Emergency phone numbers (including 911) should be posted by or on all phones in the laboratory. 
 
24. Fire alarm pull stations are unobstructed. 

 

25. Stocked first aid kit is available. 

The first aid kit should be available and unobstructed. Consider the various injuries that could happen in the 
laboratory, and assemble the first aid kit accordingly. For example, if hydrofluoric acid is used in the laboratory, then 

calcium gluconate gel should be available for the first aid treatment of skin exposure to hydrofluoric acid. Personnel 

should be trained on the proper use of the kit’s contents. Periodically check expirations on any ointments or over- 
the-counter pharmaceuticals. Periodically evaluate the hazards present in the laboratory, and adjust the first aid kit 
contents as needed. 

 

26. Stocked spill clean-up kit is available. 

A spill clean-up kit should be available and unobstructed. Consider the spills that could happen in the laboratory, and 
assemble the spill clean-up kit accordingly. Materials should be evaluated for compatibility with the hazards in the 

laboratory that could be spilled. Universal sorbents, such as 3M Powersorb, and spill pads are recommended for spill 
kits. If any materials are used, they should be re-stocked immediately. Periodically evaluate the spill clean-up kit, 

and adjust the kit contents as needed. 
 

Fire Extinguishers 
 

27. Extinguishers are correct type for the hazards present. 
In general, fire extinguishers suitable for the hazard to be protected should be available. There are five types of 

fires: 
¾  Class A:  Ordinary combustibles such as wood, paper,
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emergency arises, another person can identify what is in the container. For chemical waste, the container should 

describe the contents with the word “waste” (e.g., “waste acetone,” “waste halogenated solvents,” etc.) and any 
waste that is hazardous must have the words “Hazardous Waste” on the container. 

 

54. Containers are closed when not in use. 

All chemicals and chemical waste should be stored in containers that are able to be closed. Chemical containers 
(including chemical waste containers) are to be closed at all times unless in immediate use. Immediate use means 

that a person is in the vicin
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notified. That individual should also report the discrepancy to the Physical Plant. At any time a malfunctioning hood is 

identified it should be immediately reported to Physical Plant. 
 

65. Air flow into the hood is unobstructed. 

Excess chemicals and/or equipment should not be stored in the hood, especially if it blocks proper air flow (i.e., 
blocks the slots between the back baffles). Large items that must be in a hood should be elevated approximately two 
inches on blocks or on a stand with legs to allow air flow bene
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Section 10 – Incidents, Injuries, and Corrective Actions 
Include in this section a description of laboratory incidents and corrective actions taken to prevent them in the 

future. It is always important to take a careful look for all underlying and precipitating causes.  Copies of any 

incident-related documents or forms should be maintained here. 

 
Please note:  An Injury or Illness Report Form must be completed for all workplace injuries and 

illnesses. 
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Section 13 – Biological Hazards 
 
Biological hazards are subject to additional regulatory requirements, including recordkeeping.  Various types of 

f 
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Section 15- Safety Program Correspondence 
Copies of correspondence to Principal Investigators from EHS, safety-related memos within laboratory groups, 

requests for safety information, and other correspondence that may be important to safety management should 

be maintained in this section. 
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Job Title Student/Laboratory Worker Date Current 

Department All Supervisor  
Location Research/Teaching Labs Analysis by  

Employee Name(s) All Signature  

 

Tasks Potential Hazard PPE Recommended 

Working with small volumes 
of human blood, body fluids 

or other Bloodborne 

Pathogens (BBP) 

 

Potentially infectious disease 

(BBP) Potential spread of 

infectious disease 

 
Safety glasses, latex gloves 

Lab coat, closed shoe 

Working with large volumes 
of human blood, body fluids 

or other Bloodborne 

Pathogens (BBP) and/or 

splash hazards 
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Job Title Student/Laboratory Worker Date Current 

Department All Supervisor  
Location Research/Teaching Labs Analysis by  
Employee Name(s) All Signature  

 

Tasks Potential Hazard PPE Recommended 


