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Lab Safety Self Evaluation (Bi-annual Review) 
 

• Visit the UT Austin Environmental Health & Safety Page.   
• Select the “Self Evaluation Program”. 

                 

• Select the link for ‘laboratory safety self-evaluation’. 

 

https://ehs.utexas.edu/


 

• You will be redirected to the Lab Safety Self Evaluation Form. Please fill out accordingly and submit. 

                                                  

 

 

 

 

 

 

 

 

 

 

 

 



Chemical Inventory Review (Bi-annual Review) 
 

• Sign on to UT HERD with your credentials (UT EID and password). If you cannot sign on, please reach out to ehs-
labstaff@austin.utexas.edu for access. 

           

• Select “Inventory”. 

 
 

• Select “Quick Chemical Entry” 

 

https://ehs-hpassist.austin.utexas.edu/EHSA/login?c=forms&ReturnUrl=%2fehsa&_ga=2.11702260.1909374420.1705527320-58307482.1704830527
mailto:ehs-labstaff@austin.utexas.edu
mailto:ehs-labstaff@austin.utexas.edu


 

• You are able to , , and   inventory.  

 

• After reviewing and making any needed updates, please select “review statement”. 

 

• You will be prompted to submit acknowledgement of chemical inventory review. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Uploading Lab Manuals and Documents (Annual Review) 
 

• Sign on to UT HERD with your credentials (UT EID and password). If you cannot sign on, please reach out to ehs-
labstaff@austin.utexas.edu for access. 

 
• Select “SOP Documents” from the UT HERD main page 

 

 

• You are able to , , and   SOPs and Lab Safety Manuals. 

https://ehs-hpassist.austin.utexas.edu/EHSA/login?c=forms&ReturnUrl=%2fehsa&_ga=2.11702260.1909374420.1705527320-58307482.1704830527
mailto:ehs-labstaff@austin.utexas.edu
mailto:ehs-labstaff@austin.utexas.edu


 

• If you do not have a SOP or Lab Safety Manual uploaded or would like to add a new document, select

. 
• You will be prompted to upload a document/file and fill out the corresponding information.  

 

 
 

• To review the SOP or Lab Safety Manual, select  

 

• Select “View”. 



 

• If no changes need to be made, update the review date and save. If changes need to be made, please upload the 
updated document as a new entry. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Training Records 
 

• Sign on to UT HERD with your credentials (UT EID and password). If you cannot sign on, please reach out to ehs-
labstaff@austin.utexas.edu for access. 

               

• Select “Training Records” from the UT HERD main page. 

    

• Select “Training Reports”. 

 

• Select “Training Due by P.I” to view recurring trainings and those that are overdue. 

https://ehs-hpassist.austin.utexas.edu/EHSA/login?c=forms&ReturnUrl=%2fehsa&_ga=2.11702260.1909374420.1705527320-58307482.1704830527
mailto:ehs-labstaff@austin.utexas.edu
mailto:ehs-labstaff@austin.utexas.edu


 

• A new tab will open showing any overdue/recurring trainings. 
 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Adding/ Removing Workers 
 

• Sign on to UT HERD with your credentials (UT EID and password). If you cannot sign on, please reach out to ehs-
labstaff@austin.utexas.edu for access. 
 

 
• Select “Worker Registration” 

 
 
 
 
 
 
 
 
 

https://ehs-hpassist.austin.utexas.edu/EHSA/login?c=forms&ReturnUrl=%2fehsa&_ga=2.11702260.1909374420.1705527320-58307482.1704830527
mailto:ehs-labstaff@austin.utexas.edu
mailto:ehs-labstaff@austin.utexas.edu


Removing Workers 
• After selecting the “Worker Registration” icon, you will be prompted to the worker registration screen. The 

bottom part of the table shows all personnel currently attached to the PI/Researcher. 

 

• To remove personnel, select “Remove from Permit” located next to the name. 
 

 

 

• After selecting “Remove from Permit” it will turn green and be marked as “Pending Removal”. This will enter 
into a queue for EHS to finalize the removal. Personnel should be removed from all permits if they are no longer 
working for the corresponding PI/Researcher. 

 

 



Adding Workers 
 

• After selecting the “Worker Registration” icon, you will be prompted to the worker registration screen. The top 
screen is where personnel can be added to the permit. 

 

 

• Select “Search Worker” to view if the lab worker is already registered in the UT HERD system. 

                

• If the individual is already registered in UT HERD, you will be prompted to “Select”. 
 

 
 
 
 
 
 
 
 
 
 
 



• If not registered in UT HERD, select “+Add New Worker”. 

     

 

• All items with red asterisks are required fields. We ask that you fill in as much as possible. If access to UT HERD 
full access or access to just the chemical inventory is needed by the lab worker you may make the note in the 
comment section.  

 

                            

 



• Under the Worker Link category, permits may be added. You may elect to add permits in individually by “Add” 
or select “Add All Permits” 

 

• After submitting you will be redirected to the Worker Registration screen and the entered personnel will appear 
in the Pending registrant section (top half of table). This will put them in a queue and EHS will add into UT HERD.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Viewing and Correcting Lab Deficiencies 
 

• Sign on to UT HERD with your credentials (UT EID and password). If you cannot sign on, please reach out to ehs-
labstaff@austin.utexas.edu for access. 
 

 
 

• Select “Safety Inspections”. 
 

 
 
 
 
 
 
 
 
 
 

https://ehs-hpassist.austin.utexas.edu/EHSA/login?c=forms&ReturnUrl=%2fehsa&_ga=2.11702260.1909374420.1705527320-58307482.1704830527
mailto:ehs-labstaff@austin.utexas.edu
mailto:ehs-labstaff@austin.utexas.edu


• You will be prompted to the “Inspections” page. Select “Violation Deficiency Response”. 

  

 

• This will allow you to view any deficiencies noted during the inspection. 

 

 

• Once the item has been corrected, select “Edit Response”. 

 

 

 

• Corrections can be submitted under the “Please Enter Response to Violation Deficiency Below” category. 
Photos showing the corrected deficiency should be submitted where applicable. 

• *NOTE* the Submit To Inspector button will only appear after the last item has been corrected. 
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