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Institute: Institut für 
Group: …………………………………………….
Contact person: ………………………..
These general laboratory regulations lay down basic behaviour in the lab, point out specific dangers, and regulate dealings with hazardous materials.

They are obligatory and must be known by and easily accessible to

all the employees. The latter should strictly follow and adhere to each of

these regulations. Specifically the following texts concerning laboratory work are also binding

and have to be followed.
Special accident prevention rules and instructions or important safety tips should also be considered for various substances used in the laboratories. 
All these rules, instructions, current safety data sheets, as well as the lists of substances and waste disposal directions, etc., can be found in a lab safety folder in room  ......................
The lab safety folder provides the general laboratory rules and regulations as well as basic information for the safety meeting which should be held at least once a year.

These general laboratory regulations can be used for the first and the annual health and safety briefing. The instructed person has to confirm the briefing by signature.
Behaviour during dangerous situations

People should be protected before objects are.

Stay calm and avoid hasty, senseless acts.

Warn endangered people and if necessary, get them to evacuate.
Emergency Telephone Number:  0- 112  or  0- 19 222

A doctor must be visited in case of injuries, nausea, skin reactions, as well as contamination with infectious substances.

Secure information for the doctor. Use the lab safety folder to prepare the information that must be given to the doctor. (safety data sheet, individual instructions, vial labels, etc.)

The lab safety folder provides advices on first aid measures (First Aid Sheet [Merkblatt Erste-Hilfe]): https://www.tu-braunschweig.de/Medien-DB/sicherheit/erste-hilfe-notrufblatt-brandschutz-englisch.pdf
Or
See the first aid notices hanging in the laboratory for first aid measures.
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An accident report must be filled out for every accident (in case you see a doctor) and the completed form must be sent to the Stabsstelle für Arbeitssicherheit und Gesundheitsvorsorge. A superior must sign the accident report. The document
must be stamped with the institute’s name.
Fire
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If a fire breaks out, the university’s fire protection regulations and the locally

established rules are to be paid attention to and followed.
It is particularly important to
· Call the emergency number telephone number: 0- 112 or, if appropriate, press the emergency call button.
· If it is possible to do so without endangering anyone, fight the fire with the available fire extinguishers until the fire department arrives.
· Have someone meet the fire department vehicles at the street and show the way to the fire.
· Everyone not involved in extinguishing the fire or first aid measures must leave the endangered area.
· Keep windows and doors shut.
· Do not use elevators.
· Put out fires on clothing with fire extinguishers and/or emergency showers.
· If possible, warn endangered people in adjoining areas and tell them to evacuate.
· Inform the responsible group head or class leader.
If dangerous gases escape
· Close valves and provide good ventilation if it is possible without self- endangerment.

· Stay away from the source feeding combustible gases and do not use switches for electrical current.

· Inform your superior.
If hazardous liquids escape
· Binders for hazardous liquids are readily available in room .............

For flammable liquids

Avoid the source of the fire, do not use electrical equipment or switches,

and provide ample air ventilation if possible without self endangerment.

Soak it up using suction or binders and take it outside or put it in a tightly

shutting collective container and inform your superior. See that the chemical

waste is disposed of.
For corrosive liquids

Ventilate well, pick up the corrosive liquids with the appropriate binder, and inform your superior. Make sure waste is disposed of.

If you have to leave the area, shut down the apparatus if possible (except for coolants).

Emergency equipment
[image: image5.jpg]



Emergency equipment consists of emergency showers for employees, eye-wash stands, hand fire extinguishers, main switches for electrical current, valves for shutting off gas, first aid kits, etc.

All emergency equipment must be clearly visible, recognizable, and easily accessible. It may not be covered or removed.

All employees must know where the emergency equipment is located and how to use it.

Emergency showers and eye-wash stands are to be tested once a month by the employees. 

Hand fire extinguishers, which have been used or opened (even including damaged seals), must be immediately exchanged and reported to the Stabsstelle für Arbeitssicherheit und Gesundheitsvorsorge, phone number: 4422.
First aid kits must be regularly checked for completeness. One of the trained first aid helpers should do this (see the fly-sheet with important telephone numbers). Replacement material can be obtained from the Stabsstelle für Arbeitssicherheit und Gesundheitsvorsorge. 

General rules

Eating and drinking is not allowed in the lab!
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Smoking is prohibited in all rooms in the TU Braunschweig !
Keep the door to your lab door always closed.
Unauthorized persons are not allowed in the labs. Specially “S2-Genlabor”!
Each person must keep his or her work place clean and orderly.

Passages and escape routes must kept clear. It is forbidden to obstruct them with objects of any sort.

Fire doors are to be kept shut. The closing mechanism may not be hindered or blocked.

There must be a second person present for hazardous tasks outside normal work hours (........ to ............).
Lab coats and shoes

· A lab coat of not easily flammable material (i.e. cotton blends) should be worn. 
· Street clothes may not be kept in the lab. 
· Shorts are not allowed. 
· Only closed, non-slippery shoes may be worn.
· Clothing can be stored in room ........... 

Goggles

· Goggles must always be worn in the lab.

· People wearing glasses for vision should have a pair of optically corrective goggles or a pair of larger goggles to wear over their own.
Gloves
· Gloves must be worn in case of handling corrosive chemicals or biological material (mostly S2 Laboratory).
Safety hoods

· Should prevent inhalation hazardous substances while working and provide protection from splashing hazardous substances or flying pieces of broken glass.

· Safety hoods may only be used if their safety inspection is up to date. 
· Hoods can only function properly, if the front and side panels are shut.

· When working in the hood, the front panel should not be opened more than necessary. 
· It must always be kept down enough to protect the head of the user and shut when the work is over.

· There should be no more chemicals in the safety hood than necessary for the actual work. Shelves may not be put in hoods.

· Harmful substances should be only released, even in the hoods, by accident or while filling an apparatus. Excess reaction gases, vapours, aerosols, or dust, which occur during normal work, should be contained by special measures (i.e. by appropriate arrangements of gas-washing bottles or specific filters).

· Substances, which might give off very toxic, toxic, carcinogenic, mutagenic, reprotoxic, harmful, corrosive, or flammable gases, vapours, aerosols, or dust may only be used within hoods.

· In order to save energy the hoods will be shut off from ....... to ........ It is not permitted to work in the hoods, if they are turned off. See the notice on the hoods for when this will be.

· If the used air is not being drawn out of the hood, stop working and turn off the apparatus (coolants should be allowed to continue). Inform your superior.

It is absolutely forbidden to pipette with your mouth !
Electrical appliances
Electrical appliances must be inspected before every usage for signs of outer damage.

Defective or damaged appliances may not be used anymore and should be reported to the local superior, given to the work shop for repair, and, if not reparable, disposed of properly,

(taken off the inventory list)
Repairs should only be done by electrical technicians!
Inspection of electrical appliances (according to GUV-V A3 / BGV A3):
The month and year in which the last inspection took place is shown on the inspection sticker.

If the date of safety inspection has been exceeded, the electrical appliance must be inspected immediately.
Drying ovens

The safety thermostats on drying ovens must always be used. They must be checked regularly for function ability.

Autoclaves

Read and pay attention to the information on their usage and possible hazards in the operating instructions and the “Betriebsanweisung”.
.

Centrifuges

Read and pay attention to the information on their usage and possible hazards in the operating instructions and the “Betriebsanweisung”.

Lasers
The laser representative ........... .................. is responsible for safe operation of the laser.
Pay attention to GUV-B 2 „Laser radiation“ (Laserstrahlung) and GUV-I 842 respectively which should be kept near by, and follow the operating instructions hanging up in the room. Make sure that unauthorized persons do not enter the room, when the laser is being operated.
Sterile workbenches
Please read and follow the information on usage and possible hazards

from the operation instructions available. Read also the “Betriebsanweisung”.
Working with evacuated equipment
For protection from flying pieces of glass resulting from implosion, glass containers should be covered with a protective adhesive film, shrink wrap, basket, or shield.

Work with a rotary evaporator should be likewise done in a closed hood or behind a protective shield.
Long-term experiments

are only permissible as an exception

All lab experiments need constant supervision. Long-term experiments running without supervision must be set up safely so that no damage or accidents can occur if there is an unexpected energy, water, or other kind of failure. Experiments that run after work hours or overnight should be equipped with a cut-off plan and registered with the superior in charge.
Safety briefing
Attendance at the annual safety meeting is obligatory and should be confirmed

by signing the attendance list.

Additionally, each person must inform him or herself where the escape routes and exits are, as well as how to shut off gas, electricity, and water, and where the fire extinguishers are located.
Compressed-gas cylinders
· If possible, only small pressure cylinders should be used. 
· The cylinders should only be taken from a permanently installed fixture at the work place for usage. If this is not possible, the superior in charge must approve any other arrangement for their placement.
· The cylinders must be kept in heat insulated safety closets (or brought into a storage room or heat insulated safety closet after usage).
· Compressed-gas cylinders with especially hazardous contents (combustible, especially flammable, very toxic, toxic, carcinogenic, mutagenic, impaired fertility, or any other health hazards) may only be employed in forced ventilation cylinder closets. 
· Small cylinders may be placed in lab hoods for usage during work but must be brought back to the storage/ heat insulated closet afterwards.
· The air in the experimental setup has to be exhausted as well after using very toxic and toxic gases (work under safety hood).
· Compressed-gas cylinders may only be transported with the protective cap screwed on. 
· They may not be transported in elevators together with people.
· If the cylinder's valve cannot be opened by hand, it must be returned to storage or the supplier. Do not use pliers or other tools on it.
Liquid nitrogen

Pay attention to the operating instructions. Use protection device provided for the body like goggles, face protection, and gloves. When dealing with larger amounts, also when decanting, make sure there is enough ventilation.
Liquid nitrogen may not be transported in elevators together with people!
Further information

Broken glass is to be disposed of using the corresponding waste container. 

Equipment must be thoroughly cleaned first before sending it (even if only on the premises) to be repaired.

The user must do a thorough job cleaning containers or equipment before passing them on to other people for cleaning. Membrane pumps should be used instead of water-jet ones if possible.

Personnel from outside the laboratory

Cleaning personnel:

Cleaning personnel may only work in the labs if they have received special instructions in the presence of their foreperson and have been advised on the hazards involved. 

These instructions should be repeated sufficiently often. 
Keep in mind that there will be fluctuation in the work force.

They are not to clean the laboratory benches or any other lab setups.

People who use these areas must clean them themselves.

Cleaning personnel may clean laboratory rooms in the absence of laboratory

personnel. This means that after work:

all very toxic, toxic, carcinogenic, mutagenic, and reproductively toxic substances must be locked up; corrosive and inflammable liquids must be stored so that they cannot be knocked over by cleaning personnel (i.e. in cabinets).

Workmen:

If workmen have a job to do in the laboratory, the lab personnel must free a large area of any chemicals for them to do their work without risk of endangerment. The workmen may not do this themselves. Workmen must be informed of any possible dangers and be sufficiently supervised.
Handling hazardous substances

Hazardous substances identification

Every container in the laboratory must be clearly marked for its contents.

The identification signs of hazardous substances must include, in addition to the substances, names,
“Old system”
their hazard properties, symbols, and R- and S-phrase numbers. 
“New system” (GHS)
their hazard icons and the signal words (Danger, Warning) and the H- and P-phrases. 
A list of the H-and P-phrases and their explanations must be hung in every laboratory.
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List of hazardous substances

All the hazardous substances present in the laboratory must be documented in a “Gefahrstoffkataster”. You find this document ……………………
Storage of hazardous substances in the laboratory

Storage of hazardous substances in the lab is forbidden. Only the amount of hazardous substances needed for working may be present in the lab.

Hazardous substances may not be kept in containers which might be confused for food. Containers should be of an appropriate material for storing the corresponding substance.

Flammable liquids for hand usage should not be stored in containers

able to hold more than 1 liter. The entire amount in each lab should not

exceed 10 liters. In case even larger amounts are necessary for working

they must be kept in a safety closet.

Flammable liquids may not be put in normal refrigerators (including freezer compartments or freezers). If flammable liquids have to be kept cool, then the appliances have to be adapted. A warning sign should be on the outside of non-converted ones.

All substances and preparations which are very toxic, toxic, may cause cancer, may impair genetic damage, may impair fertility are to be kept under lock and key [Giftschrank]:

Each laboratory employee must be informed of the special hazards of the substances before he or she uses them.

Operating instructions

Pay strict attention to the operating instructions of the substances, which the superior have signed and marked in the list of hazardous substances, and of potentially very hazardous procedures.

Personal protective equipment

The safety tips (P-phrases) and given means of protection for the body (i.e. face protectors, goggles and gloves, hand creams) are to be available at all times and used.

Waste reduction and disposal
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The amount of chemicals and solvents used should be kept to a bare minimum as much as possible. Here it is a matter of "recycling is better than dumping”.
Avoid polluting sewage Abteilung 31 (Mister Weller, Tel. 4698)  organizes and carries out waste disposal.
The rules about keeping collected solvents separated from each other must be strictly followed.
Additional need of or disposal of chemicals must be requested from Mister Weller.
Special advices: Theft and Attack
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· When you leave your room or laboratory and nobody else is still there: Lock the door! Never leave your private stuff (mobile phone, money, keys, notebook etc.) on your desk in an unlocked room. 
· Pay attention for unknown individuals. Confront them: “Can I help you? ” “What are you looking for?” 
· If the situation is not clear call your colleagues or lock the door and call the police: 
0-110 (land line) or 110 (mobile phone)
Important signs to know:
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 Warning „gas bottles under pressure“
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 Warning „ Gen Laboratory Level 2“
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 Warning „Radioactivity“
[image: image13.png]


 You have to waer protective gloves (see liquid nitrogen)
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or [image: image15.png]@,



 You have to protect your eyes
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Unauthorized persons are not allowed in the lab
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 Sign for a fire extinguisher
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Sign for a eye-wash stand
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Sign for a emergency shower
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 Follow these signs in case of fire
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 Meetingpoint outside the building in case of fire or emergency situations
Important information:

· Unfallverhütungsvorschrift (GUV-V A 1):

http://publikationen.dguv.de/dguv/pdf/10002/v-a1.pdf
· Working safely in laboratories (GUV-I 850-0):

http://bgi850-0.vur.jedermann.de/index.jsp
· Safety in university chemistry courses : 

https://www.tu-braunschweig.de/sicherheit/laborsicherheit
· Current safety data sheets (ask the contact person in your lab)

· Betriebsanweisung für Laboratorien : 
https://www.tu-braunschweig.de/sicherheit/gefahrstoffe
      •
Information about genetic engeneering  at the TU Braunschweig
https://www.tu-braunschweig.de/sicherheit/gentechnik
· Rules for waste disposal 

https://www.tu-braunschweig.de/Medien-DB/gb3/abfallregeln_auflage8_201108.pdf
· Fire protection guidelines: 

https://www.tu-braunschweig.de/sicherheit/brandschutz/brandschutzordnung
· Emergency sheets: First Aid and In Case of Fire: 

https://www.tu-braunschweig.de/Medien-DB/sicherheit/erste-hilfe-notrufblatt-brandschutz-englisch.pdf
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