
Safety Document Management
and Record Keeping (CME)

Introduction

This document can be used to help you construct and organize your laboratorie’s record
management system that represents the Health, Safety, and Environment Management System
(HSEMS). Document management helps to run your lab safely, and in compliance with the
University’s Health, Safety and Environment (HSE) policies, as well as Alberta Occupational
Health and Safety (OHS) regulations.

Please note that this list is not completely exhaustive - some laboratories have different needs
than others. All documents and organizational systems should be modified to suit your research
group's needs best. Many of the templates listed here are directly from HSE’s Resource
webpage, other’s are maintained by the Faculty of Engineering Safety and Risk Management
team and the department of Chemical and Materials Engineering

Please contact the department safety coordinator at shaofeng@ualberta.ca if you have any
questions.

Recommended Folder Structure (with clickable links)

01 - Leadership and Supervision
- Delegation of Laboratory Supervision

02 - Emergency Preparedness
- Unit Action Plan form request
- Unit Action Plan template (Engineering)
- Emergency Response Procedures
- Contact List
- Working Alone and After Hours Policy

03 - Hazard Management
- Hazard Assessments
- Standard Operating Procedure
- PPE Checklist
- HA and SOP Index

04 - Inventory of Goods
- Biological Inventory
- Chemical Inventory
- Nuclear Substance Inventory

https://www.ualberta.ca/human-resources-health-safety-environment/environment-and-safety/resources.html
https://www.ualberta.ca/human-resources-health-safety-environment/environment-and-safety/resources.html
mailto:shaofeng@ualberta.ca
https://docs.google.com/document/d/1btrChjc8dGBm2eyHrqO6JQyE19C_u1fFBCelQNf0o_k/template/preview
https://docs.google.com/forms/d/e/1FAIpQLSdogaFo7ggoE_ROgJVgNlzidaf6I_5eN2PsH2CiX6Bbe5e3MQ/viewform
https://docs.google.com/spreadsheets/d/1rJmrpO_t8LlSMBbIOdXzsP8D9_Y6mBr6VtuoF1wPqUU/edit#gid=1953131347
https://docs.google.com/document/d/1nlhVwzBRaSj3fGY6sMD8RUUsFYd2mv5sOalD_N3bJTo/template/preview
https://docs.google.com/document/d/1NL_deiUzUOfom7AdJXwe-R6mriooE83hDcvAn8dx05g/template/preview
https://docs.google.com/document/d/1kOHHLvUHRUhrqYCGRZOCJlz-VJJMwWcOurQhJCCR_a8/template/preview
https://docs.google.com/spreadsheets/d/1j_UYRSsh3lnMp7171V9oR_pxOnRr3iT1EPPsofAHMqM/template/preview
https://docs.google.com/document/d/1FtkbwMOH2luN8hxInzQ8hGmA7sVMgPOES_77sJYjsus/template/preview
https://docs.google.com/document/d/1Ea5PThK93OOaORsg6LObCs6dgt2R2fodIItoqPPvcJ8/template/preview
https://docs.google.com/spreadsheets/d/1wCDISb87tpVwf5MDRYXfeHpCCG7ys1uaZYUKSq8cMbs/edit#gid=1815411249
https://docs.google.com/spreadsheets/d/1AhZ7rkvb4yRBVdO6K9WKGYxjEKtPoXQ_/template/preview
https://docs.google.com/spreadsheets/d/10B01Drd7sEjouMsPqWqONpNoQboYK_3MwNJ-hR51_dQ/template/preview
https://docs.google.com/document/d/1bcZR33yYXUDLEqZa3WrH-w6uzhNKrpXXK-l6_nIiSWc/template/preview
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05 - Training and Documentation
- Onboarding Procedure (plus records for each lab member)
- Off-boarding Procedure (plus records for all previous lab members)
- Competency Assessment
- Laboratory Specific Training
- Training Needs Assessment
- Training Matrix and Log
- Folders for each lab member training certificates

06 - Procurement and Purchasing
- Equipment Receipts (folder)
- Chemical Receipts (folder)

07 - Regulatory Documentation and Licenses
- Folders for laser / nuclear / bio licenses
- Canadian Biosafety Standard (3rd Edition)
- Nuclear Safety and Controls Act (2017)
- Alberta Occupational Health and Safety Code (2023)
- Any other applicable regulatory document

08 - Equipment, Maintenance, and Inspection Records
- Preventative Maintenance Program (if applicable)
- Completed Inspections (folder)
- Corrective Actions (folder)

09 - Other Documents
- Chemical Incompatibilities
- Chemical Safety Guidelines
- Chemical Storage Guidelines
- Laser Safety Manual
- Signage Folder

- First Aid
- Chemical Shower (incomplete)
- Spill Kit (incomplete)
- Fire Extinguisher (incomplete)

- Noise Management Program
- Hearing Protection Fit Test Procedure
- Safe Transport of Hazard Materials (On-Campus) Guidelines
- Respiratory Protection Program

https://docs.google.com/document/d/1krkr7c22eIt-ya9MTxQQgwjubC07ouvuHeyG9CDbTBo/template/preview
https://docs.google.com/document/d/1tqch8DxHsdFqBPHqFrqogNtfvIbIkLJWJhPfpwiA9PU/edit
https://docs.google.com/document/d/1XYOIbcr4qB3tATJOz-Lqnm2N5neEQLfVaetNgrRaNFk/template/preview
https://docs.google.com/document/d/1WuqrUKLHudZX16j55dk-UNUWjyQDEuD1Lev-FJLLCIo/template/preview
https://docs.google.com/document/d/1iYxhHz-ZUB6vr4ONlVGNZTArMniyHhjrYnRzePvTHOo/template/preview
https://docs.google.com/spreadsheets/d/19zk7peq0eUsAMYmtU9xtuLiL9tt1vvxkCnewTlVfGg0/edit#gid=186001220
https://www.canada.ca/content/dam/phac-aspc/migration/cbsg-nldcb/cbs-ncb/assets/pdf/canadian-biosafety-standard-third-edition.pdf
https://laws.justice.gc.ca/PDF/N-28.3.pdf
https://kings-printer.alberta.ca/documents/OHS/OHSCode_March_2023.pdf
https://docs.google.com/document/d/1o5dvepqvs51zd8lJ2migHRhSr4l8NPVFIBA1o2LZ0c8/template/preview
https://docs.google.com/document/d/1DOYn7D7XySiZOOJ3cnSPp8hTkCh0YPUHidl6uq5eyrc/template/preview
https://docs.google.com/document/d/1E_E1Ibzdr3JdJv09PxK-qayY70kTW3Xgsqwt1bL0WzA/template/preview
https://docs.google.com/document/d/19cGuTxEQWMFxlAa37_DHKw6CcfLwB3cu2PVEINRJ3xU/template/preview
https://docs.google.com/document/d/16hP4BvUD2uhkvegFQRdx698amuclvUbrWWL9F5R7EX0/template/preview
https://drive.google.com/file/d/1Ziwq-6HBCObykG8U8yJEtq4UYwMLzZIy/view?usp=sharing
https://docs.google.com/document/d/127klE0AU6e3FSUcaZopkS5OkRra9gURXAu20YSZqX1o/template/preview
https://docs.google.com/document/d/1tzMmpVJ9Ed3DWprllivM2Zpa6lBQfcyVYw7owjTJS_k/template/preview
https://docs.google.com/document/d/1FNw65cTuTK8G94WFdb3TSy26O5ihwH7_VYfue3mMGbI/template/preview
https://docs.google.com/document/d/1IcQyyD6c9vnVHTk_1qbAReUDo02OGo5nrYVzTdJn0As/template/preview
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- Use, Care, and Storage of RPE
- Forms

- Equipment Decontamination Form
- Surplus Disposal Form

- Any other applicable safety procedures, guidelines, recommendations, etc.

10 - Archive
- Files and records must be maintained for 10 years.

IF IT IS NOT WRITTEN DOWN, IT DOES NOT
EXIST

GOOD SAFETY IS GOOD SCIENCE

https://docs.google.com/document/d/1jGYWTDzCmMQ8M0qcn2FbP17kkWLyyOJDXOpAfhql9ds/template/preview
https://docs.google.com/document/d/1_X2WvmQZ47Fk_BG71FQPi8sn_JS3iZrXY-vamo_tQAk/template/preview
https://drive.google.com/file/d/1sXPmbDry56bAMmGSfN4JBW-3l3cO1Gg3/view?usp=drive_link

