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Preface 

This handbook is presented as an information and reference source to be used, along with 

other materials, as a guide to proper and safe practices in the physics laboratories of the 

College of Science and Mathematics at Kennesaw State University.  

The productive and safe operation of our laboratory space is a team effort. We  /P <</12 Tf
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Definitions 

The term “lab” has been used for several different meanings.  For the purpose of our safety 

information, the following definitions will be used: 

• Lab or Laboratory:   A room where scientific scholarship activity takes place using 

hazardous chemicals or materials.   

• Prep room or prep lab:  A room where materials are prepared, stored and staged for 

instructional laboratory activities.   

• Instructional Lab or Instructional laboratory:  A room used for instructional 

activities.   

• Instructional Laboratory Activity.  Procedure performed for the purpose of 

instruction.   

• Field Research or Study:  Scientific scholarly activity conducted in an outdoor 

setting, on or off campus. 

• 

https://policy.kennesaw.edu/sites/web.kennesaw.edu.policy/files/smokefreeandtobaccofreepolicy_10012014.pdf
http://police.kennesaw.edu/campuscarry.php
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Emergency Procedures 

This section is to provide instructions for some common occurrences.  Refer to the Kennesaw 

State University Chemical Hygiene Plan and the Emergency Action Plan for more 

information.   

http://www.kennesaw.edu/sss/planning/planning.html 

Fire Alarms 

Become Familiar with emergency evacuation plans for your building. When the fire alarm 

sounds, you must evacuate the building.  Remind all in the room to take their Personal 

belongings (coat, keys, books, etc.) with them.  You may be out of the building for a prolonged 

period of time.   

Practice fire drills do not occur unless well planned and announced repeatedly in advance.  

Treat every alarm as a serious matter.  You may only have seconds to evacuate.   

Outdoor Sirens 

The sirens outside are warnings to seek shelter indoors.  In those types of situations, such as 

a tornado warning, other methods of notification such as automatic cell phone, text and 

computer pop-up will occur for those indoors.   

Severe Weather 

There are two types of tornado alerts issued by the National Weather Service: 

 

TORNADO WATCH- The formation of tornadoes is possible within and near the watch 

area 

 

TORNADO WARNING- A tornado has been spotted on the ground or by Doppler 

radar.  If you are in the warning area, should take action immediately to protect your life 

and the lives of others. 

 

If a TORNADO WARNING is issued, you may receive that information through the 

campus alert system.  The sirens outside are to warn people outdoors and may not be heard 

indoors.  In addition, there is no sure way to always predict and notify in the event of a 

tornado.  
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On the Kennesaw Campus 

Clendenin Building:  The first floor classrooms are windowless and would be the safest in 

that building. The Clendenin hallway is also a location as long as you stay away from the 

east doors or the lobby.   

Science Building:  SC109 is windowless as is the lab wing, 1st floor service hallway.  Also 

http://oem.kennesaw.edu/


http://www.kennesaw.edu/concern.php
http://sss.kennesaw.edu/
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assisting students who are distressed and/or exhibiting abnormal, threatening, or dangerous 

behavior.  Kennesaw State University seeks to foster a proactive climate of care that can 

only be achieved through cooperative input from the entire community.  To that end, KSU 

has created a Behavioral Response Team (BRT) that takes a planned approach to identifying 

and assisting individuals who are distressed and/or exhibiting abnormal, threatening, or 

dangerous behavior.  Through early identification, the team can connect individuals of 

concern with the resources they need to succeed and hopefully prevent crises.  The BRT is a 

https://vimeo.com/album/1971402/video/43939337
https://kennesaw-advocate.symplicity.com/care_report
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First-Year & Undeclared Advising Services 

First-Year & Undeclared Advising Services (FYUAS) is responsible for enforcing the First-

Year Advising Requirement which mandates that first-year freshmen meet with an academic 

advisor two times in the first year at KSU. 

Office of New Student, Parent, and Family Orientation Programs 

The KSU Office of New Student, Parent, and Family Orientation Programs assist in the 

successful transition of new students and their family members to the University by 

conducting a series of one-day orientation sessions throughout the year for first-year 

students, transfer students, and their family members. 

Student-Athlete Success Services 

The Kennesaw State University Student-Athlete Success Services Program (SASS) is 

committed to providing the necessary support to assist all student-athletes in reaching their 

full potential academically, personally, and professionally. 

Testing Services 

Testing Services provides a wide range of testing services to Kennesaw State University 

students and surrounding community. 

Veterans Resource Center 

KSU’s Veterans Resources Center (VRC) is committed to servicing the Veteran Community 

(i.e. Veterans, Service members, Dependents, and Survivors) by providing a welcoming 

environment, where members can gather and meet other fellow community members. 

Womenôs Resource & Interpersonal Violence Prevention Center 

Women’s Resource & Interpersonal Violence Prevention Center is a gathering place for 

students, offering programming, crisis intervention and resource information. 

All of the above programs are located in Student Success Services, 2nd floor in 

Kennesaw Hall, Room 2401 or call 470-578-6600.   

Student Health Services 

Kennesaw State University has established three health care facilities to provide KSU 

students with cost-effective, high quality, and accessible healthcare. These services 

include health promotion, disease prevention, the diagnosis and treatment of illnesses, 

mental health, and social services. We operate primary care clinics at University Village and 
at 3215 Campus Loop Road on the Kennesaw Campus. 
 
 
 
 

http://studenthealth.kennesawstateauxiliary.com/locations/
http://studenthealth.kennesawstateauxiliary.com/locations/
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Safety in Teaching 

As per the requirements of the University System or Georgia, Board of Regents, Safety in 

the classroom, laboratory and field is to be maintained in order to provide a learning 

environment free of harm to students, faculty, staff, the general public and the environment.  

It is recommended that all who teach in laboratory and outdoor situations learn the 

appropriate practices to do so safely.  All faculty and staff should attend the appropriate 

safety training offered by the Department of Environmental Health and Safety as well as 

those provided by the College of Science and Mathematics.   

Another good source of info is the School Laboratory Safety Courses offered by Flinn 

Scientific.  They are a free online collection of short, video-based trainings on different 

safety topics and situations.  It is worth the time to go through the High School course and 

earn the certificate.  There are also other resources available on that website like Science 

Classroom Safety and the Law.  Many other opportunities are available elsewhere to 

increase your knowledge of safety.  Get involved and be informed. 

http://labsafety.flinnsci.com/Home.aspx 
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Physics Laboratory Safety 

Although the physics laboratory doesn't often use chemicals like biology and chemistry 

labs, there are still safety concerns that not everyone is familiar with. Common laboratory 

hazards include electrical shock and fire, power tools, lasers, compressed gases, vacuum, 

radioactivity, exposed belts and pulleys, electromagnetic radiation, cryogenic liquids as well 

as the occasional wet chemicals and dry chemicals. 

Instructors Responsibilities 

 

The laboratory instructor will inform the students of possible hazards in working in the 

laboratory environment as these hazards present themselves. Some activities will have very 

little to be concerned about and then others there may be multiple safety hazards. The 

instructor will be responsible to maintain a watch on the different laboratory groups and 

point out safety issues and corrective action as the need arises. If you have a question about 

safety you are to direct it immediately to the lab instructor or the lab coordinator 

 

Student Responsibilities 

 

The students in the physics lab are expected to exercise common sense judgment when 

working with the laboratory equipment. When personal experience does not help in the 

identifying and avoiding possible safety hazards the student should exercise extra caution 

and ask the instructor for assistance. Safety is more important than pride and questions 

about safety will be answered promptly by the instructor. Note that it is better to NOT 

proceed if you suspect a safety issue than to learn a new safety lesson the hard way. 

Students are expected to listen to and follow all instructions given by the laboratory 

instructor. This includes all safety precautions and guidelines. Please refrain from "horse 

play" in the laboratory. 

If you feel you are exposed to a hazard that you do not fully understand, stop what you are 

c>q
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• Dangling jewelry should not be worn. Any jewelry that can cause short circuits should 

not be worn.  

• The use of headphones other than approved hearing protection devices is prohibited. 

• Keep the aisles and table tops clear.  Stow your book bags, coats, etc. in the proper 

location. 

• Keep your work area neat and uncluttered.  

• Do not modify or damage the laboratory equipment in any way unless the modification is 

directed by the instructor. This does not include the changing of a lab setup as prescribed 

by the procedures in the carrying out of measurements.  

•  Use care when loosening and tighten screws and bolts. Some of them are plastic and 

break easily. Treat the equipment as if it were your own.  

• Do not force any of the equipment. If an excessive amount of force is necessary then tell 

your instructor. There is most likely a problem with the setup and we don’t want to make 

the problem worse.  

• In case the fire alarm sounds, please exit the building by the nearest safe exit.  Take your 

books, car keys, coats, etc.  You may be outdoors for a prolonged period of time as the 

cause of the alarm is investigated.   

• Doing experiments in the laboratory without supervision is prohibited. The performance 

of unauthorized experiments and the use of any equipment in an unauthorized or unsafe 

manner are strictly forbidden.  

• Examine all apparatus for defects before performing any experiments.  

• Do not use damaged, cracked, or otherwise defective glassware.  Consult your instructor 

about where to place broken glass.  All glassware must be handled carefully and stored in 

its appropriate place after use.  

•  If you break a thermometer or find a broken thermometer, report it to your instructor 

immediately.    

• Extinguish all flames and turn off all equipment, as appropriate, before leaving 

• The lab is only for the use of the students authorized to work there. Visitors, including 

children, are not permitted to enter the laboratories.  

• Do not take laboratory equipment, glassware outside the lab without the permission of the 

instructor.  

• Any liquid (safe liquid) spills must be cleaned up immediately to avoid injuries. In case 

of bigger leaks, the appropriate authorities (the primary faculty in charge) must be 

notified.  

• Avoid working in a laboratory alone. This can sometimes be a very frustrating constraint 

but safer if two or more are present. 

• Large permanent magnets and electromagnets may attract opposite poles or steel objects 

with unanticipated force. Students should be warned of the potential risk of pinching 

their hands between object and the magnet. In addition, exposed terminals on 

electromagnets should be insulated to prevent electric shock hazards. 

• It may be necessary for students constructing apparatus for physics experiments to use 

various power tools contained in a wood or metal shop. In these situations the industrial 

arts instructor should be consulted for proper safety precautions necessary for each tool 

or machine. 

• Work on each new project or major piece of new equipment, or revision to existing 

equipment, must be preceded by a safety review of the planned work.  
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• Never use any chemical if you are not aware of the hazards it presents. 

• Check with EHS or the Lab Coordinator for disposal procedures when you need to 

dispose of hazardous materials (chemicals, flammable liquids, etc) or radioactive 

materials.  Plan your disposal needs for you generate the waste.  Never use any chemical 

that you do not know how to dispose of.  

• Keep all electrical cables off of floors and away from traffic.  

• Know where fire extinguishers and exits are located. 

• Report any injuries to your instructor, the lab coordinator and Environmental Health and 

Safety. If the injury appears to be serious, call Campus Police immediately at 470-578-

6666.  

• Supervisors should promptly report safety-related incidents and near misses to the Lab 

Coordinator, Lab Safety Director and EHS. 
 

Motion and Forces  

Many of the devices in the physics lab require mechanical motion and use significant 

amounts of mass. Students should be careful to place themselves and sensitive electronics 

out of the path of possible lab masses in case a string or other holding device was to fail.  

This does happen from time-to-time in introductory laboratories. 

• In demonstrating the flight of any projectile, students should be kept clear of the path 

and impact area. The instructor should always pretest the projectile to determine the path 

it will follow and its range as well as the amount of variability to be expected. Sharp-

pointed objects should not be used as projectiles. Use of safety goggles should be used. 

A simple mechanical launcher (e.g., compressed spring, compressed air, stretched 

elastic) should be used. It should only be "loaded" at the specific time a flight is to be 

observed. 

• Stretched or compressed springs contain mechanical potential energy. A stretched 

spring, unexpectedly released, can pinch fingers. A compressed spring, when suddenly 

released, can send an object at high velocity toward an observer. Care should be taken to 

avoid unexpected release of the spring’s energy when working with dynamics carts, 

spring-type simple harmonic oscillators, and springs used in wave demonstrations.   

• Springs should not exceed their elastic limits. 

• Heavy masses may be used in experiments involving Atwood’s machine, free fall, 

Newton’s laws, and momentum. Warning should be given to students to prevent hands 

and feet from being caught between a moving heavy mass and floor or table surfaces. 

Students may not anticipate how difficult it is move or support a lead brick or kilogram 

mass. 

• Rotators are sometimes used to demonstrate centripetal force, circular motion, and 

sound phenomena. Any device attached to a rotator should be fastened securely and 

checked for tightness frequently. Observers should avoid contact with moving 

accessories such as toothed wheels, siren discs, etc. Loose clothing and long hair should 

be kept away from moving parts, and observers should not be in the plane of rotation. 

The use of safety goggles should be considered in student laboratories investigating 
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centripetal force. Extremely high-speed rotation should be avoided when possible. High 

speeds may cause some objects to fly apart unexpectedly. 

• A strobe light is sometimes used to illuminate a rotating object, making the object 

appear to be at rest. If the object is a fan blade, a toothed wheel, or anything else with 

sharp edges, there is danger of injury from touching or inserting an object into the 

apparently stationary object. Students should be alerted to this danger. 

•  Exposed belts and pulleys must be covered with a shield. This prevents the hazard of 

broken belts, and of fingers or clothing being caught between belts and pulleys.  

•  Make sure that devices that are to be stationary should be secured by a C-clamp. 

•  Spring-loaded carts and heavy masses should be used only as directed. 

• Centripetal force labs should be conducted only with protective eyewear.  If glass rods 

are used, they should be fire polished and wrapped in tape.  Additional space may be 

needed to assure the spinning mass does not hit anything.  Instructions should be given 

to caution students never to walk in the path of the spinning masses.  Finally, the 

instructor should check to assure that the mass being used by each group is securely 

fastened. 

•  
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• 
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dangerous. In many cases the shock from such devices is very quick and not harmful. The 
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Generating Gases. A pressure relief safety valve of some type should be an integral part of 

any system constructed to generate gas or steam. 

 

Heat and Cryogenic Hazards In a few labs the use of boiling water and steam to test 

theories of thermodynamics is employed. This represents a scalding hazard and care must be 

taken when working with hot metals and steam generators. Use gloves and hot pads when 

handling hot objects and steam lines/generators and always test the temperature of an object 

before picking it up when you are working with a thermodynamics lab. 

 

 

Heat 

 

Heating Procedures. Often it is necessary to heat liquids and solids in physics experiments 

and demonstrations. It is safer to use water baths and hot plates than to heat directly with 

open flames such as with Bunsen burners. Below are guidelines for heating and handling hot 

objects. 

• Locate the master gas valve cut-off and leave master control "off" when not in use. 

• Never leave gas jets open. 

• Any glass apparatus that is to be heated should be made of Pyrex® brand or Kimax® 

brand. It must be free of chips and cracks. 

• Gas burners should be kept away from the body at all times. The pressure of the gas 

should be adjusted to allow proper ignition. Too high a pressure tends to blow the flame 

out. Do not allow gas to accumulate if ignition is delayed for any reason. 

• Never heat a closed container if there is no means of pressure relief. 

• Many substances, especially glass, remain hot for a long time after they are removed 

from the heat source. Always check objects by bringing the back of the hand near them 

before attempting to pick them up without tongs, hot pads, or gloves. 

• Never set hot glassware on cold surfaces or in any other way change its temperature 

suddenly, because uneven contraction may cause breakage. 

• Bunsen burners should be periodically checked. 

• Fire retardant pads and gloves should be used when handling hot materials. 

 

Steam. Live steam is generated in experiments to determine coefficients of thermal 

expansion and the heat of vaporization of water. Potential hazards can be avoided by 

following a few simple guidelines. 

• Produce steam only in a container with a direct open line to the atmosphere. 

• Instruct students 
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Thermometers. 
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light likely to be encountered in physics include mercury vapor lamps, electrical arcs (e.g., 

the carbon arc lamp), incandescent ultraviolet lamps, and the sun. 

• Mercury vapor lamps and electric arcs should not be observed without elimination of 

their ultraviolet emissions. 

• Plastic or glass sheets which transmit poorly in the ultraviolet region offer good 

protection for the viewer of these sources. 

• Use black paper with caution because, while it absorbs well in the visible range, it may 

be highly reflective in the ultraviolet range. 

• The sun should never be observed directly. 

• Incandescent ultraviolet lamps present a minimal danger from their ultraviolet 

emissions, as the energy of this radiation is very low. These bulbs, however, get 

extremely hot when in use and must be given plenty of time to cool before handling. 

 

Visible Light (including Lasers) 

Intense sources of visible light are usually not hazardous due to the inability of the human 

eye to remain focused on an intense source. Infrared and ultraviolet radiation sometimes 

present along with visible light provides a greater hazard.  

• Caution should be exercised in the use of ultraviolet light sources, such as mercury-

quartz lamps or carbon arc lamps that can cause severe sunburn or damage to the 

retina.  Proper instructions, labels, and protective gear should be provided. 

• Wave motion, when studied with light, generally includes the use of large coil springs or 

rubber hoses.  Care should be given not to exceed the elastic limit of the coils or to 

release the hose unexpectedly.  

• Ripple tanks should be set up to assure the stability of the high intensity light, the motor, 

and the electrical source.   

• When simulating Young's experiment, caution should be given to handling the delicate 

slides and the single edge razor blades. Spectroscope high voltage supplies should be 

checked prior to classroom use.   

• Students should be cautioned never to touch the ends of the spectrum tube while the 

voltage supply is connected. 

• Mirrors that are sharp should be taped.  Jagged-edged mirrors should be discarded.  

• The use of lenses and prisms in direct sunlight should be supervised. 

• Some students may have physiological or psychological reactions to the effects of a 

strobe light. (e.g., epilepsy) 

 

 

X-ray Radiation 

X-rays may be produced in any situation in which high-speed electrons strike a target. These 

conditions may exist in evacuated tubes where the accelerating voltages are in the range of 

10,000 volts or more. Crookes tubes and other cold cathode discharge tubes are potential 

sources of X-rays in the classroom. (Spectrum tubes used to observe spectra of elements and 

compounds are not a source of X-rays if the tubes are in good condition because the 

enclosed gases prevent electrons from achieving high enough energies.) To minimize 

possible X-ray exposure, three rules should be observed by teachers and students: 

• Minimize the voltages used to operate vacuum tubes. 

• Maximize the distance between the tube and the observers. 
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• Minimize the time during which the tube is operated. If any tube or apparatus is 

suspected of emitting X-rays, it should be checked for dangerous amounts of radiation. 

Commercial companies listed in the yellow pages should be able to provide this service. 

 

 

Laser Safety 

  

The laser produces an intense, highly directional beam of light that, if directed, reflected, or 

focused upon an object, is partially absorbed, raising the temperature of the surface and/or 

the interior of the object. Potentially, this can cause an alteration or deformation of the 

material. These properties can cause adverse biological effects in tissue. Photochemical 

effects are also a danger when the wavelength of the laser radiation is sufficiently short (i.e., 

in the ultraviolet or blue light region of the spectrum). Low-power lasers may emit levels of 

light that are not a hazard, or are no more hazardous than an electric light bulb. 

Some lasers concentrate visible light to an extent that retinal damage can occur in a very 

short time. Fortunately, these lasers are not often found in secondary school science 

laboratories. Most lasers used in secondary school laboratories are the continuous wave, low 

power (0.5 - 3.0 mW.), helium-neon lasers. The only optical danger is possible damage to 

the retina if a subject looks directly into the beam or non-diffused reflection. The diameter 

of the beam, the time of exposure, blink response time, and retina spot size all can affect the 

probability of injury. Since some of these lasers in this range are considered Class III lasers 

(see chart below), certain safety precautions are important to teach and use when working 

with lasers. 

Biological Effects 

The human body is vulnerable to the outputs of some lasers and can, under certain 

circumstances, incur damage to the eye and skin. The human eye is almost always more 

vulnerable to injury than human skin. In the near-ultraviolet region and in the near-infrared 

region at certain wavelengths, the lens of the eye may be vulnerable to injury. 

Of greatest concern, however, is laser exposure in the retinal hazard region of the optical 

spectrum approximately 400 nm (violet light) to 1400 nm (near-infrared). Within this 

special region, collimated laser rays focus in a very tiny spot on the retina. This hazard only 

exists if the eye is focused at a distance; reflecting the laser light off diffuse surfaces also 

prevents the hazard. Higher levels of laser radiation would be necessary to cause injury. 

Since this ocular focusing effect does not apply to the skin, the skin is far less vulnerable to 

injury from these wavelengths. The light entering the eye from a collimated beam in the 

retinal hazard region is concentrated by a factor of 100,000 times when it strikes the retina. 

Safety Standards 

A system of laser hazard categories has been developed based on millions of hours of 

laboratory and industry laser use. Each laser is placed into one of at least four separate 

classes, or risk categories. The safety measures to reduce or eliminate accidents depend 
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upon which class of laser is being used. See the chart below for laser risk classes and their 

hazards. 

 

 

 

Laser Risk Classes* 

Class Power 

Output 

(mW) 

Hazard Comments 

I ‹0.39 inherently 

safe 

Exempt lasers. Considered incapable of producing 

damaging radiation and therefore exempt from 

control measures. Do not exceed maximum 

exposure levels. 

II ‹1.0 low risk Low-power lasers. Hazardous if looked at 

continuously. May be viewed directly; avoid 

continuous intrabeam viewing. Emission limited 

to 1 mW for less than 0.25 seconds between 400 

and 700 nm; hazards are prevented by aversion 

reflexes. 

IIIa 
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The following general guidelines for safe laser use in the classroom are excerpted 

from Laser Fundamentals and Experiments. 

• Before operation, warn all individuals present of the potential hazard. 

• In conspicuous locations inside and outside the work area and on doors giving access to 

the area, place hazardous warning signs indicating that a laser is in operation and may be 

hazardous. 

• Do not at any time look into the primary beam of a laser. 

• Do not aim the laser with the eye. Direct reflection can cause eye damage. 

• Do not look at reflections of the beam. These, too, can cause retinal burns. 

• Do not use sunglasses to protect the eyes. If laser safety goggles are used, be certain 

they are designed for use with the laser being used. 

• Report any afterimage to a doctor, preferably an ophthalmologist who has had 

experience with retinal burns. Retinal damage is possible. 

• Do not leave a laser unattended. 

• View holograms only with a diverged laser beam. Be sure the diverging lens is firmly 

attached to the laser. 

• 



http://www.nfpa.org/
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• Stability. 
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Other Heavy Metals/Solder 

Highly toxic cadmium oxide may be produced when silver solder containing cadmium is 

overheated. Some solders contain flux, which may produce noxious fumes. Use fume hoods 

when working with these materials. 

 

Who to Contact 

If you have any questions, the following are your safety resources: 

• College of Science and Mathematics, Director of Safety and Operations,   

Dale A. Zaborowski, SL5007, 470-578-6165, dzaborow@kennesaw.edu 

• Department of Physics  Lab Manager, 

Toazmin Siddqui, H260L, 470-578-4211, tsiddiqu@kennesaw.edu 

 

• Environmental Health and Safety, 470-578-3321, ehs@kennesaw.edu 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:tsiddiqu@kennesaw.edu
mailto:ehs@kennesaw.edu
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Guidelines for the Use of Chemicals and Compressed Gasses 

 

https://ksu.skillport.com/skillportfe/custom/login/ksu/login.action
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Academic Field Trip 
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• Each department should have a designated contact person on campus with 

information about the academic field trip and participants in the event that 

emergency communication is necessary. 

• Faculty members should not use their private cars to transport students on field trips. 

It is recommended that they use University System vehicles or rent vehicles for this 

purpose. KSU employees who drive their private cars in the course of their official 

job responsibilities are excluded from liability coverage under the University 

System’s automobile insurance policy. The University is covered, but employees’ 

only coverage for their liability is whatever they have under their personal 

automobile insurance. Further, the University System’s general liability policy 

excludes coverage for claims arising out of the use of an automobile. 

• Students should not be required to drive their own vehicles to a field trip site; neither 

should they be required to provide rides to other students. 

 

General Guidelines for Students 

• Students participating in college-sponsored field trips are expected to conform to the 

same standards of behavior as published in the Students’ Rights, Rules and 

Responsibilities. Any violation of the student code of conduct or local, state, or 

federal laws may result in disciplinary action or sanctions by the College/University. 

No alcohol, illegal drugs or firearms are allowed during any portion of the trip.   

• The University does not have liability or automobile coverage for students driving 

themselves or other students to University-sponsored events. Automobile insurance 

policies held by the students are the primary and only policies covering them for 

injuries to themselves and others, as well as damage to their vehicles or other 

mailto:rshipman@coachamerica.com
https://web.kennesaw.edu/auxiliaryservices/content/charter-bus-services
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Acquiring Materials and Supplies 

Laboratory materials can be provided from many funding sources.  There are many sources 

for funding and can be specific as to what can be purchased.  These budgets require 

approval from the department chairs and/or Dean for any purchases.  In addition, any 

purchases made with the student lab fee fund must be used for items that students will be 

directly involved in.  Equipment and supplies purchased with student fees cannot be used 

for individual faculty research.   

Equipment and supplies purchased for instructional laboratory activities are for those uses 

only.  Do not take items from the instructional laboratory rooms and the prep rooms.  

Neither of these areas maintain general supplies for all to take.  Instructional labs and prep 

rooms are not for research equipment or supply storage without special permission as per 
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Equipment Moves 

Equipment moved on or off campus and between campuses is required to be 

decontaminated if used with hazardous materials. A Decommissioning Form must be filled 

out, the equipment must be inspected by EHS and a decontamination sticker attached to the 

equipment before it can be moved.   

If used equipment is to be brought to campus, documentation of decontamination is required 

to accompany the equipment.  Used equipment without documentation cannot be brought on 

campus.   

Any equipment to be installed on campus requiring connection to services such as electrical, 
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Standard Operating Procedures 

Standard operating procedures (SOP) are required for all lab or field activities.  The SOP 

could be for: 

• A specific research project 

• A PI’s Laboratory 

• A common procedure or operation 

• Use of a specific material 

An SOP manual shall be located in each room where required.  It will contain all SOP for 

common activities.    

In addition, Directed Study and Directed Method student projects will have an SOP for each 

project.   
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Guidelines for Student Laboratory Assistants 

Student Laboratory Assistants for the College of Science and Mathematics are part-time 

employees of Kennesaw State University.  The assistants are a vital part of a team effort 

directed toward the education of students in the sciences.  As such, they are depended upon 

to be responsible and reliable support personnel in a variety of laboratory settings.   

Responsibilities of Student Laboratory Assistants include any or all of the following:  

Preparation of media and solutions, care of laboratory animals and plants, setting up of 

experiments, care of laboratory instruments, equipment, glassware and facilities.  Duties and 

assignments range from semi-skilled routine tasks to highly specialized technical 

procedures. 

General Personnel Information 

Student Laboratory Assistants are employed on a semester-to-semester basis as the need for 

assistants arises.  Student laboratory assistants are assigned to courses or “at large’ at the 

beginning of the term.  Student Laboratory Assistants are employees of KSU and are 

expected to act in a professional manner, follow and encourage others to follow safety rules, 

practice good personal habits and be able to work productively with others.  Failure to do so 

could result in re-assignment or termination.   

Supervision 

Student Laboratory Assistants are hired by the designee of the department or the college 

supervised by the laboratory coordinators, with cooperation of the faculty and staff of the 

department.   

Pay Period 

• The work week for Student Laboratory Assistants starts on Saturday at 12:01 am and 

ends the following Friday at midnight.  Student laboratory assistants are 

permitted to work a maximum of 20 hours per week.  However, there is seldom 

that much work available.  The maximum applies even if a student works in more 

than one department.  The combined total should not exceed 19 hours.  Some special 

situations may require students to work more than 19 hours per week, but never 

more than 40 hours per week.  In addition, no promises are ever made to provide a 

student a consistent number of hours each week.   

• For purposes of payroll, the two-week period is the official pay period.  Each 

individual week is considered separately regarding compensation time calculations.  

• Students are paid on Friday of the week following the due date for electronic 

timecard system, ADP.   
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Overtime 

• Working hours that exceed 40 hours within the KSU workweek is considered 

overtime.  Compensation is calculated at 1 ½ times the hourly rate for all time in 

excess of 40 hours.  Student laboratory assistants are not allowed to work 

overtime, either in a single KSU department or a combination of KSU 

departments.  Before any employee can work more than their assigned hours, they 

must complete the Prior Authorization for Non-Exempt Overtime/Compensatory 

Time form.  This form must be approved, in advance, by the Department chair and 

the Dean of the College of Science and Mathematics. 

 

Attendance, Tardiness and Absenteeism 

• All Student Laboratory Assistants are advised of their work hours when they are 

hired.  For the University and the Department to maintain a smooth and consistent 

operation, its employees must report to work at the designated time and remain on 

duty in accordance with his/her schedule. 

• All Student Laboratory Assistants are expected to report to work promptly at the 

beginning of their workday and after meal breaks.  There are seldom replacements 

for someone tardy or absent so make arrangements to cover your labs.   If any 

employee finds it necessary to be absent or late for work, such absences or tardiness 

must be immediately reported to the lab safety officer, lab coordinator and/or the 

main biology office.  It is important that you speak to a live person rather than 

leave a message or send an email so your duties can be covered by someone else.   

It is important that you plan your studies and your work schedule carefully.  It 

is better for the department to plan on having someone else do the job from the 

beginning than to replace you at the last minute.  You have two important 

responsibilities; you are a student and a student assistant.   

 

A record of tardiness or absenteeism may result in disciplinary action, and can eventually 

result in termination of employment.  In addition, disruptive or uncooperative behavior will 

not be tolerated among the student assistant workforce.  Those doing so will be terminated.   

Reporting Hours 

In all cases, student laboratory assistants are expected to maintain and report the appropriate 

information on their ADP time cards.  Send an email to your supervisor for any clocking 

errors or discrepancies.   

The ADP time records must be a true reflection of the time worked each day.  Any attempt 

to defraud KSU by supplying false information will result in termination.   
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Duties of the Student Laboratory Assistants  

For those assigned to a specific course, sectio n, of courses, or room, the student assistants 

are responsible for setting up labs, making solutions, supplying all glassware, instruments, 

and equipment, and monitoring the successful completion of experiments, keeping the lab 

clean and in  order at 


0.eto
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Guidelines for Directed Methods, Directed Study and Undergraduate Research 

Students 

 

Because the College of Science and Mathematics laboratories and equipment are shared by 

the faculty for research and our lab classes, special considerations have to be taken in order 

to have an equal opportunity to successfully and safely complete your research.  All persons 

using the lab facilities must read and comply with the following policies regarding lab 

safety, equipment use and lab etiquette. 

Remember that you are responsible for:  

▪ Your own health and safety.  

▪ The health and safety of those around you.  

▪ The security and the safe use of equipment and facilities that you have been 

authorized to use.  

▪ Understanding and complying with all laboratory policies. 

Be prepared to work hard and work independently, especially if your project is an ambitious 

one. Laboratory procedures require patience and techniques that only practice can teach. 

Long hours of observation may be involved. Things do not always go as expected and they 
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office unless you have been specifically authorized.   If you are granted access to the 

laboratory for a particular project, you are permitted to work on only that project and not on 

an unauthorized project. 

Having swipe card or key access does NOT mean you are authorized to access a lab. To be 

authorized, you MUST have been trained in the appropriate hazards and control measures 

by the supervising faculty or laboratory coordinator. Once authorized, you may gain access 

only to that laboratory for the time you have been approved for. 

Where access to a room is restricted, such as by a swipe card or lock, you are NOT 

authorized to allow entry by people who do not have authorization for access to that facility. 

This means that you are NOT allowed to unlock the facility or provide entry for someone 

else or have friends visiting you in the lab. 

In ideal circumstances, work in the labs would be completed during normal working hours. 

In practice, however, it is sometimes necessary or desirable for staff or students to work on 

campus at other times.  In these circumstances there is an increased risk to health because of 

the lack of supervision and a lower availability of assistance if someone is incapacitated due 

to accidental injury or sudden illness.  Such risk is greater in certain laboratories or where 

there are particular hazards.  Our goal is to ensure that appropriate measures are taken to 

minimize risk to the health and safety of staff or students who work on campus in 

laboratories after hours.  

Prior to students working after hours in a designated laboratory, they: 

(a) must have completed appropriate training, including emergency 

evacuation and other necessary emergency procedures; 

(b) must notify their supervising faculty of their intentions; 

(c) 
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Supplies and Reagents 

Directed Study students must make a realistic list of the supplies needed for their project.  

The list must be discussed with the supervising faculty and the lab coordinator prior to the 

start of the project so supplies can be ordered.  

Write out your calculations before obtaining and mixing chemicals. Don't be shy about 

asking your faculty supervisor to check your calculations. Keep this information recorded in 

your experimental lab notebook, reviewing it often.  

Materials in the lab are for class use. All material for projects must be purchased using the 

project's budget, identified as to the project, and separately stored on a space available basis. 

The cost of unauthorized use of materials will be directly charged to you.  

Unless given permission, Directed Study students are not allowed to take stock supplies, 

solutions or media prepared for instructional labs. Do not "borrow" class materials for a 

special project or project materials for a class. Plan ahead.  Even with permission, let 
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experiments. If the area requires cleaning, use nitrile gloves (or other glove types) even if 

you are using a lab bench cleaner. Better to be safe!  

Keep the work area clean and tidy. Keep common work areas clean. When you have 

finished for the day, make sure all tools, equipment, and supplies are returned to their proper 

storage, and the equipment is shut down. All glassware must be cleaned before it is put 

away. Be courteous to your colleagues--CLEAN UP! 

All the glassware, containers, bags, that you use are to be properly labeled. Follow the 

Department guidelines. Make sure that you have all the relevant information on your 

containers (name, dates, etc.). Never store anything without labeling. It will likely be tossed 

out by the lab coordinator. 

Each student is responsible for cleaning all of his/her glassware at the end of each day. It is 

never acceptable to leave dirty glassware in the sink for someone else to clean. Glassware 

must be cleaned properly immediately after use to avoid having solutions and compounds 

dry on the surface. Persons not cleaning their glassware immediately after use will no longer 

be permitted to use glassware. This rule is strictly enforced.  

Arrangements for storage and disposal of hazardous material must be made in advance prior 

to using the lab.  Proper waste disposal is an important part of our lab chemical hygiene 

program and subject to fines from the State if not handled properly. All waste should be 

placed in the proper container for the appropriate disposal method and should be properly 

labeled, then placed in the designated Waste Consolidation Area in each room.  Please also 

be sure that the waste bottle is capped AT ALL TIMES unless you are adding waste.  Notify 

the lab coordinator when you have full containers.  

Sharps (blades, disposable syringes and syringe needles) must be disposed of in the red 

sharps containers.  Sharps must never be disposed of in the wastepaper baskets for any 

reason!   

Hazardous material spills must be dealt with immediately and appropriately. This includes 

the proper cleanup of workspaces, glassware and equipment as well as the proper cleanup 

and disposal of consumables.  

All instruments, counter tops, exhaust hoods, tool kits, and work spaces must be left in a 

clean and operable condition following the completion of work.  

All data stored on computers must be backed up and deleted within 48 hours or it will be 

removed. In all circumstances, data on the computers is stored at the researchers own risk.  

Normally, all lights are to be turned off when leaving the lab and all doors checked as 

locked.  
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IT IS YOUR RESPONSIBILITY TO KNOW THE SAFETY REGULATIONS 

GOVERNING THE OPERATION OF ANY EQUIPMENT PRIOR TO USING SUCH 

EQUIPMENT.  

Additional safety equipment can be made available to you if necessary. Masks, specialty 

gloves, etc. can be obtained from the lab coordinator. 
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Failure to Comply 

 
All students, faculty, staff and visitors who work in the laboratories at Kennesaw State 

University are expected to comply with the procedures published in the Chemical Hygiene 

Plan and the Laboratory Handbook.  

In instructional laboratories, the instructor or the graduate teaching assistant assigned to 

teach the course is responsible for enforcing that students enrolled in the course are in 

compliance with safety procedures. Students who do not comply may be subject to a 

reduction in their grade and/or dismissal from the laboratory, according to the policies 

established in the course syllabus.  

In research laboratories, the principal investigator assigned to the laboratory space is 

responsible for enforcing that all personnel in their group (including but not limited to 

undergraduate research students, graduate students, postdoctoral fellows, research scientists, 

and short-term visitors) are in compliance with safety procedures. 

Failure of faculty and staff to comply with safety procedures may result in negative 

performance reviews, loss of laboratory privileges, and possibly termination of employment, 

subject to University guidelines for personnel review.  
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Kennesaw State University 

LABORATORY SAFETY VIOLATION REPORT 

This form is given to the Kennesaw State University employee by the Department Chair along with the 
Laboratory Safety Officer and the Department of Environmental, Health and Safety. The purpose is to inform 
the employee of the need for changes to be in compliance with any regulations the University and employees 
are subject to or to eliminate a hazardous situation. Other action may come as the result of this violation, a 
collection of violations, or violations of considerable danger. However, the first and foremost purpose of this 
form and proposed action described is to eliminate hazards and be in compliance. 

 

Date:  ______________________________ 

 

Employee(s):  

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

____________  

Department: 

_______________________________________________________________

____ 

 

Violation Classification:  

☐                  ☐                       ☐                                ☐             

  Imminent   Serious Non-Serious        Documentation 
       Danger  Violation    Violation             Violation 
 

Summary of Violation (attach additional information):  

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 
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Response Meeting 

In Attendance:  

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

____________ Date:  __________________  Time:  _________________ 

Comments: 

_______________________________________________________________

_______________________________________________________________

________ 

Corrective Action:  

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 
Additional Training Required: 
_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 

 

I have read and understood the above safety violation report. I further 
understand that I have received a written warning and that failure to correct 
the violation may result in disciplinary action. 
 

Employee Signature:  ___________________________  Date: _____________ 

Supervisor Signature:  __________________________   Date: _____________ 
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Laboratory Safety Standards 

The health and safety of workers and building occupants is the most important factor to 

consider in laboratory work. In addition to these health and safety concerns, compliance 

with OSHA, State of GA and EPA regulations is also important because of the severe 

financial consequences, especially related to EPA hazardous waste regulations. Fines for 

seemingly minor violations, e.g., improper labeling, lids not screwed-on tight, etc., may run 

into the tens of thousands of dollars, therefore compliance with these regulations must 

receive special attention.  

Sources of environment, health and safety standards and key compliance issues include:  

Standard Key Compliance Issues 

OSHA Laboratory 

Standard 

Laboratory Safety Plan, training of staff, MSDSs, emergency 

plan, secure compressed gas cylinders, outdated peroxide-

formers 

EPA/State Hazardous 

Waste regulations 

Lids, labels, mixing incompatibles, secondary containment, 

location 

Fire/Life Safety Codes 
10-gallon open storage flammables limit, clear laboratory egress, 

hallway storage 

Biological Safety, 

Security  

Biological agents and toxins use practices, containment, 

facilities, management and security 

University and BOR 

policies 

Training, prevention of injuries, personnel policies, grant 

proposal review,  

Consensus standards of 

good laboratory practice 

Hazardous material inventory minimization and storage 

compatibility, housekeeping, appropriate attire, food & drink 

within designated area 

VIOLATION SEVERITY CLASSIFICATIONS 

The University uses the following categories of violations:  

Imminent danger 

a process, action, or condition where there is reasonable certainty a hazard exists in a 

KSU laboratory that can be expected to cause serious physical harm. 

Serious violation 

a process, action, or condition in a KSU laboratory that will probably lead to 

physical harm or significant exposure to biological or physical agents or violates 

regulatory standards (e.g. hazardous waste container management). 

Non-serious violation 

a process, action or condition that has a direct relationship to health and safety in a 

KSU laboratory but probably would not cause serious physical harm or significant 

exposure to biological or physical agents. Related non-serious violations may result 

in a serious violation where in combination they present a substantial probability of 

exposure, injury or physical harm. 

Documentation 

Required KSU laboratory EHS documentation has not been completed, updated, 

submitted, and/or retained. 
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ENFORCEMENT POLICIES 

Imminent danger 

Environmental, Health & Safety, along with the Department Chair and Lab Safety 

Officer, notifies lab personnel to immediately cease operations and close the 

laboratory, then notifies the EHS Director who in turn notifies the department head 

of the affected PI to request assistance in abatement of the problem. The EHS 

Director also notifies the Facilities to secure the area if necessary. EHS will perform 

follow-up inspections to ensure compliance. 

Serious violation 

Environmental, Health & Safety, along with the Department Chair and Lab Safety 

Officer, notifies lab personnel and PI, if available, of the violation and sets a 

deadline for abatement, and may recommend that the PI shut down the operation 

until abated. Follow-up notification, in writing, goes to the PI and safety supervisor. 

EHS will perform follow-up inspections to ensure compliance if appropriate. ALL 

laboratory personnel, including Principal Investigators, may be required to complete 

additional training. All lab members must complete the training course within two 

weeks of the laboratory safety inspection report date. If not all lab personnel 

complete the training within two weeks, EHS will act in accordance with the policies 

of the University and the College.  EHS will conduct a follow-up inspection in three 

months to verify that compliance with the regulations is being maintained. 

Non-serious violation 

Environmental, Health & Safety, along with the Department Chair and Lab Safety 

Officer,   notifies laboratory personnel of the violation and requests abatement as 

soon as practicable. EHS sends follow-up notification in writing to the PI. EHS 

sends a summary report of all inspected PIs to respective department heads annually. 

Documentation violations 

Environmental, Health & Safety, along with the Department Chair and Lab Safety 

Officer,   notifies laboratory personnel of the violation and requests abatement as 

soon as practicable. EHS sends follow-up notification in writing to the PI. EHS 

sends a summary report of all inspected PIs to respective department heads annually.     
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SOP Information, Examples and Forms 

 

 

Procedures and protocols for each individual laboratory or group of laboratories should be 

developed to handle potential emergency situations. Standard operating procedures (SOP) 

for 

using specific chemicals or apparatus that could cause injury should also be developed. This 

appendix will provide guidance as to what procedures or protocols should be developed and 

what 

information should be contained within the procedures or protocols. The SOPs should be 

brief and to the point. If it is too lengthy, it will not be read. SOPs can also be extremely 

valuable in academic laboratories and can be employed anytime there is procedure that 

potentially more than one person will use in a research group. They can be written to: 

• outline sampling procedures, describe the proper procedures for the transportation of 

research materials; 

• standardize the methods of training for often used experimental methods and/or 

analytical instrumentation; and to 

• document the methods used in data handling and/or analysis. 

To be effective, SOPs need to describe not only what needs to be, but who is qualified to 

carry it out, and under what conditions the procedure can be performed reliably. 

SOPs can be invaluable to students involved in undergraduate research in providing written 

guidelines detailing how to carry out new/unfamiliar methods reliably. The action of 

authoring an SOP can be beneficial in helping you to think through the procedures you use 

in a thoughtful step-by-step manner and document clearly and succinctly in writing your 

understanding. 
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Standard Operating Procedure 
________________________________________________________ 
Read the EH&S Standard Operating Procedures Fact Sheet before filling out this form. Print out 

the completed form and keep a readily accessible hard copy in the lab (also keeping an 
electronic copy is highly recommended). 

___________________________________________________________________________ 
 
Date:     

SOP Title:     

Principal Investigator:    

Room and Building:    

Lab Phone Number:  

Emergency Contact Information: 
Campus Security: 
Environmental Health and Safety: 
Safety officer: 
Principal Investigator: 
 

Section 1 – Purpose 
 
 
 
 
 
 

 

Section 2 – Process 
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Section 3 – Hazardous Chemicals  
 
 
 
 
 
 

 
Section 4 – Potential Hazards 

 
 
 
 
 
 
 

 
Section 5 – Approvals Required 

 
 
 
 
 
 

 
Section 6 – Designated Area 

 
 
 
 
 
 

 
Section 7 – Special Handling Procedures and Storage 
Requirements 

 
 
 
 
 
 

Section 8 – Personal Protective Equipment 
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Section 9 – Engineering/Ventilation Controls 

 
 
 
 
 
 

 
Section 10 – Spill and Accident Procedures 

 
 
 
 
 
 

 
Section 11 – Waste Disposal 

 
 
 
 
 
 

 
Section 12 - Decontamination 
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Volunteer Services Description 

 

Department/Unit:  

______________________________________________________ 

Full Name of Volunteer: 

__________________________________________________ 

Volunteer’s Responsible 

Supervisor:________________________________________ 

Volunteer Services:  From: __________________  To: ____________________ 

Purpose for Volunteer Services: 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

________________ 

Scope of Volunteer’s Work and Duties (per responsible supervisor): 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

________________ 

Department/Director Approval: 

_____________________________________________ 

Date Approved: ______________ Email & Phone: 

_____________________________ 
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Responsible Supervisor Signature: 

_________________________________________ 

Volunteer Signature: 

_____________________________________________________ 

Parent’s Signature (if under 18): 

____________________________________________ 

Please maintain copies of the Agreement for Volunteer Service and Volunteer Services 

Description forms on file with your Department/Unit for at least 2 yrs.  Forward original 

copies to the Risk Manager, Janet Nash at jhull@kennesaw.edu or Mail Drop 1402.   
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AGREEMENT FOR VOLUNTEER SERVICES 

I, ___________________________________________, agree to work as a volunteer in 

______________________________
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Risk Assessment 

 
A laboratory risk assessment is nothing more than a careful examination of what, in your 

laboratory operation, could cause harm to people in the immediate area, in the entire facility, 

or the external environment so that you can weigh whether you have taken enough 

precautions to prevent harm. Two important things that need to be decided are whether a 

hazard is significant, and whether satisfactory precautions have been taken so that the risk of 

injury, damage or loss is small. 

 

Hazard – something that is dangerous and can cause harm; hazards are categorized into 

three groups: physical, chemical and biological  

Risk - the chance of injury, damage, or loss  

Chance - the probability of something happening  

Certain prerequisites required before attempting to perform a risk assessment include:  

▪ Knowledge of biological, chemical, and/or physical hazards to be encountered  

▪ Understanding of the principles of biological, chemical, and physical safety  

▪ Knowledge of the modes of transmission for the various infectious agents 

encountered in the laboratory 

▪ Understanding of aerosol production and mitigation  

▪ Knowledge of safety features of your facility  

▪ Knowledgledg攀

http://www.ncbi.nlm.nih.gov/books/NBK55880/
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1.0  Purpose 

1.1  To establish a policy for the use of KSU owned or leased vehicles and 

the transporting of employees and students,
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•     Don't park in front of emergency exists, fire hydrants, fire lanes, sidewalks, ramps or           

doors. 

•     When parking, set the brake, place the cart in neutral and remove the key. 
 
•     Secure the parked golf cart with a cable or other locking mechanism. 
 
Transporting Goods 
 
If the golf cart is used to transport equipment, there are some special safety rules to consider: 
 
•     Transport materials during periods of low traffic and pedestrian activity 
 
•     Don't overload the cart. Take only the bare 
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ACCESS PROCEDURES 

Providing access to students and others to your lab 

1. Registered Directed Methods/Directed Study students 

• The student must attend laboratory safety training provided by CSM as well 

complete the online safety training modules provided by EHS.   A safety training 

schedule is provided at the beginning of the semester and additional training are 

offered periodically or by arrangement.   

• Once safety training is completed, key card access can be requested for specific 

rooms  through Access Control/Locksmith with approval of the CSM Laboratory 

Safety Director (see below) 

• The student may need to have their ID card acti
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• Room Access may be obtained by Filling out the Non-Paid Affiliate/ Long Term 

Visitor Form.  Follow the instructions on this webpage: 

http://cardservices.kennesawstateauxiliary.com/visitors/ 

• Once safety training is completed and the proper approvals are in order,  key card 

access can be requested for specific rooms  through Access Control/Locksmith 

with approval of the CSM Laboratory Safety Director (see below) 

• Upon completion of the project, notify the CSM Laboratory Safety Director to 

have the access for the individual removed 

• All students/non-employee access are purged from the locks at the end of May 

each year unless arrangements are made in advance.  

4. A non- KSU student who is under the age of 18    

• Your program must be in compliance with BOR and KSU policies relating to 

minors 

• A parent or guardian must complete the Waiver and Release Agreement regarding 

the Use of Kennesaw State University Science Labs.   

• The individual must attend laboratory safety training provided by CSM as well 

complete the online safety training modules provided by EHS.   A safety training 

schedule is provided at the beginning of the semester and additional training 

sessions are offered periodically or by arrangement.   

• No key card access is granted to minors who are not KSU students 

KSU Minors on Campus Policies 

http://protectingminors.kennesaw.edu/policyKSU.php 

 

Requesting Room Access 

Due to the changes in the oversight of building and room access on the KSU 

campuses, there is a new procedure for access requests.  Use the website linked below 

for access requests.    

http://dooraccess.kennesaw.edu/     

Lab access must be approved by CSM Safety Officers and the college still needs to  

maintain records of access to rooms and buildings for safety and security reasons.   

 

Below is the new procedure for using the new website.   

1. The simplest method is to make the request to your department admin or the access 

designee.  They will then complete the appropriate procedures listed below.     

2. For a getting access for a single individual, use the Single Request form.  If you are 

requesting access to multiple individuals at the same time, use the Bulk Request form.   

3. Fill out the necessary form.  Near the bottom of the form, it asks for the requester 

information.  Dale Zaborowski and Ben Huck are the official requesters for 

laboratory acce

http://protectingminors.kennesaw.edu/policyKSU.php
http://dooraccess.kennesaw.edu/
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Name: Dale Zaborowski/your name    or Ben Huck/ your name 

Email: dzaborow@kennesaw.edu       or bhuck@kennesaw.edu 

Phone: 470-578-6165                            or 470-578-6404 

 

The doors will be programmed shortly after.  Undergrad students must go to Card 

Services after approval and have their card activated.   

 

Undergraduate and graduate students cannot request access themselves.  It must be 

done by the supervising faculty.   

 

   

 

http://cardservices.kennesawstateauxiliary.com/media/Student-Access-Request-Form.pdf
http://cardservices.kennesawstateauxiliary.com/media/Non-Paid_AffiliateLong-Term_Visitor_Form-1-m.pdf
http://cardservices.kennesawstateauxiliary.com/media/Non-Paid_AffiliateLong-Term_Visitor_Form-1-m.pdf
http://hr.kennesaw.edu/forms/16%20Background%20Consent%20Form.pdf
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Additional Information 
 

General Laboratory Handbook for Faculty, Staff and Students 

A general guideline for working with hazardous materials as well as other hazards and risks.  It 

can be found at  

 

http://csm-intranet.kennesaw.edu/system/files/2017-01/2016-csm-laboratory-handbook.pdf 

 

Chemical Hygiene Plan 

The development and implementation of a written Chemical Hygiene Plan (CHP) is the 

foundation of compliance required by the Occupational Safety and Health Administration 

(OSHA) as stated in the publication Occupational Exposure to Hazardous Chemicals in 

Laboratories (Federal Register, January 31, 1990, pages 3327-3335, part of CFR 1910).   

 

http://csm-intranet.kennesaw.edu/system/files/2017-01/2016-csm-laboratory-handbook.pdf
http://www.kennesaw.edu/ehs/downloads/EOSMS-201-Chemical-Hygiene-Plan.docx
http://ehs.kennesaw.edu/docs/programs/EOSMS_215_Bloodborne_Pathogen_Exposure_Control_Plan_v3.0.pdf
http://ehs.kennesaw.edu/docs/programs/EOSMS_215_Bloodborne_Pathogen_Exposure_Control_Plan_v3.0.pdf
http://ehs.kennesaw.edu/docs/programs/EOSMS_203_KSU_Biosafety_Manual.pdf
http://oem.kennesaw.edu/preparedness.php
http://www.ansellpro.com/specware/

	9.12.4 Environmental and Occupational Safety
	Smoke-free and Tobacco-free Policy
	Concern
	Current Features

	Physics Laboratory Safety
	Instructors Responsibilities
	Student Responsibilities

	Guidelines for Directed Methods, Directed Study and Undergraduate Research Students
	Equipment Use
	The laboratories and their equipment must be maintained in manner that allows for clean, safe use by all persons in the KSU science community.  Persons operating in a manner that jeopardizes the research and safety of others or in a manner that damage...

	Laboratory Safety Standards
	VIOLATION SEVERITY CLASSIFICATIONS
	ENFORCEMENT POLICIES
	NOTIFICATION OF GRANTING AGENCIES
	REPORTS TO DEPARTMENT HEADS AND LABORATORY SAFETY COMMITTEE

	1. The following pages are example of Standard Operating Procedures.  Use these to create specific SOPs for operations in your lab.  Purpose
	2. Scope
	3. Personnel Qualifications and Responsibilities
	4. Definitions
	5. Environmental Health & Safety Hazards
	1.0 Hazards Prevention and Control
	1.1 Engineering Controls:
	1.2 Designated Area:
	1.3 Personal Protective Equipment (PPE):

	2.0 Emergency Procedures
	3.0 Waste Management

	6. Procedure

