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Vacating / Decommissioning of Laboratories
Introduction
This guidance note has been developed to assist staff with responsibility for a laboratory, workshop or other areas where hazardous substances and equipment are present to ensure that suitable decontamination procedures are carried out prior to vacating the area to help ensure the safety of anyone entering the area.  Groups may be required to vacate a laboratory or workshop for a variety of reasons:
· Refurbishment of the workplace
· Critical repairs to equipment or infrastructure
· Temporary or permanent relocation of research groups
· Decommissioning / repurposing of laboratory
· Closure and/or demolition of buildings
Vacating a laboratory for the purposes of relocation (or refurbishment) can be a challenging task and inevitably introduces a period of significant disruption. When preparing to vacate a laboratory it is essential to consider the health and safety implications of any hazardous materials or equipment that have been stored or used in the laboratory for contractors, cleaners or staff and students reoccupying the premises at a later date.  
On occasions, refurbishment (and demolition) projects have been delayed or disrupted by the discovery of abandoned chemicals, biological materials or residual contamination on infrastructure, fittings and equipment incurring expense and causing delays as well as posing a risk to anyone entering the area.  Where possible the Principal Investigator / Head of Unit should manage the safe handover of an area for which they hold responsibility by ensuring that accommodation it is left free of contamination and that all hazardous substances have been removed from the area prior to vacating.  It is of equal importance that both contractors and University employees do not accept responsibility for a laboratory or commence any work until they are completely satisfied all safety issues have been fully addressed.
This document is designed to provide some simple guidelines to ensure that the process of vacating (or taking possession of) a laboratory can be completed smoothly and safely.  This includes minimising the risk of accidents and exposure to hazardous substances for all parties.  The information within this document should be used for guidance only and due to the variety of possible risks should not be considered a comprehensive guide to ensuring safety but should instead be used to inform the process helping to ensure the following:
· All laboratories (or other areas) where biological, chemical or radioactive substances have been used are properly decontaminated and free of any residual contamination prior to change in ownership / use, major refurbishment or demolition.
· No obsolete chemicals, biological materials, gas cylinders, radioactive sources, sharps or any other hazardous articles that could pose a risk to contractors or new occupants have been left behind by previous occupants and that all such materials have been identified, made safe and/or properly disposed of.
· All workspaces are safe for contractors, Estates and Commercial Services and other personnel to enter to carry out necessary dismantling, decoration, refurbishments or demolition works.
· A detailed record is produced of all procedures used to remove and hazardous materials or residual contamination prior to handing the laboratory over to a new occupier or contractor.


· That all fixtures, fittings, furniture and equipment are clean and free of residual contamination prior to being moved or disposed of. 
Note:	It is the responsibility of Principal Investigators / Group Leaders to ensure that laboratories are in a fit state to be vacated.  While it may be appropriate to delegate some tasks to identified members of the group ultimate responsibility (and liability) will remain with the person in charge of the laboratory (including legacy materials left behind by previous users if these are not addressed prior to occupation).
Note:	Heads of School and, where relevant, Heads of Service must support this process and ensure that areas occupied by staff working under their direction are left in a safe condition.  Where it is not possible to fully remove residual risk, a clear written description of the risk(s) and agreed written handover must be in place.
Note:	The information in this guidance relates primarily to decontamination of laboratories and equipment used to handle biological materials and chemicals.  Where radioactive substances have been handled or stored the Radiation Protection Service (RPS) should be contacted for advice prior to decommissioning.
1	General Duties
Pre-planning for Vacating or Decommissioning Laboratories
Before vacating a laboratory or working area the following actions should be completed (where possible) to facilitate a smooth transition and ensure that any hazards arising due to the previous uses of the laboratory have been identified and the risks to contractors or new occupants fully assessed.
· The Principal Investigator (PI) or a suitable senior person should be assigned responsibility for each laboratory or working area that has been used for research / work involving biological materials, chemicals or radioactive substances.
· If the lead time for vacating, refurbishment, reoccupation or demolition is very short then the planning / decontamination process should begin as quickly as possible.  A schedule of required decontamination activities should be developed (with clear timescales specified) to help ensure the process can be completed on schedule.
· Suitable risk assessments should be carried out covering not only the removal and/or transport of hazardous substances (and residual contamination) but including all of the relevant risks e.g. manual handling, electrical, asbestos etc.  This is particularly important where there is a need for non-technical personnel to assist in the relocation of hazardous substances (e.g. porters / handypersons).
· Before beginning the decontamination process the responsible person should ensure that all of the necessary materials are available to those undertaking the work.  For example:
· Cleaning materials (detergent, blue roll etc.)
· Appropriate waste bags / containers
· Decontamination labels / stickers (to confirm which areas / equipment have been cleaned)
· Suitable containers for transporting materials and equipment that are still needed
· Personal Protective Equipment (PPE)
· Any areas which are deemed to be of higher risk (e.g. biological containment laboratories, controlled radiation areas or areas of uncertain use / contamination status) should be clearly identified and specialist advice sought where required.
· All information relating to the process (e.g. waste disposals, surveys etc.) should be retained in a file for ease of access.  This information may be required by an enforcing authority (e.g. SEPA) and may be invaluable in the event of an accident.

· Where it is necessary for sink traps, ducting or cable runs to be accessed as part of the process then a risk assessment should be carried out to identify the nature and likelihood of contamination (in general there will be no expectation that occupiers should physically dismantle sink traps, pipework or ducting).  This may require input from the responsible person, Estates and Commercial Services and specialist safety advisers.  Once the risk assessment is complete it should be provided to the E&CS Project Manager and any staff or contractors involved in examining, decontaminating, dismantling or removing equipment.
· Before vacating a laboratory for any reason the responsible person should complete and sign a decontamination certificate (see appendix) for each area and ensure a copy is clearly displayed at each entry point.  A further copy of the certificate should be provided to the E&CS Project Manager.
Example Duties (not exhaustive)
As part of the decommissioning the following duties should be assigned and completed by suitably qualified personnel from the group vacating the laboratory.  Where required specialist assistance may be available from the Health, Safety and Wellbeing team:
· Conduct a survey of the laboratory / working area (including cupboards, fridges, freezers and other storage areas) in order to identify any stocks of biological materials, chemicals or radioactive substances (including compressed gas cylinders, samples, prepared slides and other materials) that need to be removed or disposed of.  Remember that something that seems low hazard to laboratory users be unfamiliar to those carrying out the work and could lead to delays if not disposed of correctly.
· Where decontamination / removal of hazardous substances can’t be fully completed, provide information to the Estates project manager on any radioactive isotopes, biological materials and hazardous chemicals used previously in the laboratory.  Where possible this should include details of work carried out by previous occupants who have left or retired but may left behind substances or residual contamination.
· Dispose of any remaining radioactive sources and/or samples or transfer them to a designated radiation area.  Ensure that no objects are disposed of which are marked radiation warning labels, tape or handwritten warnings unless they are disposed of through an authorised radioactive waste disposal route.   Remember that accurate records of all hazardous material disposals should be kept.
· Remove and properly dispose of any specialist waste bins (e.g. sharps containers) and their contents and ensure that any potentially contaminated coverings such as Benchkote are also removed.
· Identify any areas where contamination might be found and ensure they are cleaned using an appropriate method.  These may include benchtops and shelving, fume cupboards, biological safety cabinets, incubators, ovens and other working areas.  In some cases, it may be appropriate to bring in a specialist contractor to assist with this process.  Remember to identify areas where contamination may be hidden for example the traps of sinks or other drainage systems.
· In areas where unsealed radioactive materials (e.g. liquids or powders) have been used measurements must be made to verify the effectiveness of decontamination.  Further advice can be obtained from the Radiation Protection Service (RPS).
Note:	The Safety and Environmental Protection Service (SEPS) and the Radiation protection Service (RPS) should be informed of any proposed laboratory vacations and/or major refurbishment or demolition projects as early as possible in the planning stages of the project.  This will allow specialist advice to be provided before the decant is underway and allow users to work with specialist advisers to facilitate the smooth running of the project. 



2	Hazardous Chemicals and Gas Cylinders
Disposal of Unwanted Chemicals
Over a period of occupation, it is almost inevitable that stock of surplus and unwanted chemicals (including samples, reagents, solvents etc.) will build up.  Groups / services must dispose of any chemicals that are no longer required before leaving an area to reduce the risk to contractors, support staff and new occupants who may not be familiar with the hazards of the substances used.  Particular care should be taken to ensure that any unlabelled substances or those which have been decanted into new containers are correctly identified and disposed of before vacating the area.
Groups are strongly advised to complete the process of sorting chemical stocks well in advance of the move to ensure that there is sufficient time to arrange for disposal.  Most chemicals are classified according to their physical properties (e.g. flammable, explosive) and the health effects they might cause to people exposed (e.g. irritant, toxic, carcinogenic).  When preparing to either move or dispose of chemicals it is important to take note of any hazardous properties and where necessary carryout a risk assessment before handling to ensure the correct safety measures are taken (e.g. use of PPE).
Disposal via Drain
The University of Glasgow operates a “zero to drain” policy wherever possible meaning that in most cases chemical waste should not be released into the drainage system so far as is reasonably practicable.  There are some exceptions to this for small amounts / very low concentrations of low hazard substances including:
· Simple inorganic salts (not including heavy metal salts)
· Dilute acids and alkalis
· Buffer solutions
· Dilute bleach (hypochlorite solutions) and other domestic cleaning chemicals
When disposing of chemicals via this method the following procedures should be applied to ensure that excessive amounts are not poured down the sink:
· Small amounts only (no more than 25 – 50 g at a time)
· Flush to drain with copious amounts of running water
· Wear disposable gloves and eye protection
· Avoid mixing incompatible substances (e.g. bleach solutions and dilute acids should not be mixed)
· Keep the tap running for several minutes after the last disposal is complete (at least 5 minutes)
· If in doubt seek advice from Safety and Environmental Protection Service
Further guidance on waste disposal (including identification and disposal of unknown chemicals) can be found on the SEPS website.  
Disposal via the School of Chemistry (Gilmorehill Campus Only)
It is recognised that there may be some Management Units where disposal of comparatively small volumes of waste solvents is required on a more frequent basis than the disposal of other chemicals. To meet this need, the School of Chemistry offers a service for the disposal of these materials (in particular waste solvents and waste oils).  These substances should be separated into three types and should never be mixed together in waste containers:
· Chlorinated solvent waste
· Non-chlorinated solvent waste

· Waste oils (e.g. vacuum pump oil)
Appropriate waste containers (available from the School of Chemistry) should be used and these should be clearly labelled with the origin and contents of the waste container along with contact details for a responsible person. It is the responsibility of the waste producer to ensure that any reactive or hazardous waste residues are neutralised appropriately before the solvent is placed in the waste container e.g. acid waste should be neutralised completely using a suitable substance e.g. sodium carbonate to avoid adverse chemical reactions and pressure build up in the container. 
Disposal via Approved Chemical Disposal Contractor
The University of Glasgow has a contract with an approved chemical waste removal contractor who can arrange for the removal of most types of chemical waste so long as the nature of the waste is understood (and it has been properly labelled).  It is the responsibility of the service to contact the chemical waste supplier to arrange disposal (and cover the cost).  The general procedure for waste disposal via contractor is as follows:
1. A standard form that should be used to obtain a quotation is available on SEPS web site. This form should be used to prepare a list of all items of waste to be disposed. The list should show the correct chemical name of each item of waste, abbreviations and trade names should not be used. It should also show the physical form of the waste (e.g. solid, liquid etc), the size of the container, the number of containers of this size and the estimated quantity of each type of waste 
2. Send the completed form to the Supplier by email, fax or post.
3. The Supplier will generally respond with a price quotation for disposal within three working days. This period may be extended if the Supplier requires more information from the Management Unit.
4. In some cases it will be necessary for the Supplier to visit the location from which the waste is to be uplifted to determine the type of vehicle that is suitable to access the location.
5. Where there are alternative legal disposal routes available and costs differ, the Supplier will provide quotations for each route. Where there is no cost differential the Supplier will dispose of the waste by the most environmentally sound, legally compliant, route.
6. If, having received the quotation, the Management Unit wishes to proceed with the disposal it should raise a purchase order for the service.
7. If the waste material is an ‘unknown’ it is necessary for the Management Unit to provide all available detail about the material so as to allow the Supplier to classify it and assess its properties and hazards.
8. To obtain a quotation for disposal of ‘unknown’ chemical waste the Management Unit should complete the unknown waste chemical quotation form that is available on SEPS web site. As much information as possible should be provided. The more information that can be provided the lower the cost incurred in identifying it and disposing of it will be. The form should then be submitted to the Supplier by email, fax or post.
9. The Supplier cannot uplift any item of waste that it has been unable to classify. Should the information provided by the Management Unit be insufficient to allow classification it will be necessary for the Supplier to carry out its own inspection, and possibly also some analysis, and a charge will be applied to this service.
Once it has been possible to identify the unknown material a disposal cost will be provided by the Supplier and the Management Unit should raise a purchase order for the disposal service. 
Removal of Surplus Compressed Gas Cylinders
Where compressed gas cylinders are present in a working area these will need to be removed to a safe location by a qualified person or preferably returned to the supplier prior to vacation.  This will include smaller pressurised containers such as lecture bottles where present.

If the cylinder is still required by the research group / support unit then it should be fully closed and disconnected from the regulator and any other attached equipment to reduce the risk of damage to the cylinder or accessories during removal.  The cylinder should then be moved either to a dedicated cylinder store or to the new facility if available.  When making the arrangements for the transport of cylinders the number and type of cylinders, travel distance and availability of trained staff and suitable moving equipment should all be considered when preparing a risk assessment.  For small, simple moves e.g. moving a single cylinder to a new laboratory within the same building or to a nearby cylinder store then it may be acceptable for a trained individual to carry out the movement.  However, if there are a large number of cylinders to move and / or the distance between areas is large then the services of a qualified removal contractor should be considered.
In the case that cylinders are no longer required, they should be returned to the supplier in advance of the move taking place.  In addition to removing the cylinder this will also remove any associated rental costs for cylinders that are no longer required. 
Note:	If a compressed gas cylinder cannot be identified (or for some reason the supplier is unable or unwilling to remove the gas cylinder) then it can disposed of via the University’s chemical waste contractor.  If a cylinder is in poor condition please contact them before making any attempt to move it yourself.
Decontamination of Equipment and Furniture
When preparing to vacate a working area care should be taken to ensure that any residual chemical contamination is removed from working areas.  The first stage in this process is to identify areas where contamination is likely to be found (bearing in mind that residual contamination may be invisible to the naked eye).  Consider the following areas:
· Workbenches
· Fume cupboards and wet decks
· Microbiological Safety Cabinets (MSC)
· Cupboards and chemical storage containers
· Shelving
· Equipment (fixed and mobile)
· The exterior of chemical bottles / containers
· Sinks, drains and pipework (including traps)
· Walls and floors
· Waste containers (including sharps containers)
Every effort should be made to identify the type and extent of contamination and carry out a thorough decontamination using a suitable cleaning material.  This may be as simple as washing down the area with a detergent solution or it may require a more specialist cleaning regime.  When carrying out a chemical decontamination it is important to take some additional safety precautions to ensure that the process of decontamination is managed safely and does not introduce a new risk to new occupants or contractors:
· Avoid use of strongly corrosive substances for washing down benches and other areas where people could come into contact with any residue.  Where this is a requirement then any residue should be carefully washed away.   The completion of this process should be confirmed using an appropriate method e.g. pH paper.
· Remember that some cleaning chemicals may react strongly if mixed during use e.g. use of bleach and acids at the same time will result in the formation of highly toxic chlorine gas and should be avoided.
· Once the area has been cleaned it is generally acceptable to pour the washings to drain unless the contamination is likely to be environmentally sensitive or hazardous e.g. some substances may react with pipework or other materials creating toxic or explosive by-products.
· Specialist decontamination may be required for areas or equipment used to handle certain substances e.g. radioactive or biological materials.  This may require the use of external agencies for fumigation of areas or 

removal of fixed contamination.  If an external agency is used, a decontamination certificate must be obtained covering the methods used and confirming that the equipment is safe to move or dispose of. 
· Sink and drainage traps / interceptors should be flushed through with copious quantities of water to ensure that any residual materials within are diluted.
Note:	Staff and students are not generally expected to open drains or traps to carry out further decontamination.  It is reasonable to expect that reputable contractors will assume some of contamination will exist within laboratory drainage systems and take appropriate precautions.  Where there is reason to believe there is significant risk to anyone dismantling the system this should be specifically highlighted.
3	Considerations for Biological Materials
General considerations are given to decontamination of equipment and furniture in Section 2 although we have a duty to ensure that no individual is at risk from any biological agent previously used and in the case of disposal, to protect animal and plant health and the environment. 
 Microbiological Safety Cabinets (MSC)
· If there is any suspicion that pathogenic agents have been used in the cabinet following the previous maintenance check then the cabinet should be sterilised using a validated method for the pathogens used. This will have a threefold effect of sterilising the cabinet, filters and ducting. 
· If in doubt at all, use an appropriate, validated decontamination fumigation method to ensure that any residual material is inactivated.
· Sterilised filters can be removed from the MSCs and disposal arranged via the approved clinical waste contractor.
· MSCs which are being moved over to another building for use must be decontaminated by validated means and then re-commissioned and tested in situ before use.
Exit Procedures from Areas Handling Biological Material
· Empty and check all laboratory fridges, freezers, cupboards and store areas for biological materials.  Notify SEPS immediately if any unexpected unauthorised biological material is found.
· Dispose or transfer all biological stocks and samples to alternative, suitable and authorised biological designated storage areas.
· Dispose of ancillary lab waste items via the appropriate route e.g. biological contaminated tips etc to the clinical waste stream.
· Ensure any items that are NOT biologically contaminated and are suitable for disposal to normal domestic waste have any biological warning markings (labels or tape) removed.  This should include signage on doors when decontamination is complete.
· Appropriate Personal Protective Equipment (PPE), such as lab coat, glasses and gloves should be worn at all times when carrying out decontamination procedures.
· All small items of equipment should be washed down or if suitable, steeped in a solution of appropriate disinfectant for established contact time, then rinsed and dried.
· Identify all areas that have been cleaned and deemed free of contamination by labelling with a signed and dated decontamination certificate.  Decontamination labels should be completed and attached to larger pieces of equipment in a prominent position.

4	Decommissioning of Radioisotope Laboratories
Background
The use of radioactive materials is governed by the following legislation, the regulating authorities being the HSE and SEPA respectively:
· The Ionising Radiations Regulations 2017
· The Environmental Authorisations (Scotland) Regulations 2018
When a laboratory (or other area) seeks to use radioactive materials permission must be sought from SEPA who ‘register’ the premises. In practice the laboratory manager (or equivalent) will contact the University Radiation Protection Service (RPS) who will act on their behalf with the regulating authority.
Once permission has been granted, the laboratory has been ‘commissioned’ to use radioactive materials (provided relevant standards can be met).  Similarly, when a laboratory ceases use of radioactive materials it must be ‘decommissioned’ and a decommissioning report sent to SEPA.
A laboratory, that has previously had radioactive materials in use, cannot be used for any other purpose until decommissioning works have been completed. If this has not been completed, then this constitutes a breach of the regulations.
Decommissioning
Decommissioning will be undertaken by the University of Glasgow Radiation Protection Service and carried out under the supervision of the Radiation Protection Adviser (RPA) and Radioactive Waste Adviser (RWA). Under normal conditions, and with the years of experience in laboratory decommissioning, all works can normally be done in-house. However, if heavy contamination is found it may be necessary to bring in specialist contractors for clean-up, this will be at the expense of the respective college/school/institute and will be advised accordingly.  The decommissioning will be carried out in accordance with the guidance given by SEPA, namely:
We will endeavour to return the premises to a satisfactory state
i) We will remove any radioactive substance or contamination (but see above) from the premises that may result in the generation of future radioactive waste that may require an authorisation under EASR18 and dispose of such articles via an authorised route 
ii) We will remove all trefoils and warning signs/labels indicating areas or items that are radioactive once we have demonstrated them not to be contaminated
iii) By doing so, we determine that the dose to any future user of the premises will be 10 µSv per year or less
Undertake monitoring in order to demonstrate that no unacceptable contamination will remain on the premises
i) We will monitor for S35, P32, Na22, C14 and other beta/gamma emitters using calibrated EP15 Mini-Instruments Geiger counters and will extensively swab worktops, benches, floors, walls and sinks for tritium contamination.
ii) We will generate written records of the contamination surveys.  We aim to remove any contamination found above 3 Bq/cm2 if possible and dispose of any radioactive waste generated through approved routes in accordance with the current Authorisation. 
iii) We will notify SEPA if we are unable to remove fixed contamination above that reference level but which will not exceed the dose criterion above. We will advise the client if any fixed contamination may exceed the dose criterion and recommend possible remediation (e.g. removal of contaminated pipe-work etc).



Demonstrating return to a satisfactory state
i) We will keep a written record of the contamination survey results and present them in the form of a report to the client; the client will retain the original output from the Liquid Scintillation Counter used to process the swab results.
Cleaning-up and monitoring as soon as reasonably practicable
i) We intend to complete the decommissioning process in a timely manner in accordance with the above stated goals to ensure laboratories can be vacated in a timely manner.
Other considerations
i) We will take random swab samples of nearby work areas and offices to determine if there has been any transference of contamination and advise the client accordingly. 
ii) We are also equipped to remove sealed sources from any liquid scintillation counter, if required.
5	Safe Packaging and Transfer of Materials
Transport of Chemicals
When hazardous substances are transported from one location to another there is always a risk that an accident could occur leading to a spillage or release.   To help reduce the risk any movements of hazardous materials should be fully risk assessed.  Consider the following:
· Ensure that all containers are securely closed and that containers are not damaged or leaking.  Where necessary laboratory film or secondary containers can be used to assist in this process.
· Chemicals should be separated into categories and packaged according to the type of hazard (e.g. acids, flammables, oxidisers, non-toxic solids, toxic solids etc.).  Care should be taken to make sure that incompatible chemicals e.g. flammables and oxidisers) are not packed together.
· All chemical containers should be packaged safely and securely such that they are protected from accidental breakage during transport.  Packing materials should be appropriate for the contents e.g. non-combustible packaging should be used when transporting oxidisers.
· A risk assessment is generally required when preparing to move large quantities of hazardous substances form one area to another especially if porters or other non-specialist staff will be involved.  An emergency plan and spill control strategy should always be in place before any movement is carried out.
· If large quantities of hazardous substances are being moved or especially toxic or hazardous substances are involved then consideration should be given to using a specialist contractor or ensuring that the movement is supervised by a competent person (usually someone working in the laboratory).
· When planning the movement of chemicals between buildings it is usually better to avoid using the main public entrances where possible and to avoid carrying out the process during periods of high traffic (e.g. lecture changeover times). 
Internal Transport of Chemical Hazards 
Chemicals must be appropriately packaged and safely transported between buildings and local sites in the immediate vicinity. You will need to use appropriate containers or other suitable robust containers depending on the materials with correct hazard warning signs and the relevant information. They must be transported by trained and competent workers. In some cases you may need to take safety information, PPE and a spill kit in case of an accident, consideration should be given to the use of secondary containment during transport.


External Transport of Chemical Hazards
Chemical hazards must be appropriately classified, packaged, labelled and safely transported. Chemicals may be transported by trained competent workers or by general carriers or dangerous goods carriers depending on the biological hazards, transport mode and destination. 
Transport of Biological Hazards 
Biological hazards and other dangerous goods, must be safely transported, during all stages between the sender, carrier and receiver to prevent exposure or release and protect people and the environment. The detailed safety and transport requirements can be found in the relevant regulations and specific guidance on Transport of Biological Hazards is available on the Biological Safety section of the SEPS website.
Internal Transport of Biological Hazards 
Biological hazards must be appropriately packaged and safely transported between buildings and local sites in the immediate vicinity. You will need to use UN approved packaging containers or other suitable robust containers depending on the materials with correct hazard warning signs and the relevant information. Biological materials must be transported by trained and competent workers. In some cases you may need to take safety information, PPE and a spill kit in case of an accident.
External Transport of Biological Hazards
Biological hazards must be appropriately classified, packaged, labelled and safely transported. Biological materials may be transported by trained competent workers or by general carriers or dangerous goods carriers depending on the biological hazards, transport mode and destination. 
Note:	Many biological hazards require licences before they are transported into or out of the university, around the country or overseas.  This includes specified animal pathogens and specified plant pathogens and pests and all sorts of other materials. Category A infectious substances must not be transported by university workers in private vehicles, university vehicles or on public transport but must be transported only by dangerous goods carriers to comply with the transport regulations.
6	General Considerations for Occupation of New Facilities
When taking up occupancy of a new facility whether it be a laboratory or other working area the following considerations should be made prior to beginning work:
Safety Signage
Every effort should be made to ensure that the correct signage is in place in any new facility when it is occupied, this include safety signage at each point of entry.  It is also worth ensuring that the correct labelling of storage areas such as flammable solvent cabinets is in place.
Working with Radiation
The radiation protection service should be notified of the intention to use radioactive substances in a new laboratory.  No radiation work can resume until it has been confirmed that the appropriate licenses are held and the new facility has been inspected and approved by the Radiation Protection Service.
Work with Biological Agents
Work with biological agents including microorganisms, cell culture or human endoparasites work whether or not genetically modified, which may cause infection, allergy, toxicity or otherwise create a hazard to human health must be thoroughly risk assessed with appropriate approvals in place before work commences.  The Biological Safety Adviser at SEPS should be informed of the intention to carry out any work involving dangerous pathogens, genetically modified 


organisms or animals for any purpose within a new facility.  No such work should commence until the new facility has been inspected and deemed fit for purpose by the biological safety adviser and local safety personnel.
Personal Protective Equipment
Setting an appropriate standard of PPE to ensure safety and providing adequate training and supervision to make sure these standards are maintained is critical to managing decontamination safely.  Clear signage at the entry points setting out the standard of PPE required in any working area will help ensure standards are adhered to.  Suitable PPE shuuld be available for staff assisting in the decontamination process, PPE should also be made available to visitors.
Chemical Inventory Management
To minimise the accumulation (and subsequent disposal) of unwanted or surplus chemicals it is good practice to carefully manage chemical inventories in laboratories and workshops.  Keeping an accurate list of which chemicals are present (and in what quantity) and where each is stored can be a useful exercise and can help to reduce duplication and disposal costs as well as reducing the risk of accumulating unknown chemicals over time.
Note:	When purchasing chemicals, it is generally best to purchase the smallest quantity that will meet the requirements of the user.  While it may appear cost effective to purchase larger quantities of a substance, the cost of storage and disposal can often counteract any savings in the long run.
Note:	When taking possession of a new laboratory any hazardous substances that have been left behind by previous occupants should be identified prior to occupation and arrangements made for their disposal.  If this is not completed prior to occupation (and the owner cannot be identified) then the new occupier may be required to assume responsibility for managing them safely.
7	Further Guidance and Support
While the responsibility for the preparing a laboratory for vacation / decommissioning ultimately lies with the occupants and the project manager in charge of the process there are several specialist advisers within the Health, Safety and Wellbeing Team who can provide support, guidance and specialist assistance.
Biological Safety Adviser:			0141 330 7105
Chemical Safety Adviser:		 	0141 330 2799
Environmental (Waste) Adviser:		0141 330 5854
Radiation Protection Service (RPS):		0141 330 4471
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Laboratory Decontamination Certificate
Confirmation that areas that are to be vacated are free of any hazardous materials (e.g. chemicals, biological materials, radioactive substances) or residual contamination must be received before an area can be handed over to contractors for refurbishment works or handed over to a new occupier to ensure that personnel are not put at risk due to hazardous materials left behind.  This certificate should be signed off by a senior member of the unit / research group and a copy clearly displayed at all entrances to the area to certify that the area has been appropriately decontaminated and all hazardous materials have been removed for proper disposal.
Note:	It is the responsibility of the Principal Investigator / Group Leader to confirm that the area is free of residual hazards and to sign (or arrange signing of) this certificate to declare that the area is safe for entry.
	Location(s) (Building / Room Number)

	




	Nature of the hazards present in this area (prior to decontamination)

	Biological

	[image: Image result for biohazard symbol]
	

	Chemical

	[image: Image result for toxic symbol]

	

	Radiological

	[image: Image result for radiation symbol]

	

	Other Hazards (please specify)

	[image: Image result for exclamation mark]

	

	Is there any residual contamination that cannot be removed?  If so, please specify the nature of the hazard, areas affected and safety precautions required.
	







	Declaration:
I can confirm that this laboratory (including all remaining fittings, furniture and equipment) have been decontaminated (where required) as far as is reasonably practicable, and that any areas / equipment that could not be completely decontaminated have been clearly identified.

	Responsible Person (Principal Investigator or delegated individual)

	Name
	

	Position
	

	Date
	

	Signature
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Vacating / Decommissioning Checklist
	Number
	Action
	Applicable?
	Completed (Date)

	Biological Agents

	1
	All unwanted biological agents / samples to be inactivated and/or disposed of correctly before vacation of premises / move to new premises.
	
	

	2
	Decontaminate all work areas (including benches, equipment and safety cabinets) using a suitable method (if an external organisation is used ensure decontamination certificates are displayed).
	
	

	3
	Ensure that all certificates / licenses are in place for new facility (if applicable) prior to vacating / moving any materials to new premises.
	
	

	Hazardous Chemicals

	4
	All unwanted / excess (non-radioactive) chemicals should be disposed of correctly before vacation of premises / move to new premises.
	
	

	5
	Ensure that all chemicals are accounted for and that they have been properly packaged for transport.  Chemicals should only be moved by qualified staff following a risk assessment.
	
	

	6
	Decontaminate all work areas (including benches, equipment and storage cupboards) using an appropriate method.
	
	

	Radioactive Substances / Sources

	7
	All unwanted radiochemicals and radioactive sources should be disposed of correctly before vacation of premises / move to new premises.
	
	

	8
	Confirm that new facilities are fit for purpose and have been checked by the University Radiation Protection Service.
	
	

	9
	Check all work areas and equipment for radioactive contamination and decontaminate as required (remember to include traps and pipework of designated disposal sinks).
	
	

	General / Handover

	10
	The responsible person should complete a decontamination certificate and send a copy to the building operations manager and project manager in charge of vacation.  This confirms that the area is free of hazardous substances / contamination (copies to be displayed at all entrances). 
	
	

	11
	Prior to vacation any outstanding issues should be discussed with the project manager and SEPS to ensure safety issues are fully addressed prior to handover.
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