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Reference No.:



Note: 	
1. This checklist serves to facilitate the safety orientation for new laboratory staff at the Science Park. 
2. The corresponding Laboratory Person In-Charge or his/her delegate should brief the new laboratory staff as soon as possible after his/her reporting duty with the content in this checklist as a minimum.   
3. Completed checklist shall be documented at the corresponding laboratory.  
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	(I) Particulars of New Laboratory Staff:

	Name:
	
	Position:
	

	Signature:
	
	Date:
	

	

	(II) Orientation Conducted By:

	Name:
	
	Position:
	

	Signature:
	
	Date:
	

	Company/Division:
	
	Lab Location:
	



(III) Orientation Content: (please tick where appropriate)
	(A) Health and Safety Policy of HKSTP and tenant:

	(i) ☐  General safety rules of HKSTP                                	(e.g. HKSTP’s Laboratory & Research Safety 	Policy, SHE Handbook, etc.)
	(ii) ☐  General safety rules of tenant                           	(e.g. company’s health and safety guide, 	safety handbook, etc.)

	(iii) ☐  Tour and facilities introduction                                     	(Including introduction of potential hazards)     
	(iv) ☐  Health & safety responsibilities                                	(Including employer’s and employee’s 	responsibilities)

	(B) General Safety:

	☐  Fire extinguishers and fire blankets
	☐  Emergency shower and eyewash unit

	☐  Floor plan, exit sign and evacuation procedures
	☐  Ventilation system operation 

	☐  Location of first aid box and spill kits
	☐  Electrical and mechanic safety introduction

	(C) Use of Personal Protective Equipment (PPE):

	☐  Discussion on what PPE is required /will be issued

	☐  Brief description on the procedures for obtaining, cleaning, repairing, replacing and storing PPE

	(D) Laboratory Safety:

	(i) Laser safety:
☐  Additional training
☐  Use of PPE (e.g. laser goggles)
	(ii) Radiation safety:
☐  Additional training
☐  Licenses / TLD 
☐  Medical examination

	(iii) Chemical safety:
☐  Standard operating procedures
☐  Operation of fume hoods
☐  Chemical storage cabinets
☐  Proper labeling and hazard symbols
☐  MSDS for chemicals in use
☐  Procedures to deal with minor chemical spill 
	(iv) Biological safety:
☐  Standard operating procedures
☐  Operation of biological safety cabinets
☐  Proper labeling and hazard symbols
☐  Operation of autoclave and related license
☐  Good microbiological practices
☐  Safe use of other equipment (e.g. cryostat, centrifuge, etc.)
☐  Procedures to deal with minor biological spill

	(v) Chemical waste:
☐  Requirements for chemical waste packaging, 	labeling, storage, transport and collection
	(vi) Clinical waste:
☐  Requirements for clinical waste segregation, 	packaging, labeling, storage, transport and 	collection

	(E) Manual Handling Operation (MHO):

	☐  Handling of gas cylinders
	☐  Handling of chemical containers / carboys

	☐  Handling of water carboys
	☐  MHO risk assessment training

	(F) Emergency Preparedness:

	☐  Introduction to the company’s emergency response 	plan
	☐  Assigning two responsible persons for the first aid 	box

	☐  HKSTP’s emergency contact numbers
	☐  Proper accident or incident reporting procedures 
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