
How to submit a Workplace Safety Statement: 
1. Before submitting a Workplace Safety Statement, OESO recommends that you familiarize 

yourself with the related policies to facilitate approval: 
a. Minors in Work Areas Policy  

i. See also the Youth in Duke Programs website. 
b. Non-Employees in Work Areas Policy 

 
2. Go to duke.is/wss and log in using your Duke credentials. 
 
3. After logging in, a draft Workplace Safety Statement form will be automatically 

generated.  
 
NOTE: There will be a section at the top of the page (or the left of the page, depending on 
your monitor/window size) that notes the four-digit number of your Workplace Safety 
Statement, as well as a menu to navigate to each page of the form: 
 

 

Created at MM DD, YYYY - time 

https://www.safety.duke.edu/sites/default/files/I_6.1Minors-in-Work-Areas.pdf
https://forms.hr.duke.edu/youth/
https://www.safety.duke.edu/sites/default/files/I_6.2AdultNonEmployees-in-Work-Areas.pdf
https://duke.is/wss


4. Begin filling out the Workplace Safety Statement. Each submission covers an activity or 
set of activities overseen by the same people in the same location(s). (Any activities 
involving possible exposure to hazardous materials and/or equipment must be described 
in the Workplace Safety Statement.) A program can be a walking tour, class, internship, 
research project, etc.  

a. For programs that include multiple classes or multiple lab placements overseen by 
different people, separate Workplace Safety Statements should be submitted for 
each class or for each mentor/project. 

b. For more information regarding which person(s), activities, or material(s) should be 
included on the form, please see the FAQ on the OESO webpage. 

 
5. On the Program page (shown below), please specify whether the program will involve 

minor(s) or adult non-employee(s), the type of space(s) they will be working in, and which 
academic school the program belongs to. 

 

 

Created at MM DD, YYYY - time 

https://www.safety.duke.edu/laboratory-safety/workplace-safety-statement


6. As you begin to fill out the form, additional questions will automatically generate based 
on your selections: 

 

 
 
NOTE: Definitions of roles and descriptions of their responsibilities can be found in the policies 
linked below: 

a. Minors in Work Areas Policy  
b. Non-Employees in Work Areas Policy  

 
 

https://www.safety.duke.edu/sites/default/files/I_6.1Minors-in-Work-Areas.pdf
https://www.safety.duke.edu/sites/default/files/I_6.2AdultNonEmployees-in-Work-Areas.pdf


7. After filling out the first page, you may save your work and/or navigate to the subsequent 
pages using the “Pages” menu (this menu is located at either the top of the screen or the 
left of the screen, depending on your monitor/window size). 

 
Your progress may be saved at any time, but please make sure all pages have been 
completed before submitting the Workplace Safety Statement.  

 
 

8. Navigate to the next page (Supervision). The Supervision page allows you to specify the PI 
(or Responsible Employee) for the proposed work location, as well as the person who will 
be the Direct Supervisor as outlined in the safety policies on Minors and Adult Non-
Employees in Work Areas. Kuali Build is linked to the Duke Directory. If the person cannot 
be found, ask them to login via https://duke.kualibuild.com/build/space. This will 
automatically grant them access and make them discoverable via the application. Please 
note: 

a. Once the form is submitted, both of these individuals will receive automated emails 
from Kuali Notifications prompting them to acknowledge their awareness of the 
planned activities and their supervision responsibilities BEFORE the form will be 
routed to OESO for review. The subject line of the automated email from Kuali 
Notifications will read “Confirm visitor activities required by OESO – WSS ####”. 

b. After OESO reviews the form, it may be sent back to the PI (or Responsible 
Employee) and Direct Supervisor to modify the activities. The subject line of the 
automated email from Kuali Notifications will read “Resolve pending actions 
required by OESO - WSS ####”. 

c. Once OESO approves the Workplace Safety Statement, the PI (or Responsible 
Employee) and the Direct Supervisor must confirm that they will follow the safety 
requirements related to the activities described in this Workplace Safety Statement. 
The subject line of the automated email from Kuali Notifications will read “Confirm 
OESO requirements for visitor - WSS ####”. 

 
 

Created at MM DD, YYYY - time 

https://www.safety.duke.edu/sites/default/files/I_6MinorsNon-Employees.pdf
https://www.safety.duke.edu/sites/default/files/I_6MinorsNon-Employees.pdf
https://www.safety.duke.edu/sites/default/files/I_6MinorsNon-Employees.pdf
https://duke.kualibuild.com/build/space
https://duke.kualibuild.com/build/space


9. Click on the magnifying glass to begin entering their name(s) to find them in the 
directory.  
 

 
 
 

After selecting the appropriate personnel for each role, their Duke Unique IDs will auto-
populate. 

 
 
 
 



10. You may save your work and/or navigate to the next page using the “Pages” menu (this 
menu is located at either the top of the screen or the left of the screen, depending on your 
monitor/window size). 

 
Your progress may be saved at any time, but please make sure all pages have been 
completed before submitting the Workplace Safety Statement.  

 

 
 
 
 
 
 
 
 
 
 
 
 

FirstName LastName (email) 

FirstName LastName (email) 



11. At the top or left of the screen, navigate to the Details page. The Details page allows you to 
specify the start and end date of the program, as well as any potential hazards that the 
visitor(s) could be exposed to at the proposed location and/or while performing the proposed 
activity.  
 

 
 
As per the Minors in Work Areas & Adult Non-Employees in Work Areas policies, Workplace 
Safety Statement forms should be submitted at least four weeks prior to the arrival of minor(s), 
or at least two weeks prior to the arrival of adult non-employee(s).  
 
If the form is being submitted < 2 weeks from the anticipated start date, please specify this 
via the “Urgency for review” checkbox.  
 

12. For minor(s): Enter the age(s) of the minor(s), as well as the expected number of minor(s) of 
each age will be included in the program. Additional rows may be added as needed. 
 

 
 
 

13. Specify the location(s) the visitor(s) will enter as directed on the form. For example: 
 

          
 
 

MM/DD/YYYY MM/DD/YYYY 

https://www.safety.duke.edu/sites/default/files/I_6MinorsNon-Employees.pdf


14. Describe the reason for the visitor(s) being in the workplace and expected tasks. For this 
field, please give an overall description of the program, activity, and/or tasks being 
performed. NOTE: Please do not list individual hazards or materials here, as you will be 
asked to enter those in subsequent fields. For example:  

  

 
 

 
 
15. Specify whether the minor(s) or adult non-employee(s) will simply be observing, or if they 

will perform any hands-on activities beyond observation. 
 

 
 
16. Specify whether there is any potential exposure to chemicals. If “Yes” is selected, a table 

will appear where you can enter the chemical(s). 
 

For minor(s): Please list all of the chemicals or chemical products the minor(s) will be 
handling (or could potentially be exposed to). Alternatively, you may upload a GHS Lookup 
Tool that includes these chemicals, and/or the full chemical inventory for the space(s) in 
which they will be working or observing. 
 
Please be sure to fill out all columns of the table, including attaching any SOP(s) or the 
SDS for the chemical(s) in the last column. Additional rows may be added as needed. 

 

 
 

https://www.safety.duke.edu/sites/default/files/GHS_Lookup.xlsm
https://www.safety.duke.edu/sites/default/files/GHS_Lookup.xlsm


For adult non-employee(s): Please provide a list of all Particularly Hazardous Substances  the 
visitor will be using (or could potentially be exposed to), as well as any other chemicals or 
chemical products they’ll be handling in quantities over 100 mL at a time. Alternatively, you 
may upload a GHS Lookup Tool that includes these chemicals, and/or the full chemical 
inventory for the space(s) in which they will be working or observing. 

 

 
 

Please be sure to fill out all columns of the table, including attaching any SOP(s) or the SDS for 
the chemical(s) in the last column. Additional rows may be added as needed. 
 
 

17. Specify whether there is any potential exposure to biological materials. If “Yes” is selected, a 
table will appear where you can enter the biological material(s). 
 
NOTE: Minors may not handle any Risk Group 2 (BSL-2) biological materials (or higher). Minors 
may observe the use of these materials when it is determined safe for them to do so. 
 

 
 
Please be sure to fill out all columns of the table, including attaching any biological SOP(s) 
associated with those material(s). Additional rows may be added as needed.  
 
 
 
 
 

https://www.safety.duke.edu/chemical-hygiene/particularly-hazardous-substances
https://www.safety.duke.edu/sites/default/files/GHS_Lookup.xlsm


18. Specify whether there is any potential exposure to research animals or embryos, and 
whether the visitor(s) will be handling the animal(s) themselves. If “Yes” is selected, a 
table will appear where you can enter the species and location(s). 

 

 
 
19. Specify whether there is any potential exposure to physical hazards. If “Yes” is selected, 

you will then be prompted to describe the physical hazards. Some examples of physical 
hazards include lasers or high risk confocal microscopes, autoclaves, bunsen burners, 
sharps, and machine tools.  
 

 
 

NOTE: Minor(s) will not be allowed to perform work that exposes them to most physical 
hazards, but may be allowed to observe the use of such equipment when it is deemed safe 
for them to do so.  

 

 
 
 

20. (Optional) You may enter any further details into the “Additional applicable program 
details” field if needed (such as other potential hazards or considerations not already 
covered in the form). 

 
 
 
 



21. At the top or left of the screen, navigate to the Roster page. The Roster page allows you 
to specify the names of the minor(s) or adult non-employee(s) associated with the 
program. You may enter any further details about the roster into the “additional 
comments” field if needed.  

 
For more information regarding which person(s) may be included on the roster for a 
submitted program, please see the FAQ on the OESO webpage. 
 
If you don’t know all of the names for people who will be performing the activities listed, 
you can leave the roster blank for now and fill it in later as described in the “NOTE” below. 

 

 
 
NOTE: Once a Workplace Safety Statement is approved by OESO, the PI/Responsible 
employee and the Direct Supervisor, you can use the roster form (https://duke.is/wss-
roster) to add additional names. The roster addition form can be used multiple times while 
the Workplace Safety Statement is valid (up to 3 years from the initial date of OESO 
approval). 

 
 

22. Once all four pages of the form have been filled (Program, Supervision, Details, and 
Roster), you may click the final “Submit” button to direct the form to OESO for review. 
 
NOTE: This button may be located near the top-right or bottom-right of your screen 
depending on your monitor/window size. 
 
 

 
 
 
 
 

FirstName LastName MM/DD/YYYY MM/DD/YYYY 

https://www.safety.duke.edu/laboratory-safety/workplace-safety-statement
https://duke.is/wss-roster
https://duke.is/wss-roster


23. Please stay on the page until the submission has been confirmed successful.  

 
 
 

NOTE: You may receive an error if any required fields were not completed. If this 
happens, please click the arrow near “Details” on the popup to see which field(s) still 
need to be completed. An (!) will also show on the page menu for any pages with 
uncompleted fields.  

 

 
 
 

After all required fields have been completed, click the “Submit” button.  
 
Be sure to let the PI or Responsible Employee know that they will need to open the 
Kuali Notifications email, click on the task, and acknowledge the form in Kuali before 
it will be directed to OESO for review.  
 

 

 

 
Please stay on the page until the submission has been confirmed successful.  
 

 



After the Workplace Safety Statement has been submitted: 

24. Once the form has been submitted, the PI/Responsible Employee for the proposed work 
location(s) and the Direct Supervisor listed on the form will each receive an automated 
email from Kuali Notifications (subject: “Confirm visitor activities required by OESO – WSS 
####”). This email will contain a link that allows them to view, acknowledge, or modify the 
submitted form accordingly. 

 

 
 
 
Instructions for providing initial acknowledgement - for the PI/Responsible 
Employee & Direct Supervisor listed on the Workplace Safety Statement, after the form 
has been submitted: 
 
25. Within the email from Kuali Notifications, click the blue button to “Begin Review” (for 

PI/Responsible Employee) or “View Task” (for Direct Supervisor) as shown in the red box 
above. This will open the Workplace Safety Statement form within Kuali, where the 
PI/Responsible Employee and the Direct Supervisor can acknowledge the submission. 
 

a. Within Kuali, navigate to the Acknowledgement page (screenshot on next page): 

date (MM/DD/YYYY). 
<Name> 



 
 
 

b. Check the box to confirm awareness of the supervision requirements, and submit 
the form by clicking either the “Acknowledge” (for PI/Responsible Employee) or 
“Mark Complete” button (for Direct Supervisor). An example is shown below.  

 
 
 

Upon submitting, an optional comment box will pop up in case you wish to enter any 
comments about your acknowledgement. 
 
NOTE: You may also use the page menu within Kuali (found near the top or left of the 
screen depending on your monitor/window size, as shown in step #25a) to navigate to 
other pages if you wish to review and/or modify any Details or other information on 
the form. 
 

 



26. Once the Workplace Safety Statement has been acknowledged by the PI/Responsible 
Employee, the form will be submitted to OESO for review. (The Direct Supervisor will also 
be asked to acknowledge the form.) 

 
a. Status Pending? This means the document will be sent to the PI with actions to be 

completed specified in the “OESO Conditions” section. 
b. Status Approved? The document will be forwarded to the PI/Responsible Employee 

and the Direct Supervisor for their approval. At this step they will reiterate their role 
in the program and provide their final approval. 

  
As per the Minors in Work Areas & Adult Non-Employees in Work Areas policies, 
Workplace Safety Statement forms should be submitted at least four weeks prior to the 
arrival of minor(s), or at least two weeks prior to the arrival of adult non-employee(s). 
 
If the form has been pending for longer than these durations, the most likely causes are:  

 
i. The PI/Responsible Employee needs to provide their initial acknowledgement 
of the submitted form within Kuali.  - They should have received an automated 
email from “Kuali Notifications” with the subject “Confirm visitor activities 
required by OESO - WSS ####”. 
 
ii. The PI/Responsible Employee and/or the Direct Supervisor need(s) to 
address concerns described in the initial OESO review. They should have 
received an automated email from “Kuali Notifications” with the subject 
“Resolve pending actions required by OESO - WSS ####”. 
 
iii. The PI/Responsible Employee and/or the Direct Supervisor need(s) to 
confirm that they will follow the safety requirements related to the activities 
described in this Workplace Safety Statement. They should have received an 
automated email from “Kuali Notifications” with the subject “Confirm OESO 
requirements for visitor - WSS ####”. 

 
Before contacting OESO about the status of your form, please ensure all necessary 
personnel have provided the initial acknowledgement and addressed any concerns 
causing OESO approval to be “Pending”. Links to complete the necessary actions are 
provided in the automated emails sent from Kuali Notifications. 

 
  

https://www.safety.duke.edu/sites/default/files/I_6.1Minors-in-Work-Areas.pdf
https://www.safety.duke.edu/sites/default/files/I_6.2AdultNonEmployees-in-Work-Areas.pdf


For PENDING Workplace Safety Statement(s): 

27. Link(s) to complete the necessary action(s) are provided in the automated emails sent 
from Kuali Notifications. Within this email (subject: “Resolve pending actions required by 
OESO - WSS ####”), click the “View Task” button to see which pending items need to be 
resolved prior to approval. 

 

 
 

28. Any pending items that must be resolved prior to approval will be noted on the form (on the 
“OESO Conditions” page).  
 
Once these items have been resolved with OESO, click the “Mark Complete” button (shown 
below) to submit the form back to OESO for approval.  
 

 
 



For OESO-APPROVED Workplace Safety Statement(s): 

29. Once OESO has approved the Workplace Safety Statement, it will be forwarded to the 
PI/Responsible Employee and the Direct Supervisor for final review and approval via an 
automated email from Kuali Notifications (subject: “Confirm OESO requirements for visitor 
- WSS ####”).  
 
Click the “Begin Review” button within the automated email from Kuali Notifications. 

 

 
 
 
 
 (Continued on next page) 
 
 
 
 
 
 
 
 
 
 
 
 
 



30. Within Kuali, the PI/Responsible Employee and the Direct Supervisor can view any notes 
from OESO on the “OESO Conditions” page. 

 
 

 
 
31. After viewing the OESO Conditions, navigate to the final Approval page. 

 
 



32. Check the box to confirm that all individuals listed on the form will abide by any 
Restrictions or Requirements noted by OESO. 

 
 

33. Once OESO, the PI/Responsible Employee, and the Direct Supervisor have provided 
approval, a finalized PDF version of the form will be automatically emailed to the 
Submitter, PI/Responsible Employee, and the Direct Supervisor (subject: “Workplace 
Safety Statement - #### - Finalized”).  
 
NOTE: An approved Workplace Safety Statement is valid for up to 3 years. Upon 
expiration, the form can be duplicated, edited as needed, and submitted for re-approval. 
 
REMINDER: Once a Workplace Safety Statement is approved by OESO, the PI/Responsible 
employee and the Direct Supervisor, you can use the roster form (https://duke.is/wss-
roster) to add additional names.  

a. The roster addition form can be used multiple times while the Workplace Safety 
Statement is valid (up to 3 years).  

b. OESO approval will be based on supervisors, activities, locations, and age range. If 
any of these need to be adjusted post approval, please submit a new Workplace 
Safety Statement. 

 
NOTE ABOUT ONLINE SAFETY TRAINING: In most cases, the minor(s) or adult non-
employee(s) will need to complete online safety training(s) prior to beginning the work 
(or observation) described in the Workplace Safety Statment. They will need a Duke 
Sponsored Account to access the trainings – please visit 
https://oit.duke.edu/service/sponsored-accounts/ to obtain a sponsored account.  

 
 

https://duke.is/wss-roster
https://duke.is/wss-roster
https://oit.duke.edu/service/sponsored-accounts/

