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Lab Access Procedures

Minimal Training Requirements 

1. Right to Know (RTK) Training is required to gain access to the laboratory.  (http://www.usg.edu/ehs/training/)

2. The institute laboratory safety manual must be read and understood. (http://www.safety.gatech.edu/chemical/#LabSafetyManual)

3. All users must attend a safety presentation given by one of the PRC staff.

4. Proper training must be obtained for laboratory equipment.  Do not attempt to use a tool without training.  See the lab manager to be trained.

5. X-ray tool use requires users to attend an Office of Radiation Safety training class and be trained by PRC staff.

Safety Equipment

1. Safety glasses must be worn at all times while in the laboratory.

2. Lab coats should be worn in all wet chemical labs.

3. Eye glasses should not be used as a substitute for safety glasses.

4. No masks or respirators are to be used in the laboratory.  All pouring of chemicals should be done under a fume hood.  Masks provided in the clean room are allowed.
5. Latex gloves must be worn while working in the laboratory.  

a. These gloves do not protect against strong acids. 

b. Nitrile gloves will provide more protection.
6. Closed-toe shoes must be worn when working in the laboratory.

7. No shorts, skirts, or nylons allowed in labs.
Emergency Procedures
1. Fire

               If a fire occurs in the lab:

a.  Remove people in immediate danger from the area.
b. Activate the building fire alarm at a pull station.

c. Have someone call the emergency contacts on the door of the lab.

d. Use a fire extinguisher to attempt to put out the fire only if you have been trained in how to use the extinguisher and the fire is not out of control.

e. If the extinguisher does not put out the fire, evacuate the building immediately and wait for campus police and the fire department.
f. Use exit stairs, and do not prop any doors open when evacuating the building.

2. Spills

a. If the spill is large or toxic, evacuate the lab and notify the emergency contacts on the lab door and the campus police.

b. Notify other workers in the lab of the spill.
c. Notify the lab manager of the spill.

d. Only proceed with a cleanup if you have had training to clean up a spill.

e. Use a spill cleanup kit if necessary.

3. Chemical Exposures

a. Respiratory exposures - move to fresh air

b. Skin exposures, rinse for 15 minutes

c. If skin exposures involve a body part that cannot be rinsed under a faucet an emergency shower must be used. Remove contaminated clothing and rinse for 15 minutes.
d. If exposed to Hydrofluoric Acid, rinse and apply calcium gluconate – immediately call for an ambulance to Grady Memorial Hospital.

e. If exposed to an unknown chemical or if pain or irritation persists, get medical attention immediately.

f. Eye exposures- remove contacts and safety glasses. Hold eyes open and rinse while moving eyes left to right and up and down for 15 minutes. Yell for help.  Any eye exposures should seek medical attention immediately.
g. Always bring copies of the MSDS with you to the hospital for the doctor and for EMS personnel.

4. Other Emergencies

a. In the event of any other serious emergency, notify the campus police and the lab manager and get out of the lab.
Working in the Labs
a. Work should ideally be performed in pairs.

b. When working alone, use the buddy call back system

1. Have an offsite buddy call you every half hour to ensure you are alright.

2. If the buddy cannot get in contact with you, he is to call the campus police to have them check in on you if it is late at night. 

c. Guests should be escorted at all times by an authorized lab user.

d.  No food, drink, or smoking in the labs.

e. No food or drink should be stored in chemical cabinets, refrigerators, or freezers. 

f. A chemical warning label should be placed under an ongoing experiment noting what chemicals are being used, contact info, project name, start time and end time.

Penalties
a. Consequences for not following lab protocols.

a. 1st offense is a verbal warning. 

b. 2nd offense is a verbal warning and notification to advisor or supervisor as appropriate. 

c. 3rd offense is expulsion from lab, advisor notification, and written request to re-enter by advisor or supervisor

Housekeeping


Glassware
a. Broken glass should be disposed of in the cardboard glass disposal bin. 

b. Glassware should be cleaned immediately after each use.

1. Rinsing the glassware with tap water multiple times and a final rinse with DI water are preferable for the majority of glassware. 

2. Cleaning glassware with detergent and scrub brushes is acceptable if the soap residue is rinsed multiple times with tap water and finally with DI water.

3. A weak HCL bath can be set up in the nalgene tank under the sink to clean very dirty glassware.

Floors


a.  Keep the floors clean and clear of trip hazards.
b.  No chemicals should be stored on the floor
General Waste

a. Dispose of non-contaminated waste in general trash cans.

b. Solvent contaminated waste should be disposed of in red solvent waste cans.


Clean Room Protocols
a. All doors are to remain closed except to exit or enter. 

b. Step on the tacky mats when entering the cleanroom.

c. Keep hair and ears covered with hoods or bonnets.

d. Personnel with mustaches or beards must wear beard guards in all Prototype Laboratories.

e. Never open your coveralls in the cleanroom.

f. Never touch your skin with latex gloves. 

g. No paper products are permitted in the cleanrooms i.e. cardboard, paper, tissues, styrofoam or foam rubber.

h. No pencils, erasers or retractable pens are permitted in the laboratories.

i. Ask permission before bringing in or removing anything from the laboratories.

j. No cosmetics are to be worn in the cleanroom 

k. Store your cleanroom gown in your assigned locker and only wear it in the cleanroom.  
Chemical Management


Bringing chemicals into the lab

1. Before new chemicals can be brought into the lab, The MSDS sheet must be placed in the lab notebook and the chemical must be added to the Chematix database.
a. The lab manager should handle this and notify the Chematix Administrator (Chris White)
Proper Labeling
1. All containers must have a label stating their contents, an owner, and a date.  The NFPA numbers should also be written in on the label.
Inventory Management and Control

1. All chemicals stored in the laboratory must be recorded in the Chematix system.
a. The lab manager should enter the chemicals into the database and properly label the chemical with a barcode and label.

b. The facilities and laboratory coordinator will perform a bi-annual audit of the chemicals stored in the lab.

c. The MSDS sheet must be placed in the lab MSDS notebook when a new chemical is entered.  Users should familiarize themselves with the MSDS information for each chemical they use.
2. Any chemicals found on the Highly Hazardous Chemical List should be handled with extreme care. 

a. Storage bottles that contain or used to contain a highly hazardous chemical must be disposed of with chemical waste.  It cannot be rinsed and disposed of in the building trash.
b. The Highly Hazardous Chemical List can be found at http://www.safety.gatech.edu/hazardous/
Chemical Storage

a. Flammable chemicals should be stored in the flammable storage cabinet

b. Bases acids and flammables should be segregated.
c. Any chemicals that could react violently or dangerously should be separated from each other in storage.

d. The fume hood is not meant to store chemicals for more than a day or two.  Any chemicals stored in the hood must be sealed, labeled, and stored in the back of the fume hood.

e. All chemicals must be sealed when stored.

f. Chemicals can be stored in secondary containers such as beakers for no longer than one shift.  They must be labeled.

g. Users should wear a face shield when transferring acids to protect from splashing.

Chemical Waste
a. Chemicals must be disposed of properly.  No acids, bases or solvents are to go down the drain.

b. Acid waste is to go into a separate labeled waste container.

c. Base waste is to go into a separate labeled waste container.

d. Solvent waste is to go into a separate labeled waste container.
e. If waste containers are full please notify staff.
f. Add to the label what waste you add to the waste bottle.
g. Rinsate may be washed down the acid drains with plenty of water.
Handling Powders
1. All powders should be in a sealed container while moving them. (i.e. from the glove box to the hood).

2. All powders should be handled with gloves under the hood or in the glove box to limit the chance of respiratory exposure.
Compressed Cylinders


Storage

1. Mishandled cylinders may rupture violently, release their hazardous contents or become dangerous projectiles. 

2. Never move a cylinder without removing the regulator.

3. Gas cylinders must be restrained with a chain or strap between the “waist” and “shoulder” of the cylinder.
4. All disconnected cylinders should be capped.

5. Requests for more bottle straps should be directed to the laboratory and facilities coordinator.

6. The cylinder (not the cap) must be labeled as to contents.  Do not rely on cylinder color to identify the contents.  Color identi vary between manufacturers.

Connections

1.   Different tubing materials must be used with different gases.  
2.  Never force a regulator onto a cylinder.

3.   Gas cylinder installations should be verified by the Lab manager or the Facilities and Laboratory Coordinator before opening the gas valve on the tank.

Flammable Gases

1.   No flammable gases shall be used in the lab unless approved by the Facilities and Laboratory Coordinator and EH&S.
