Lab rules
Molecular genetics and microbiology group

Realfagbygget: room 

D1-174, D1-180, D2-199, 

D2-164, C2-101


1. Common rules for the institute


2. Specific rules for the molecular genetics and microbiology group 


3. Signature and receipt

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 for the molecular genetics and microbiology group
· The mol. gen. laboratories in Realfagbygget er approved for contained use of genetically modified microorganisms (GMM) in risk class 1.

 - Lab coat is mandatory 
           - GMM waste should be inactivated 

· Always turn off propane burdens when not in use

· Clean your hands properly after any contact with chemicals or contaminated material (biological/ chemical).
· Boxed containing powder of antibiotics or toxic chemicals must only be opened inside ventilation hoods. When preparing solutions, first determine the mass of the tube with cap, transfer powder to the tube inside a ventilation hood and put the cap on, determine the mass of the tube with cap and powder and subtract the mass of the tube with cap to find the mass of the powder. Add solvent to obtain desired concentration of chemical inside a ventilation hood.  
Enzymes:

· Keep enzymes on a cooling block when they are not in the freezer.

· Always use gloves when you handle enzymes.

· Use a new pipet-tip for every new pipetting.

· Put the enzymes back in the freezer as soon as possible after use.

· When an enzyme tube starts to empty, order a new one immediately. Write which enzyme that is ordered on the list outside the enzyme-freezer and send an order by mail to Merethe.Christensen@biotech.ntnu.no.
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· Mark the things to be autoclaved with content, date, name and autoclave tape. 

· Don’t fill the bottles too full, they may boil over in the autoclave. Agar media and soya flour containing media should make up maximum 50 % and 20 % of the bottles total volume, respectively.  Never tighten the screw-cap so that vapor cannot escape – bottles may explode or the screw-cap may be damaged due to increased pressure.

· Solutions and items for autoclaving are stored in a box labeled “Til autoklavering” when the autoclave is occupied. Be sure that you choose the right program when starting. Check that the water level in the autoclave is above the plate in the bottom of the autoclave and that there is not too much condensed water in the plastic box for condensed water.

· Solutions that are autoclaved are put in the box marked ”ferdig autoklavert” and is collected by the owners as soon as possible. 

· Waste that contain organic solutions (for instance DMSO) must not be autoclaved.

Agarose gel electrophoresis

· Always use lab coat and nitrile gloves and eye protection (UV)
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Gel Red should always be handled with nitrile gloves and used in the glass-corner in D1-174.

· Touch the PC to Gel-doc with clean gloves only.

· Waste contaminated with recombinant DNA is put into an own red plastic box (dangerous waste/“farlig avfall”) in the ventilation hood.
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Waste:
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· Liquid microorganism-waste (e.g. cultures) , including GMM, should be collected in tanks that are placed in all labs (picture). Liquid waste is routinely autoclaved by the technicians (1 h, 120 C).

· Microorganism waste, including GMM, that cannot be autoclaved, must be inactivated chemically, normally by addition of NaOH to > 0,5 M, incubation > 24 h. If this protocol is not suitable (e.g. spores), the project must identify satisfactory protocols.   

· “Naked” recombinant DNA is inactivated by autoclaving. Don’t throw this in ordinary waste!

[image: image4.jpg]



· Glass-equipment and plastic equipment meant to be used several times, like centrifuge-cups, that are contaminated with bacteria shall be placed in the small plastic buckets on the lab, for autoclaving. Remove the wadding and the screw cap before putting the equipment in the buckets.

· The wadding-tops should be put in an own collection basket on top of the sink. 
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· Solid bacteria waste and plastic equipment for single time use that have been contaminated with bacteria is thrown away in plastic buckets with a autoclave bag. They will be autoclaved at 120 C for one hour. (Don’t fill the bags too full).

· Paper waste and other non-contaminated waste, except single use pipets is put into the ordinary black refuse bag. 

· Single use pipets that is not used for bacteria- or risk- waste is put into the same container as generally dirty glassware. 

· Risk-waste (except bacteria waste) is thrown into the yellow plastic box placed in the ventilation hoods at every lab. Risk-waste gloves, paper contaminated with gel red, everything contaminated with DMSO, chloroform and other organic solutions. 
· Remember to put organic solvents into the collection bottles in the ventilation hood on D2-164. Separate between organic chemicals with and without halogens. Declare the date, volume and contents of your waste on the list on the front of the hood where you find the waste buckets.

· Broken glassware should be thrown into the waste container for broken glassware. (cardboard box with black plastic bag).

· Dirty glassware is rinsed and put in the tub for washing. Stickers / tape must be be removed. Autoclave tape can be removed with plastic removal agent. 
· It is not allowed to pour liquid agar in the sink. Then the sink tightens. Pour the agar into a beaker and wait until it has solidified. Non-contaminated agar is put into the black waste bags. Contaminated agar is put to waste into the big white plastic containers for bacteria waste. 

· Ethanol bottles should be placed in the ventilation hood when not in use. It is due to the fire safety rules. Maximum two 1 liter bottles with 96% ethanol is allowed to be in the ventilation hoods in one lab. If the bottles are empty contact the technical staff for supply. 
· Ask somebody if you are uncertain of how things should be thrown to waste. It is better to ask than to do mistakes. 
· Rules for sterilization of glass rod when plating cells on agar

A glass rod is used to plate cells on agar medium. The rod is normally sterilized between each plating. The procedure involves dipping the glass rod in ethanol and then ignition with a glass flame. During this work, the following rules must be followed:

1. Ethanol must be kept in a petri dish of glass.
2. The lid to the petri dish should be readily available in to extinguish a fire in the dish 
3. In order to avoid drops of burning ethanol to drip from the stick and ignite an ethanol bath, the ethanol dish should be located away from the gas flame and on the opposite side of the body to the glass rod. I.e. if the glass rod is held in the right hand, the ethanol dish should be placed on the left side of the body (and vice versa). 
4. In order to avoid ignition of ethanol with hot glass rods, it must be cooled before it is returned to the ethanol bath. 
5. Before work begins, the lab bench should be cleared for unnecessary objects in order to readily extinguish a fire with a fire blanket. 
· Order and tidiness
Each person is responsible for keeping both their own working space and used common working areas tidy and clean. 

Important points to note in common working areas:
-  Agarose electrophoresis bench: Wash gel chambers and remove tape. 
- Centrifuge: Wash the rotor in case of spill. Remove any condensation under the centrifuge rotor.
- Geldoc: Clean after use.
- Kitchen: Wipe off spill on scales and benches.
- Spectrophotometer: Wipe off spill and discard disposable cuvettes. Do not dispose quartz cuvettes - they are very expensive and for repeated use.

3. Signing of and receipt
Lab rules for the molecular genetics and microbiology group and guiding in rooms D1-174, D2-164, D2-199 and C2-101 in Realfagbygget
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 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:_______________________​​​​​​​_____
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