WORK-AREA CHECKOUTS

The person leaving the Department will send an “Appointment Request” to notify us that they need to schedule a Work-Area Checkout.  They include their top three Choices for Date/Time.  This also lets us know if they are leaving Samples.
Schedule the exact Time for the Checkout with an email response.  
EXAMPLE:    Thanks for getting your Appointment Request to me.  Let’s have your Work Area Checkout on Tuesday, September 28th at 1:30 PM.  I’ll meet you up at WTHR 333 at that time. 
What to Look For during the Checkout – The Work Area:
Observe the Work Area Bench that they work at.  Needs to be clean & free from any Samples.  Look inside of all drawers at their workspace.  Lab Bench must be organized.  Must be ready for someone else to move into.  Reagents are OK.  Basic Buffers are OK.
Observe their Hood.  Needs to be clean & free from any Samples.  Must be ready for someone else to move into.  Glass sash on hood should be cleaned for next person.
Verify that the Main Instrument that they used is clear of their samples and chemicals.
SAMPLES LIST
Receive a spreadsheet of their Samples List.  It needs to include Container Name, Actual Compound, Amount, and Location (such as Freezer 3 in WTHR 334).
Verify the ALL Samples are properly Labeled with some identifying marks, so that they Do Not become Unknowns.  If there are multiple sample containers, just check a few.

WASTE JARS
If they indicate on the Checkout Form that they still have Waste in the Group Waste Containers, verify that the containers are properly labeled.
Desk Area
Check Desk Area for hidden Samples in their desk.  It should only have paperwork and computer items there.  Naturally, food items and medications will need to be cleared out.
Purdue Safety Website Page for Work-Area Checkouts (also info copied below):
https://www.chem.purdue.edu/chemsafety/Checkout.html
