University of Otago

HSNO Exempt Laboratory Compliance Manual


HSNO Exempt Laboratories Facilities Audit Tool

	Departmental Laboratory Manager
	
	Department:
	

	Laboratory Supervisor 
	
	Laboratory Location:
	

	Date:
	Inspected by:

	Summary of Inspection Outcome:      RED                       YELLOW

	

	

	

	

	

	

	

	

	

	

	Outcome of Follow-up Inspection (if required):
	

	

	

	

	

	

	This laboratory meets requirements for the University of Otago HSNO Exempt Laboratory Status.
	 Yes
	
	No
	

	Signatures:  University Laboratory Manager:
	Departmental Laboratory Manager

	
	
	


	HSNO Management Requirements
	Yes
	No
	Comments

	1
	DLM appointed and trained?
	
	
	

	2
	LS appointed and trained?
	
	
	

	3
	AU trained and recorded?
	
	
	

	4
	SMOU’s available in laboratory?
	
	
	

	5
	SDS’s for category A, B and 6.1C Substances?
	
	
	

	6
	Project approval checklists completed?
	
	
	

	7
	Inventory available and maintained?
	
	
	

	8
	Tracked substances labelled and tracked?
	
	
	

	9
	Emergency Plans documented and available?
	
	
	

	Laboratory Facilities
	Yes
	No
	Comments

	1
	Bench top surfaces impervious
	
	
	

	2
	Laboratory furniture – ergonomic and impervious
	
	
	

	3
	HSNO University Standard exempt laboratory signage on door &

Contact Names current
	
	
	

	4
	HSNO facility or Door to laboratory lockable
	
	
	

	5
	Walls smooth, easy to clean, impermeable to liquids
	
	
	

	6
	Ceilings easy to clean and impermeable to liquids
	
	
	

	7
	Floors non-slip, smooth, easy to clean, impervious?
	
	
	

	8
	University hands free hand wash basin at laboratory exit
	
	
	

	9
	Emergency drench showers provided (based on risk assessment)
	
	
	

	10
	Emergency eye-wash stations provided and tested, clean
	
	
	

	11
	Fume cupboard – current certification
	
	
	

	12
	Hooks for laboratory coats provided adjacent to exit door
	
	
	

	13
	Protective covers provided for keyboards on workbenches
	
	
	

	General Housekeeping
	Yes
	No
	Comments

	1
	Open spaces under benches, etc accessible for cleaning
	
	
	

	2
	Are materials and equipment cleaned when not in use
	
	
	

	3
	Have dangerous and sharp objects been removed
	
	
	

	4
	Are benches free of clutter including hoses and leads
	
	
	

	5
	Are benches and floors clean, free of oil, water, chemicals and powder
	
	
	

	Hazardous Substance Storage
	Yes
	No
	Comments

	1
	Are incompatible classes segregated?
	
	
	

	2
	Are substances HSNO labelled
	
	
	

	3
	All category A substances stored on shelves 1 litre or less?
	
	
	

	4
	All other categories stored on shelves 2.5 litres or less?
	
	
	

	5
	Are all chemical stocks kept to a minimum?
	
	
	

	6
	Are Flammable cabinets suitable?
	
	
	

	7
	Are all containers in storage cabinets less than 20L in size?
	
	
	

	8
	No more than 100 L flammable liquid in cabinet ?
	
	
	

	9
	Flammable liquid storage away from exits, heat and ignition sources?
	
	
	

	10
	Are refrigerators storing flammables spark proof?
	
	
	

	11
	For shelves over 1.5m high are all glass containers less than 1kg or 1L?
	
	
	

	12
	Are secondary or working containers labelled?
	
	
	

	13
	Are class 6.1.A & B substances secured?
	
	
	

	14
	Do corrosive substances have secondary containment?
	
	
	

	15
	Do shelves had earthquake restraints in place?
	
	
	

	16
	Are G size gas cylinders double chained?
	
	
	

	17
	Containers and packages in good repair?
	
	
	

	18
	Flammable gases fitted with flash back arrestors?
	
	
	

	19
	Hazardous waste stored by class & in appropriate place?
	
	
	

	20
	Waste collection/disposal system in place?
	
	
	

	Emergency Preparedness
	Yes
	No
	Comments

	1
	Spill kit and procedures available?
	
	
	

	2
	Emergency plans available/emergency info displayed?
	
	
	

	3
	Trial within last 12 months?
	
	
	

	4
	SDS/SMOU available within 5 minutes?
	
	
	

	5
	High hazard substances identified in the plan?
	
	
	

	6
	Fire extinguishers available, current and close to work areas?
	
	
	

	7
	Fire blankets available?
	
	
	

	8
	First aider and kit location known?
	
	
	

	9
	Isolating switches for gas/electricity?
	
	
	

	Personal Protective Equipment
	Yes
	No
	Comments

	1
	PPE specified in SMOU’s available?
	
	
	

	2
	Lab coats, glasses and closed shoes observed?
	
	
	

	3
	Eye wash/shower tested and clean?
	
	
	

	4
	Project approvals includes restrictions on work after hours?
	
	
	


Laboratory Facilities Audit Checklist

Statutory Budget

	Building:
	
	Laboratory No.:
	

	Dept Lab Mger:
	
	Inspection Person(s):
	

	Date of Inspection:
	
	

	
	
	
	
	

	PLEASE CIRCLE/TICK RELEVANT LABORATORY TYPE

	


	Laboratory Facilities
	Yes
	No
	Comments/

Property Services Request number

	SECTION 1 – PC1
	
	
	

	1
	Bench top surfaces
	
	
	

	
	(i)
	impervious to moisture
	
	
	

	
	(ii)
	resistant to solvents
	
	
	

	
	(iii)
	able to withstand heat
	
	
	

	
	
	
	
	
	

	2
	Laboratory furniture
	
	
	

	
	(i)
	ergonomically suitable
	
	
	

	
	(ii)
	smooth impervious material
	
	
	

	
	
	
	
	
	

	3
	Washbasins with hot and cold water provided
	
	
	

	
	
	
	
	
	

	4
	Chemical Storage :
	
	
	

	
	Flammable cabinet (high priority)
	
	
	

	
	Corrosive cabinet (high priority)
	
	
	

	
	Toxic cabinet
	
	
	

	
	Oxidising cabinet
	
	
	

	
	
	
	
	

	5
	Earthquake restraints 
	
	
	

	
	
	
	
	

	6
	Door/access lockable
	
	
	

	
	
	
	
	
	

	7
	Internal fittings (lights, ducts) arranged to minimise

horizontal dust-collecting surfaces
	
	
	

	
	
	
	
	

	8
	Spill kit 
	
	
	

	
	
	
	
	

	9
	First Aid Kit & emergency plans
	
	
	


	Laboratory Facilities
	Yes
	No
	Comments/
Property Services Request Number

	SECTION 2 – PC2 Laboratories
	
	
	

	10
	Signage on laboratory entrance standard University sign
	
	
	
	

	
	
	
	
	
	

	11
	Walls smooth, easy to clean, impermeable to liquids
	
	
	

	
	
	
	
	

	12
	Ceilings easy to clean, impermeable to liquids
	
	
	

	
	
	
	
	

	13
	Floors non-slip, smooth, easy to clean, impermeable to 

liquids
	
	
	

	
	
	
	
	

	
	
	
	
	

	14
	Basin mixer for hand-washing, foot-, elbow- or

electronically operated
	
	
	

	
	
	
	
	

	
	
	
	
	

	15
	Emergency drench showers provided
	
	
	Risk assessment

	
	
	
	
	

	16
	Emergency eye-wash stations provided
	
	
	

	
	
	
	
	

	17
	Laboratory is mechanically ventilated
	
	
	

	
	(i)
	If yes, directional air-flow into laboratory

maintained
	
	
	

	
	
	
	
	
	

	
	(ii)
	Recirculation into area outside PC2 facility does

not occur
	
	
	

	
	
	
	
	
	

	
	
	
	
	

	18
	Hooks for laboratory coats provided adjacent to laboratory

access door
	
	
	

	
	
	
	
	

	
	
	
	
	

	19
	Fume cupboard – current certification
	
	
	

	
	
	
	
	

	20 
	Separate write up areas
	
	
	

	Property Services Request Number:
	

	All to complete:
	
	
	
	

	This laboratory is part of a registered containment facility under the Biosecurity Act
	 Yes
	
	   No
	

	This laboratory meets requirements for the following category.
	 PC1
	
	 PC2
	

	This laboratory meets requirements for the HSNO exempt laboratory status.
	Yes
	
	No
	

	Signature of Auditor(s)
	Date:

	
	


Radiation lab





Clinical lab





Animal area





HSNO Exempt





PC3





PC2





PC1
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