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1. General rules for IBT

1. Protective equipment

· Gloves must be used when necessary. Take them off when the lab work has ended or when you leave the lab. 

· Eye protection must be used in areas where it is mandatory or when there is a risk of injury to eyes (e.g. corrosive chemicals or high/low pressure). The NT-faculty has a written an eye protection regulation (the faculty’s web).

· Ventilation hoods/ spot hoods must be used when working with volatile, hazardous or malodorous chemicals.

2. Equipment and chemicals

· Overview of IBT’s chemicals with material safety data sheet (MSDS) can be found in NTNU’s electronic chemical register, Ecoonline (My bookmarks → organizational → Fakultet for Naturvitenskap og Teknologi → stoffkartotek). Paper copies in Norwegian and English are located in relevant labs. Users of chemicals must check the MSDS information.     

· The technical staff routinely prepares stock solutions of chemicals that are documented with weight forms. Everybody that prepare these solutions must use weight forms (e.g.  if we run out and the technical staff does not have capacity to supply in short notice). Empty forms can be found in binders in lab. Forms that are filled out should be archived in these binders. 

· Room U07 in Kjemiblokk 3 is used for common storage of chemicals. Used the log book when borrowing/ removing chemicals. 

· It is everybody’s responsibility to order common chemicals and equipment before we run out. If relevant, inform the room administrator or supervisor. It may take a while to receive supply. 

· Orders are sent to IBTs ordering staff (”fagbestillere”) by electronic requisition forms. See innsida: My bookmarks → organizational → Institutt for Bioteknologi → Routines → Bestillingsrutiner.

· Registrations of chemicals that are emptied or disposed and not replaced must be removed from Ecoonline. Empty original packing (boxes etc.) must in such cases be labelled with Ecoonline location and placed in collection boxes/ trays in room K3-403 (Kjemiblokk 3) or D1-174 (Realfagbygget)    

· Chemicals in the categories ”toxic”, ”very toxic” or ”explosive” must be secured from public access in cabinets, fridges etc. with locks or in or safes. 

· Stock-chemicals in unoriginal packing must be labeled according to local routines (se innsida: My bookmarks → organizational → Institutt for Bioteknologi → HSE (Health, safety and environment  → Merking). Other goods (ager plates, samples etc.) must be labeled with date and name. Unlabelled goods will be discarded. 

· In order to identify owners of chemicals and goods, each lab has an initial list for the users (e.g. “EDE” = Emanuel Desperado).  

· Always use log books when established. 

3. Behaviour in lab

· Eating and drinking in lab is prohibited

· Keep the lab tidy and clean

· Don not contaminate stock chemicals: Never return chemicals to the stock container and always use clean spatulas

· Confer the room administrator (romansvarlig) before you borrow/ remove equipment

· It is prohibited to work alone outside normal working hours in case there is a rask for acute health injury that prevents call for help (e.g. entry to the -40 C room, working with cyanides). See risk assessment.  

· Contact room administrator if you plan activity that is not in accordance with information from the room card. 

· Report aberration by the electronic aberration form (NT-faculty’s web pages)

4. Risk assessments

· All activity at IBT should be subjected to risk assessment. The project leader is responsible for the preparation of risk assessment documentation for activities with risk. Risk assessments and operating instructions are archived and accessible on innsida (My bookmarks → organizational → Institutt for Bioteknologi → HSE Health, safety and environment → Risikovurderinger IBT)
· Everybody that starts working in lab should send the following to the HSE-coordinator: 

1) Risk mapping and risk assessments

2)  Signed documentation for guiding and training in lab (last chapter in this document).

5. HSE-contact persons

· Leaders in all levels (including. Project leaders and supervisors) are responsible for the lab security. 

· HSE-coordinator, safety deputy, room administrators. 

· Other roles can be found on innsida (My bookmarks → organizational → Institutt for Bioteknologi → HSE Health, safety and environment → Organisering) 

6. HSE-information

· Fire instructions (building)

· Room cards (room)

· Material safety data sheets (chemicals)

·  HSE-info can be found at innsida:

· My bookmarks → organizational → Institutt for Bioteknologi 

· My bookmarks → organizational → Fakultet for Naturvitenskap og Teknologi

2. Special rules for Biopolymer-chemistry in K4

1. Chemicals and equipment:
· Special instruments for these labs are: centrifuges, spectrophotometer, freeze-driers, intrinsic viscosity eq., rheometers, texture analyzer, DSC and more.

· Freeze-drier and intrinsic viscosity eq. have log-books for reservation. Other equipments have log-books for use.
· SEC-columns, DSC and rheometers are working continuously.
· General glass-ware is shared for these labs. It is bought by projects and must not be left in K3 or RFB
· Use or removal of special equipment must be agreed by the room administrator.

Water baths and heating cabinets


Use only dest.water for water baths and change the water if spilling or growth inside. Use 
for several days should be agreed by room administrator.

Fume-hoods


Avoid storage of equipment and chemicals inside. In case of power –breakdown the fume-
hood airflow stops, so abort the activity in the fume-hood.
pH-meters


Calibrated by the first user every day.

MQ-producer


Get instruction before use. Recirculates 10 min every hour.


Important: turn the wheel back to stand-by position after use.


Do not regulate flow. Just on/off-function.
Liquid nitrogen tank in Instrument room, 4.104

Mandatory training before use. Use eye/face protection and special gloves.


See risk assessment.
2. Washing routines:

Many people are working in the lab and it is therefore important to keep it clean and tidy. 

Using the dishwasher and tiding up is everybody’s responsibility

Rinsing:
All dirty glassware, spatulas etc. are to be rinsed and if possible placed in the dishwasher. 

Dishwasher: 
Clean glassware etc. is placed in the correct cupboard by the first person available, after left to dry in the trolley in the washing room.

Acid wash:
All test tubes are to be acid washed. The instructions are given on the dishwasher at KIII-313, ask if you need help.

Containers:
Choosing the right container for the washing machine is essential in order to obtain clean glassware etc. These instructions must therefore be followed:

-
Test tubes are placed in separate baskets

-
Use special “drawers” when washing spatulas, pincettes etc.

-
Always use the green netting lid when washing screw caps etc.

-
Washing container with nozzles:

Is generally used for washing all glassware, but must be used for conical flasks, round bottom flasks, measuring cylinders, duran flasks etc, in order for it to be washed on the inside 

3. Waste-routines

Glass-waste: 
Special container in each lab.

Risk-waste: 

Get a special container if needed

Biological waste: 
Yellow boxes are available at room 4.056

Solvents: 
20 L cans are available for collection of solvents. Smaller amounts of acetone and ether are evaporated in fume-hoods.

Toxic waste: 
NaN3 and other are collected at each lab, and sent for destruction by Siri Stavrum.

Malodourous waste: 
Wrap it thorough and take it to garbage-room in K4.

Empty boxes:                       Make flat and bring to garbage-room in K4 or to K3, basement.

4. List for mandatory tour in the labs:

· Presentation of employees and users of labs.

· Who is in charge of the instruments

· What instruments have mandatory training before use

· Waste handling

· Chemicals and Eco Online.

· Acids, organic solvents

· Fume hoods

· Use of protection equipment; lab-coat, glasses, gloves, gauze mask.

· Rules for scales 

· Washing routines.

All labs: pH-meter, gas, water bath, fume-hood, heating-cabinet, washing-machine
Weighing-room: scales, chemicals, MSDS

Instrument-room: spectrophotometer, centrifuges, freeze-driers and liquid nitrogen.
Kolonne-lab: Intrinsic viscosity equipment, Dionex, SEC-columns

Rheology-lab: various rheometers.

3. Signing of documentation
Lab rules and guiding in Biopolymerchemistry-labs
I, ______________________ , have read and understood the lab rules and 

_________________________ has been responsible for the mandatory guiding in lab 

Date/ signature:____________________________   

                                      Trained/ guided person

Date/ Signature:____________________________   

                                       Responsible for guiding

Cross out: 
□ I confirm that (1) documentation for mapping of activities and risk assessments for planned activities have been sent to the HSE-coordinator and that (2) risk assessments for new activities have been sent to archive-administrator.   

Date/ signature:____________________________   

                                    Trained/ guided person

Date/ signature:____________________________​​​​​​​​​​​​​​​​​​​​​​____________________________   

                                      Supervisor 

Send this document (signed) to the HSE-coordinator

□ Controlled by the head of the institute: Date/ Signature:_______________________​​​​​​​_____
