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SECTION 1 – PURPOSE 

This vacating and off-boarding procedure serves four main purposes: 
- to ensure that when a laboratory is being vacated (or refurbished) it is clear of all hazards, left in 

a safe and decontaminated state, and ready for occupancy (or for contractors to carry out their 
work), 

- to ensure that when an office or general area is being vacated, it is left in a safe, clean and tidy 
manner and ready for the next occupant,  

- to reallocate any Honours and HDR students to a new supervisor and allocate project codes for 
the distribution of remaining funds, and  

- to ensure that when a researcher completes their project, the work area is clear of all hazards 
and left in a safe and decontaminated state (including any associated office areas). 

 
SECTION 2 – SCOPE 

This procedure is relevant to researchers/staff; leaving UOW, relocating to a new space or 
students/volunteers completing a research project. 
 
SECTION 3 – SUPPORTING DOCUMENTS 

Appointment of Visiting Honorary Academics Policy 
 
Appointment of Visiting and Honorary Academics Procedure 
 
Asset Disposal Policy 
 
Asset Management Policy 
 
Code of Practice – Responsible Conduct of Research 
 
Higher Degree Research (HDR) Supervision and Resources Policy 
 
Laboratory Vacating/Decommissioning Checklist 
 
Records Management Policy 
 
Request to Invite a Visiting/Honorary Academic 
 
Research – Project Completion Form 
 
Vacating Office/General Areas Checklist (including Research Admin Checklist) 
 
Work Health and Safety Policy 
 
 
 
 
  

https://documents.uow.edu.au/content/groups/public/@web/@gov/documents/doc/uow058705.pdf
https://documents.uow.edu.au/content/groups/public/@web/@gov/documents/doc/uow268034.pdf
https://documents.uow.edu.au/content/groups/public/@web/@gov/documents/doc/uow058659.pdf
https://intranet.uow.edu.au/gld/governance/policies/UOW062851.html
https://documents.uow.edu.au/content/groups/public/@web/@gov/documents/doc/uow058663.pdf
https://documents.uow.edu.au/content/groups/public/@web/@gov/documents/doc/uow058665.pdf
https://documents.uow.edu.au/content/groups/public/@web/@gov/documents/doc/uow039584.pdf
https://uowmailedu.sharepoint.com/:w:/r/sites/intranet-human-resources/_layouts/15/Doc.aspx?sourcedoc=%7B44F549F0-83EC-4D89-9217-37169AEF184C%7D&file=Request%20to%20Invite%20a%20Visiting%20Honorary%20Academic%20Form.docx&action=default&mobileredirect=true
https://documents.uow.edu.au/content/groups/public/@web/@gov/documents/doc/uow016894.pdf
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SECTION 4 – PROCEDURES AND GUIDELINES 

4.1 Vacating and Off-boarding Checklists 
There are three key checklists relevant to this procedure: 
- Laboratory Vacating/Decommissioning Checklist 
- Vacating Office/General Areas Checklist (including Research Admin Checklist) 
- Research – Project Completion Form 
 
4.2 Using the Vacating and Off-boarding Checklists 
The process for using the checklists is summarised in Figure 1 on the following page. It also 
includes detail regarding the timing of the main steps in the process and who the key stakeholders 
are. 
 
4.3 Honorary Academic Appointments 
 
4.3.1 The Request to Invite a Visiting/Honorary Academic will need to be completed by the 

academic in the event that they are seeking an Honorary Academic Appointment. 
Refer to the Appointment of Visiting Academics Policy and Appointment of Visiting and 
Honorary Academics Procedure for further guidance. 
 
Note; in accordance with the Appointment of Visiting and Honorary Academics Policy; 
“Visiting and honorary appointees will normally be provided with access to a workstation 
by the host faculty/research institute pending availability. A workstation would normally be 
located in a shared space. Access to research facilities such as laboratories must be 
negotiated on a case by case basis with the host academic unit.” 
 

4.3.2 If the academic leaving UOW is seeking an Honorary Academic Appointment and has 
requested a laboratory space, a discussion will need to occur with the Head of School, 
School Manager and area Technical Officer to determine the most viable option within the 
available space requirements. 
 

4.3.3 If the academic leaving UOW has remaining Honours or HDR students then Section 6 – 
Research Administration of the Vacating Officer/General Areas and Research Admin 
Checklist and the Change in Supervision Application must be completed. 
 

4.3.4 If the academic leaving UOW has any current grants, commercial agreements or 
consultancy work then they must contact research operations (research-
operations@uow.edu.au) to discuss research funding and project commitments.  
 

4.3.5 Note, the Request to Invite a Visiting/Honorary Academic will not be processed until the 
relevant vacating and off-boarding checklists have been confirmed as completed. 

 

https://documents.uow.edu.au/content/groups/public/@web/@ohs/documents/doc/uow017003.pdf
https://documents.uow.edu.au/content/groups/public/@web/@smah/documents/doc/uow272441.pdf
https://documents.uow.edu.au/content/groups/public/@web/@smah/documents/doc/uow248957.pdf
mailto:research-operations@uow.edu.au
mailto:research-operations@uow.edu.au


V ACA TI N G  A N D OF F -BO AR DI N G PR OC E DU RE S  F OR   
L A BO RA T ORI ES ,  RES EA RC H  P R OJ EC T S A ND  OFFI CE  SPAC ES 

P AG E  4 OF  5  

V ER SIO N  1  –  0 1  N o ve m be r  20 2 3   N E X T  REV IE W:  NO VE M BE R  20 2 4  
Hardcopies of this document are considered UNCONTROLLED. Please refer to UOW website or intranet for latest version. 

 

4.4 Laboratory Vacating/Decommissioning Checklist – Completion Issues 
 
4.4.1 With reference to Figure 1, in the event that the mid-point check identifies potential issues 

regarding the completion of the Laboratory Vacating/Decommissioning processes, a 
discussion will occur between the relevant School Manager, Senior Manager Research 
Operations and Research Infrastructure Support Manager.  
 

4.4.2 This group will then determine the most appropriate course of action to ensure the 
requirements of the Laboratory Vacating/Decommissioning Checklist are completed within 
the required timeframe.   
 

4.4.3 Either the Senior Manager Research Operations, the Research Infrastructure Support 
Manager, or a nominated representative will then assist in the facilitation of the completion 
of the Vacating/Decommissioning process and be present at the Final Check. 

 
4.5 Filing  
After the relevant checklists have been completed, approved, and reviewed by the relevant School 
Manager, they will be filed in the following location:  
S:\SMAH WHS\Operations\Spaces - Onboarding and Offboarding. 
 
The relevant School Manager will also advise the Senior Manager Research Operations of any 
Laboratory Vacating/Decommissioning Checklists that have been completed. 
 
 
 
SECTION 5 – VERSION CONTROL AND CHANGE HISTORY 

Version 
Release 

Date 
Developed by Approved by Amendment 

1 01/11/23 
SMAH  

Operations Manager and 
School Managers 

Faculty  
Executive Manager 
and Executive Dean 

First version 

 



 

Figure 1 – VACATING AND OFF-BOARDING PROCEDURE FLOWCHART 
 

Checklist  Laboratory Vacating/Decommissioning 
Checklist  Vacating Office/General Areas 

Checklist  Research – Project Completion Form 

  ▼  ▼  ▼ 

Scenario  
A researcher is vacating a lab space either 
leaving UOW or moving to another lab space 

within UOW 
 A staff member is leaving UOW  A student has completed  

their laboratory project 

  ▼  ▼  ▼ 
Timing 
when to 

provide the 
checklist 

 
6 weeks (minimum) prior to  

departure or move 
take into account any annual leave to be taken 

prior to departure 

 
Will vary depending on notice period 

initiate process once notice is given if period 
is less than 6 weeks 

 3 weeks (minimum) 

  ▼  ▼  ▼ 
Who 

initiates 
process 

 
School Manager & Technical Officer of 

the Building or Facility  
and SMRO (if Biosecurity samples) 

 School Manager  Supervisor, with support from Technical 
Officer, of the Building or Facility 

  ▼  ▼  ▼ 
Mid-point 

Check  
3 weeks prior to departure 

this check will also include confirmation of 
the new custodian/s of samples 

 1 week prior to departure  1 week prior to completion 

  ▼  ▼  ▼ 
Who  

is involved 
in mid-point 

check 
 

School Manager, Technical Officer, Head 
of School and Academic 

Refer Note 3 below. 
 School Manager and Staff Member 

and Head of School if issues are identified  
Supervisor, Technical Officer or Honours 

Coordinator and Student 
and Head of School if issues are identified 

  ▼  ▼  ▼ 
Final 
Check  

1 week prior to departure  
School Manager, Technical Officer & 

Academic. 
 Last day 

School Manager and Staff member  Last day 
Supervisor, Technical Officer and Student 

  ▼  ▼  ▼ 

Sign-off  Technical Officer and Supervisor, then 
forward to School Manager  School Manager  

Supervisor, Technical Officer or Honours 
Coordinator, then forward to School 

Manager 
 

Notes: (1) If a researcher is vacating a laboratory and office space, they will need to complete BOTH the  
Laboratory Vacating/Decommissioning Checklist and Vacating Office/General Areas Checklist. 

(2) All completed checklists are to be filed in the following location: S:\SMAH WHS\Operations\Spaces - Onboarding and Offboarding  
and the SMAH Senior Manager Research Operations advised of the completion of any Laboratory Vacating/Decommissioning Checklists. 

(3) In the event that the mid-point check for the Laboratory Vacating/Decommissioning Checklist identifies any issues, the School Manager, Senior Manager 
Research Operations (SMRO) and Research Infrastructure Support Manager will develop an appropriate course of action. One of these representatives (or 
appointed delegate) will then be present at the Final Check in addition to the individuals nominated in Figure 1. Refer to Section 4.4 for further detail. 
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