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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. Specific rules - MS lab

Introduction:

The laboratories in question are shared between SINTEF and NTNU. People working here must be aware of this. If equipment is borrowed from SINTEF this has to be approved by SINTEF staff. 

1. Chemicals and equipment: 

· Use logbook for instruments if such are available. For mass spectrometers (MS) logbook exist as a document on the computer. In addition there is a reservation log and maintenance log.
· Glasware is sometimes borrowed from ‘kitchen’. Equipment in shelves in R313 is bought on project founding and must be put back after wash/use. 
Fumehood

Avoid storing equipment and chemicals in fume hood (exceptions: equipment that clearly belongs here such as pipettes, rack for tubes used for derivatization etc.). In case of power failure fume hood stops working. If this happens, stop all activity in fume hood.
MQ-water (belonging to ‘kitchen’) 


Get a demonstration from an experienced user.

Important: put in standby position after use. Only on/off function.
All mass spectrometers (MS)-instruments


Special training is imperative. NEVER use these without proper training. If you are unsure what to do, contact Kåre Kristiansen, tlf. 73 59 33 17 or Per Bruheim. 
Incubator with shaking

Turn off, when not in use. 
Gas flasks


Do not swop gas flasks or do any kind of handling of these without proper training.
Pipettes

Some of these might belong to individuals/staff.  Make sure you use the correct ones. 
2. Washing rutines:
The washing machine in ‘grålab/blålab’ is often used, since we do not have a machine in R313. See washing list with names or talk to your supervisor to get info about the current rutines.

Responsible:

EVERYBODY that works in the lab is responsible for washing.
Rinse/pre-wash:
All equipment should be pre-washed (remove pen marks etc.) and placed in washing machine or close to the machine on a table.
Remove equipment:    Everybody is responsible for removing equipment from washing machine and putting it where it belongs. Contact Siri Stavrum if you have questions regarding this.
Acid wash:
Contact person responsible for the room (see green card on the door).
Choose correct rack:  It is important to choose correct rack for washing machine to ensure all equipment is washed properly. Some guidelines must be followed.

-Washing rack with nozzles is used in general for all glassware (flasks, graded cylinders etc.) to ensure they are washed well on the inside. 

-Test tubes are placed in special baskets.

-Ensure loose items are secured so they don’t tumble around in the machine.

-Special equipment is used for washing forceps, spatula etc. 
3. Waste rutines:
Glas waste

-Special box in lab.
Risk waste

-Get special box if needed (contact: Siri Stavrum).
Biological waste
- Get special box if needed (contact: Siri Stavrum)
Solvents
-Solvents are collected and placed in flasks/cans at ‘teknisk rom’ (K3,R403). Acetone and ether is set to evaporate in fume hood.
Toxic waste
-Na-azide etc. is collected on-site and sent for destruction by Siri Stavrum.
Waste that smell
-Waste that smell is wrapped up and disposed of at garbage room (Ground floor, K4). If you do not know this location, contact responsible person R313.
Empty boxes
-Empty boxes are compressed and disposed of at garbage room (Ground floor, K4) or basement K3 outside NMR room, left side. 
Checklist ‘guided tour’ in labs:
· Introduce staff and users. R329 require special access card.

· Who is responsible for instrumentation?

· Which instruments require special training?
· How to handle waste? Glas, toxic and special waste.
· Location and use of chemicals, chemical database and EHS
· Location: acids and organic solvents
· Fume hood (correct use)
· Use of protective equipment: goggles, gloves, lab coat and gauze mask.
· What belongs to who? (SINTEF or NTNU).
· Introduction  washing rutines
Instruments:

R313: 
GC-QQQ-MS, incubator w/shaking device
R329:
Two GC-SQ-MS (GC-MS 1 and GC-MS 2) and LC-Ion Trap-MS (currently out of order). One Speedvac evaporator.
All other instruments belong to SINTEF.
3. Signing of documentation

Lab rules and guiding in R313 & R329

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 assessment for new activities have been sent to achive-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:_______________________​​​​​​​_
KAK_feb 2012.

