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1. Common 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 (http://www.nt.ntnu.no/adm/hms/). 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 http://www.biotech.ntnu.no/adm/Drift/. 
· 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 (see http://www.biotech.ntnu.no/adm/Drift/). 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 on http://www.biotech.ntnu.no/adm/HMS/.

· Everybody that starts working I 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 under ” Organisering” (http://www.biotech.ntnu.no/adm/HMS/). 

6. HSE-information

· Fire instructions (building)

· Room cards (room)

· Material safety data sheets (chemicals)

· HSE-information on the web: HSE-info can be found at http://www.biotech.ntnu.no/adm/HMS/

2. Special rules, lab 403 and 404 

1. Routines
· Laboratory courses can involve use of sewage or waste water for inoculation. Actions: Avoid contamination, use normal hygiene routines.
· Each Hach Lange test has special health risks. Read the paper inside each box. Keep in mind potential control measures when spilling, breaking or other accidents occur. Check out COD specially. 
2. Waste
· Each Hach Lange test has special environmental risks. That is the reason why each test must be thrown in its own red box. These boxes need to be marked properly. Close filled boxes and contact technical staff to ship box for destruction. 
· Glassware: boxes for glassware waste are placed at room 404. Close filled boxes and place them infront of the lift. You will find new boxes at ”kjøkkentet”.
· Needles and scalpel blade must be thrown in a yellow box by the sink.

3. Washing
· Dirty equipment like flasks, beakers etc. must be rinsed with water and placed at the transportation table at “kjøkkenet” for further cleaning. Remove tape. Remove ink marks using EtOH, 96%.
4. Using lab. equipment
· Compressed air:


watch the pressure in the flask.

· Water bath:
 


must be filled with distilled water.
· Lange test spectrophotometer:
instructions by the instrument.






Contact supervisor before starting work
· Microscope:



Contact supervisor before starting work

Checkist for guided tour at lab 403 and 404:

· Go through rules in the lab

· Guided tour of  the lab and repeat the routines for order and systems
· Fume hood 

· Lange Test waste routines and other waste routines

· Storing chemicals

· Training before using instruments 

· Rules for use and log for instruments 

3. Important information
1. Posted
· Fire Instruction:


on or by laboratory door. Read it, learn it. 


OBS: Alarm beside room 427 is not a firealarm but a temperature 

controller for a freezer 

· Room card (Romkort): 

on the door or beside the laboratory door. In addition to spesific information 
regarding risks inside the room, you can find contact information of the person 
who has the main responsibility for this room if anything occurs. Make sure 
the information on this card is consistent with information regarding your own 
work and chemicals/ gasses you use. 

2. Datasheets

· HSE datasheets: in red folder in the laboratory

· Norwegian Standards for water analysis; room 404.

3. Internet

HSE- info. page http://www.nt.ntnu.no/adm/hms/ contains links to 
HSE- internet pages and rules at NTNU 
· HSE work- movie

· HSE work- the system at NTNU

· Topic pages: Health, Safety and Environmental work  
· HSE work manual, NTNU

· Laboratory- and garage manual, NTNU

· Guidelines and forms (deviation statement etc.)

· Guidiance for login Eco Online 

· Guidiance for the use of eye protection.

4. Field card 
A field card needs to be filled in for participants on excursions under NTNU’s directions. This is done only once even there will be more than one trip during the course or time the participant stays. The participant is responsible for notifying if changes of information occur. 

You can find the form here: 

http://www.ntnu.no/hms/retningslinjer/HMSRV0703B.pdf 

4. Signing of documentation

Lab rules and guiding in room K3-303 and K3-404

I, ______________________ , have read and understood the lab rules and 

_________________________ has been responsible for the mandatory guiding in lab 

Date/ signature:____________________________   

                                      Trained/ guided person

Dato/ Underskrift:____________________________   

                                       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:_______________________​​​​​​​_____
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