Health and Safety Clearance Form

For Departing Laboratory Personnel

The Health and Safety Branch will not clear laboratory personnel for departure unless this form is completed and returned to building 101 room F-073 or A-033.  The clearance process should be initiated at least one pay period prior to the separation date.  Principal users that have active protocols in their name should notify the Health and Safety Branch at least 30 days prior to separation and should follow the guidelines listed on the back of this form.

(Please read the privacy statement on the back of this checklist)

Name:___________________________   Lab/Branch:__________    Date:______________________ 

Public ID #: _______   Social Security Number: _____-_____-______  Supervisor:_________________ 


Forwarding Address For
Street:____________________________________________________

Mailing Radiation Dose Records City: _______________________State :________Zip:_______________

Are you a principal user for any protocols?    yes
   no

Returned the following items:  ___ Dosimeter  Badge
 ___ Fingertip Badge
___ Ring Badge
  

___ Respirator
  
  ___ Other:_______________________

All hazardous waste generated during my research has been disposed of properly via the NIEHS hazardous waste system (refer to the NIEHS Waste Manual for guidance on waste disposal).  Research samples, chemical solutions, and unused chemicals that are to be retained in the laboratory or warehouse have been properly labeled with compound name, amount, and date (include isotope and activity for radioactive material).  These materials have been turned over to the following individual(s) _________________, _________________, _________________,  who will serve as custodian(s).   The custodian(s) is responsible for the care and the disposal of all transferred materials.

__________________________________       ____________________________________________

Departing Personnel Signature



Custodian's Signature(s)

Health and Safety Branch Use Only:

_________________________________________________________________________________________________________

This person has been designated as resigned in the following Health and Safety Branch databases.

Safety
___ Hazardous Chemical Protocols
___ Biological Protocols

___ Respirator Use


___ Recombiantant DNA

SO:_________ Date:________

___ Human Materials


Radiation:   ___ Dosimeter Badge
___ Ring Badge
___ Employee Partition
HP : ________ Date:________

  ___ Fintertip Badge

___ Radioactive Protocols





Waste:
___ Hazardous Waste Database User




HWS:________ Date:________

Medical:
___ Medical Surveillance Program




HSB Sec:______ Date:________

Guidelines for the Departure of a Principal User
1. The Health and Safety Branch should be given formal notification that a principal user is leaving the Institute at least 30 days prior to departure.   This advance notice is required to allow adequate time for the scheduling of lab clean outs and the coordinating of hazardous material transfers.   If less than 30 days notice of departure is given, the Health and Safety Branch can not assure that there will be adequate time to transfer or relieve the responsibilities of a principal user.   

2. Arrangements should be made to have all of the departing principal users active protocols canceled or transferred.   Since many types of protocols have training requirements and in some cases require committee action, the Health and Safety Branch must approve all transfers of protocol responsibilities. 

3. If protocols are canceled, all regulated materials must be disposed via the hazardous waste system.  Laboratory clean outs should be scheduled with the Hazardous Waste Specialist.   This form requires a signed statement that hazardous materials are disposed of properly.  

4. If protocols are transferred, the new principal user should inventory all hazardous material to assure he/she is familiar with storage locations.   An inventory of radioactive material for a particular principal user is available from the Radiation Safety Officer.

     PRIVACY ACT INFORMATION
Under the Privacy Act of 1974, all data of a private nature must be protected from unauthorized disclosure.  Section 6311 of Title 5 of the U.S. Code authorizes collection of this information.  The primary use of this information is by management, as required under 10 CFR part 20 for dose records.

Where the employee identification number is your Social Security Number, collection of this information is authorized by Executive Order 9397.  Furnishing the information on this form is voluntary
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