Laboratories at FRB 3B 
Department of Health Sience and Technology

Aalborg University
Employee handbook
Indhold

7General information


7Welcome to the laboratories at FRB 3B


7Expectations


8Admittance


8Meetings and common arrangements


9TAP-meeting


9Gift box


10Datadocumentation and data storage


11Safety in general


11Safetygroup and  commitee


11Projects concerning gene modifications


11Chemical Workplace Assessment


11Warning symbols


12Vaccination


12Contactlenses


12Pregnancy


12Insurances


12Classification in the building


14General laboratory rules


14Freezers and refrigerators


14Cold room RM-lab


14Ethanol


15Ordering


15Goods reception


15Generel laboratory ethics


16Ending of project or employment


18Safety regulations for genetechnology laboratories


18Genetechnology class 1


18Classified laboratories:


18Signs


18Definition


18Permissions


18Access rules


19Clothing


19Carrying out the work


19Storage


19Exit from the laboratory


20Special rules for 1.312A Bacteria lab., 1.312B Warm room and 1.315 Bacteria lab MMI


22Genetechnology class 2


22Classification


22Signs


22Definition


22Permissions


22Access rules


22Clothing


24Storage


24Exit from the laboratory


24Genetechnology class 2 + biological class 3


25Classification


25Signs


25Definition


25Registration


25Access rules


26Clothing


26Carrying out the work


27Liquids with biologically active material and waste medium:


28Transport out of the laboratory


28Exit from the laboratory


29Cell culturering


29Equipment


31Cell incubator


31Marking


31Standard protocols


31Infections


31Mycoplasmatest


33Cytostatic


33Rooms


33Classification


33Signs


33Clothing


33Restrictions


33Arbejdspladsvurdering


33Carrying out the work


35Accidents on persons:


35Isotopes


35Rooms


35Admittance


36Classification


36Signs


36Instruction


37Registration


37Storage


37Protective shielding


39Carrying out the work


39Check measurements


41Accidents and cleaning


41Waste


44Chemical laboratory (vejerum):


48Wastehandling


48Laboratory waste with cell contact


50Laboratory waste without cell contact


51Flowdiagram waste


53Accidents


53First Aid


53First Aid box


53Accidents in laboratory


53Green ”spill” box


53Personal injury


54Accidents in the workingfield or surroundings


54Isotopes


55Registration of accidents


56Cleaning and glass wash


56Cleaning


56In general


56Laboratories


58Glass wash


58Machines


60Flowdiagram


61Alarms


61Overview of technical alarms at G4S


61Cleaning and clean-up


61Phone no:


62Oxygenalarm


62Precautions


62Actioncard


64Gasalarms (CO2 + atmospheric air)


64Action card


65Alarm on cold room (room 1.314, 2nd floor).


65Action card


66Ventilationfailure.


66Action card


68Burglar alarm:


68Action card


70Fire alarm:


70Action card


72Duty roster


73Directory of internal phones and intercom system


75Checklist


75Laboratories


78Signature page




General information

Welcome to the laboratories at FRB 3B
On the first day in the department your contact person will help you find your way and inform you about the most important issues. He/she will show you to your work area and will answer any questions you may have and help you through your initial time with us. Furthermore, your contact person will make sure that a plan is made for your training. 
The department consists of office and laboratory space and a basement for storage etc. Our laboratories are classified at different levels within work areas such as gene technology, biological danger (i.e. various viruses). It is therefore important for both you and us that you, regardless of the work assignments you will be given here, possess the necessary knowledge of current rules and regulations in the building. For instance, we have made safety rules which cover each individual classification and area.

If you are going to work in the laboratories it is important that you have read the safety rules thoroughly covering the areas that you are to work within. You will be introduced to and trained in the working procedures by the laboratory technicians and possibly by experienced scientists.

The “Employee handbook” should be considered as an encyclopedia which contains, among other things safety rules and some check lists which have to be ticked and signed by both the person who is training you and your contact person. Only when this has happened are you allowed to work independently within the marked area. Until then all work in the laboratory must be arranged with the tutor or the laboratory technicians.

Independent use of advanced equipment can only take place after approval.

If you would like to know more about being part of Aalborg University and the Department of Health, Science and Technology, for example general rules, staff benefits etc. you will find most of this information at www.aau.dk and www.hst.aau.dk (at HST intranet https://www.intranet.hst.aau.dk/ there are important information for employees).
PhD students can find the answer to many questions at the homepage of PAU http://www.medicine.aau.dk/doctoral-school/phd/for-current-students/PAU . As subscribed as a PhD student at the faculty of Health, Science and Technology (HST), you automatically are a member of PAU. PAU is a network for PhD students and means PhD Network of Aalborg University. 
Even though we are busy we are always ready to help you or answer any questions you may have. It is better to ask several times than to make unnecessary mistakes.

Expectations
As an employee, student or visiting scientist, we expects you to:
· Study the employee handbook and follow the rules
· Think and work independently 
· Be investigative – but ask if in doubt what to do
· Keep appointments and work responsibly
· Participate in relevant meetings
· Participate socially
And you can expect:
· Possibility for influence on project planning and to work independently 

· Supervisors with commitment and competent feedback

· Instruction and co-operation with laboratory technicians

· Research laboratories that are both organized and efficient.

· Both great academic as well as social setting.

Keywords:  Consequence, coordination, structure and opportunities.
Admittance
The door to the building are locked outside normal working hours, the laboratory-floor on 2nd floor are locked day and night. There is limited admittance to the laboratory areas on different levels. 
At the Facillity Support Team https://www.en.campusservice.aau.dk/facility-support-teams/facility-support-team-east/ . You can get an access card to the building, but you need approval from the technicians beforehand.

Overcoats are placed in the wardrobe on the ground floor and you must change to laboratory shoes before you go to your office and laboratory spaces. Visitors must use blue shoe cover, which are situated next to the entrance.
Regarding students, they have their primary access in the student laboratories. Only students from 7th semester and up are allowed access to the research-laboratories to work on their own, and only after thorough instruction from the supervisor or technician.
Meetings and common arrangements

The aim of the meetings at FRB3B is to create a rational level of information and strengthen the departments work in science and teaching.
Mini-seminars:
 5 min overview of activities in your group in bullet point format (presented by a senior group member)

15 min presentation of specific projects/activities in your group (presented by a student/junior/senior group member)

10 min discussion

 Location:

Lunchroom at FRB5 1

 Timepoint:

Last Friday every month at 12:00

 Suggested order of presentations:

 NRD: Neurobiology Research and Drug Delivery

MMI: Medical Microbiology and Immunology

RM: Regenerative Medicine

Rcare: Respiratory and Critical Care group (Steve Rees)

MP: Molecular Pharmacology

TBPPB: Translational Biomarkers in Pain and Precision Medicine

Integrative Neuroscience (Carsten Dahl Mørch)

Sport and Social Issues group (Sine Agergaard)
TAP-meeting
Every Tuesday and Thursday at 8.15 am the technicians, technician trainee and laboratory assistant are having a meeting. The meeting day can be changed in busy periods. Among other things laboratory issues are discussed. 
Participants: laboratory assistant, technician trainee and technicians.

Gift box
In order to participate, you must pay 150 dkk to the laboratory assistant or mobilpay  nr. 1278WG Trine Fink, who administrates the gift box. When the gift box runs out of money, you will need to pay again.
Gifts will be given at special occations as follows:

· Special birthdays (30, 40, 50, 60 years etc.)

300-400 dkk

· Graduation of PhDs and technicians


300-400 dkk

· Maternity gift



300-400 dkk

· Weddings



500 dkk

· Other circumstances (farewell gifts, long term illness etc.)
300-400 dkk
Datadocumentation and data storage
According to the “guidelines for the presentation of experimental protocols and reports, data documentation and data storage in basic health research” the following rules apply to the storage of laboratory data:

A personal log book for each person working in the laboratories is created.  Language must be English or Danish.

The log book should include the following:
1. Name of the owner.

2. Numbered pages.

3. Daily report outlining the work carried out in the laboratory. 

4. Maintenance of cells noted with passages, freezing (number and placement in -135oC freezer).

5. All other maintenance work is noted in a similar way. 

Projects and experiments should be described in-depth and in an easily comprehensible manner so that experiments can be duplicated:

a) Name of the project.

b) Type of experiment and a protocol for experiments. 

c) Changes to the protocol during execution and other comments. 

d) Reasons for possible premature interruption of an experiment. 

e) Utilized equipment and settings. 

f) Supplier, catalogue and batch numbers on growth factors, chemicals, kits etc. 

g) All raw data must be accessible to others (including those from failed experiments).  Could for example be stored in a clearly marked file together with the log book if this is considered to be more practical. 

h) Raw data is prints from measuring apparatus, computers etc. as well as hand written data. 

Log book and files should be stored at an easily accessible location for supervisors and copies should be given to the head of research in the department when the project is finished. It is possible for both students and employees to have their own files/folders at HST server.
Safety in general
Safetygroup and  commitee

The safety group (AMG) consists of the departments safety leader (ALR), who is appointed and a safety representative (AMR), whom is elected among the technical staff at the department.

The safety leader has chair at the department’s safety committee (AMiU), but can be represented by the safety representative. For further information http://www.hst.aau.dk/safety/ 
https://www.sikkerkemi.aau.dk/
https://www.arbejdsmiljoe.aau.dk/
https://www.arbejdsmiljoe.aau.dk/arbejdsulykker/
Projects concerning gene modifications

When planning ”new” projects you need to make a careful survey based on risk factors and eventually, if there in the project are things not covered by the general requirements with regard to safety, make a special analysis compound manual.

Projects where you need to work with active gene modified organisms or infectious microorganism, you must check the relevant safety instructions-

Note that some laboratories can be declassified in longer or shorter periods.

Chemical Workplace Assessment

Beside the Analysis compound manual, students and employees have to fill in a Chemical Workplace Assessment form, if they are working with chemicals that are carcinogens, reproduction damaging or mutagenic. It has to be made for the specific chemical and the specific experiment 

For example; if you make a 4 % paraformaldehyde, and it is going to be used for perfusion, you have to make a Chemical workplace assessment form for both the solutions and the experiments. 

There have been placed a few examples in the folder “Biomedicin” ” -> ”Safety” -> ”Kemisk APV”

The students do not have access to this folder, so the supervisor is responsible to send them a Chemical workplace assessment form by email.  The students need guidance from a supervisor to fill in this form, and sign it afterwards.

When it’s done place it in the folder “Kemisk APV” under “Safety” under “Biomedicin”.
Warning symbols
All chemicals, liquids, mixes and solutions which contains hazardous substances, must be marked with the correct warning symbol. See guidelines in the technician's office and in the chemical room. 

Labels are in the chemical room. Take care to get al mixed solution correctly marked, at have both an analysebrugsanvisning and perhaps a chemical work assessment.

Kemibrug
Kemibrug are a database where you can find almost all information on your chemical. The database is in both Danish and English. Login and password are the same as your AAU email. https://kemibrug.dk/
The technicians usually registers the chemical in the kemibrug. In the chemical room there is a PC so the leverandørbrugsanvisning and arbejdspladsvurderingen always are at hand in electronic form. Consider if there should be a chemical work assessment on the chemical.

The technicians instruct in the use of the database.

When receiving chemicals, check the chemical in Kemibrug. If it is not registered, do so and maybe order a KBA in Kemibrug. It is normally done by the technicians.

Vaccination 

Employees working with or in the same room as others working with virus are offered vaccination against the relevant virus, if possible vaccination exists. Employees working with humane tissue or blood, is offered the hepatitis B vaccine.

The vaccination is performed by your medical practitioner and the bill is sent to HST

Contactlenses 

By working in the laboratory it is needed to add a sticker on the labcoat, so it is clearly to see the use of contact lenses. This in order to provide the necessary help in case of an eye accident.

The stickers can be collected at the lab offices. 

Pregnancy

To the extent that it is safe, pregnant has access to the laboratories.

To avoid any unnecessary risks, we urge the pregnant to inform the safety representative as early in the pregnancy as possible. The safety representative has confidentiality.

At pregnancy both working areas and contact areas are evaluated toward the pregnant. On top, all running projects in the laboratory need to be evaluated towards the pregnant safety.

It is the head of the department and the safety group’s responsibility, in cooperation with the pregnant and her supervisor, to plan the working area so there is no risk for the pregnancy. If it is not possible for the pregnant to continue her work without risk, she is assigned work in another area of the department. 

Insurances
All employees at Aalborg University have an Accident and Liability Insurance in the working hours due to the rules in force of the labor market.

Aalborg University (AAU) has a collective Accident Insurance covering students’ injuries during laboratory work which are part of the education. You can find more information at this link:

https://www.students.aau.dk/educational-offers/
Classification in the building
	
	Genetechnology
	Biological agens*
	Isotope

	Basement
	
	
	

	Freezerstorage 1.010
	-
	
	

	Ground floor
	
	
	

	Studentlab 3.103*
	1
	Class 2*
	

	Studentlab 2.103*
	1
	Class 2*
	

	Primary lab (NRD)
	1
	
	

	1st floor
	
	
	

	Sample prep. lab 1.218
	1
	
	

	Cellsorter, Q-PCR, Li-COR 1.214
	1
	
	

	MMI-lab 1.220
	1
	
	

	Microscopy romm NRD 1.213
	1
	
	

	Histology 1.224
	1
	
	

	Flowcytometry 1.226
	1
	
	

	MP lab 3.203
	1
	
	

	MP lab 3.205A
	1
	
	

	MP lab 3.207
	1
	
	

	2nd floor
	
	
	

	MMI-lab 2.308. 
	1
	
	

	NRD-lab 1.308. 
	1
	
	

	Chemical room 1.307
	-
	
	

	Molecular clonings lab 1.312A
	1
	2
	

	Heat room 1.312B
	1
	2
	

	Cold room 1.314
	1
	
	

	RM-lab 1.316
	1
	
	

	Instrument lab 1.320
	1
	
	

	RNA & PCR lab 1.322
	1
	
	

	Microscopy RM 1.326
	1 
	
	

	Bacteria lab 1.315
	1
	2
	

	Isotope lab. 1.302
	-
	
	Type C

	Cellculturing RM og NRD 3.303
	1
	
	

	Cellculturing II 3.307
	1 
	
	

	Retro-lab 2.305B
	2 
	3
	

	E-building FrB Vej 7E
	
	
	

	Student lab E-107
	1
	2
	

	NOTE* be aware of the classification when using the laboratories.
	
	
	


General laboratory rules

Freezers and refrigerators 

Everybody is assigned personal racks or boxes in the freezer and refrigerator if necessary. All must be marked with initials and possibly date.

Cold room RM-lab

Only use the area marked with red for very sensitive cooling goods. If there is a break down, those goods will be moved to another refrigerator. 

Ethanol

The tax rules in Denmark demands that we keep score of the ethanol below:

	
	Purchasing*
	Registration done by

	Abs. ethanol 99,9%


	VWR
	Users**

	Ethanol 96% ”finsprit”
	VWR
	Users**

	70 % ethanol
	VWR
	Users ***

	Ethanol 99,9% for analysis


	VWR
	Users **


* When receiving new bottles of ethanol, the amount of bottles are written on a list, which are placed by the bottles in the chemical sheed in the courtyard. When a bottle is in use, you must delete it from the list. The technicians are bringing the list up to date.

** Date, purpose, amount and initials are written on the list, which hangs inside the cupboard in the vejerum. When a bottle is empty, put it in the waste cupboard for later registration. This registration is done by the technicians.

*** 70 % Ethanol for cleaning surfaces and equipment is placed in the laboratories mostly under the zink.

Ordering

Prior to all orders, there must be required a requisition number from the university’s requisition system. This system can be found on http://local.hst.aau.dk/. Here you will have access to your own accounts (annuum, projects etc.) and the accounts you have been given access to. Access to the requisition system is handled by Annemarie Nødgaard.

When ordering, make sure to apply the given requisition number for the sake of the economy department.

For further information about our purchasing system https://www.intranet.hst.aau.dk/Indkøb/
	Goods
	Ordered by

	Shared consumables


	Technicians or laboratory assistant, ordered when needed. 

	Special goods
	Technicians or researcher*

	Office and IT-goods
	Secretariat


*Thesis students and course participants do not order goods! Make an agreement with the supervisor what you need and the technicians will make the order. Exceptionally, the supervisor can make the order.

Goods reception

Check the delivery note and goods. The goods are delivered to the respective person, who put the goods in place (refrigerator/freezer, if necessary). Ask in the respective group how they handle delivery notes.  

Generel laboratory ethics

· Given safety instructions must be followed.
· The laboratories should always be clean and tidy.
· Keep cupboards, refrigerators and freezers in order.
· Never use materials marked with initials without permission.
· Always write date on the packaging, when opening chemicals, kits, growth factors a.o.
· Unwrap all goods outside the cell culturing laboratories. Do not use cardboard boxes for storage in refrigerators and outside cupboards in any laboratory.
· Regular shared consumables are in storage of the respective groups. Be aware that only some goods are common, most of the goods are in the groups.  Everybody who use the laboratories are responsible of  replenishing  the laboratory from the freezer storage, and if necessary from storage in basement to the freezer storage.
· Normally the laboratory assistant will distribute sterile consumables (tips a.o.), which are packed in the glass wash to the laboratories, but if necessary, the user do it themselves. Empty rack for tips are reloaded by the user and put for autoclaving in the glass wash. Remember to use gloves.
· If you need special wrapped products or bigger amounts than usual, agree with the laboratory assistant in good time before use.
· After the days’ work, everyone must secure the following:
· The working space is cleared and cleaned according to regulations.
· Waste bags in autoclave buckets are closed, correctly marked and put for autoclaving in the wire netting in the autoclave room.
· Equipment, pipets a.o. are cleaned and in its place.
· Reusable utensils are put in place or put to wash in the correct box, paragraph 4.1.
· If you are in the need of keeping samples/equipment for next day, put the things in a basket and mark it with name and date.

Ending of project or employment

Al material, that need to be kept, inclusive data, are put in boxes, marked with name and date and put in the basement or registered racks in the freezer. Everything else is thrown out – including things in fridge and freezers.

Raw data, logbook (possibly copies) and printed project are submitted to the head of research. Check how they keep data in the group you are attached, when leaving.

The offices place is handed over cleared.

 Safety regulations for genetechnology laboratories
Genetechnology class 1 
 Classified laboratories: 

1.218 NRD lab, 1.220 MMI lab, 1.213 Microscopy NRD, 2.308 MMI lab, 1.308 NRD lab, 1.314 Cold room, 1.316 RM lab, 1.320 Instrument lab., 1.322 RNA & PCR lab., 3.303 Cell culturing I RM + NRD, 3.307 Cell culturing II, 1.302 Isotope lab, 1.326 Microscopy RM, Student labs 3.103 -2.103 og FRB7E
NOTE special rules for 1.312A molecular clonings lab., 1.312B Warm room, 1.315 Bacteria lab 2 MMI 
Classified storage:  

1.010 freezerstorage common basement, 1.003 storage, 1.015 storage.
Signs 

Yellow danger symbols for gene technology area class 1 on all doors to the laboratories.
Definition

In gene technology class 1, work with genetically modified organisms involving no or minor risk can be carried out.

Permissions
If you want to start a research project or other laboratory work involving work with genetically modified organisms, you must report this to ‘Arbejdstilsynet’ https://at.dk/  (the Danish Working Environment Authority) no later than 45 days before the start of the project. 

https://at.dk
The permission from ‘Arbejdstilsynet’ must be renewed after 5 years or if procedures are changed and these changes have an influence on the risks.
Access rules
Only staff and students who are needed in order to carry out the work are allowed access. However, students and visitors are allowed access when accompanied by authorized staff. Permission to work independently can be given after written approval has been obtained.

It should always be possible to contact vocational staff. 

Hands should be washed before and after carrying out the work.

Food and drinks are not permitted into the laboratory nor is it allowed to consume food and drinks in the laboratory.

Bags, coats, jackets, or similar are not permitted into the laboratories.

Windows and doors must be kept closed at all times.

Clothing
Lab coat and lab shoes must be worn at all times. Mark your lab coat with your name on tape and reuse the lab coat up to 1 week before washing. The lab coat used in Bacteria lab 1.312A and in 1.315 is only to be used in Bacterial lab.
Gloves for laboratory work must be worn. You must not wear gloves outside the laboratory or in areas marked as ‘glove-free’. Be aware of using doors with gloves on, the gloves could be dirty and then transfer the dirt to the door handle. The following gloves will be present in all laboratories: Nitrile gloves.
Visitors and workmen must use a disposable suit or lab coat and plastic shoe covers.
Carrying out the work
It is the responsibility of the project manager that the work is carried out properly with regard to health and safety and in accordance with the current rules.

The work must be carried out in a flow bench or in a fume cupboard connected to the ventilation system whenever there is a risk of air pollution.

The laboratory must be kept clean and tidy.

If you need to leave some materials on the table for later use, put them on a tray marked with initials and date.

No cardboard boxes are allowed in lab.

All materials should be in cupboards/drawers or on the white BOBY trolleys beside the LAF cabinet.

Before and after use, the user must clean and disinfect the work station (both table and flow bench) with 70% ethanol is available in all laboratories
Waste
Handling of waste and re-useable utensils see  6 waste handling.

Accidents
Concerning accidents, see 7 Accidents.
Storage
As far as possible, classified material must be kept within the classified area. 

Exit from the laboratory
Take off lab coat before leaving the laboratory area. You can re-use the lab coat up to 1 week. When you change lab coat, the dirty lab coat must be put in the autoclave bag in the waste trolley marked “kitler”. All coats are autoclaved before they are sent to the launderette. Remember to empty the pockets and remove the name sticker. All lab coats are autoclaved before they are washed. This is done by the laboratory assistant.
Hands must always be washed before leaving the laboratory.

Special rules for 1.312A Bacteria lab., 1.312B Warm room and 1.315 Bacteria lab MMI

ENTERING THE BACTERIA LAB

· Always wear gloves if you have broken skin barriers.

· Don´t bring laptop, phone, headphones, scarf, chewing gum and minimize jewelry. 

· If you need pictures of bacteria petri dish etc. cover the phone in a plastic bag.

· Fill in log book with name, date, name of bacteria, class of bacteria and purpose.

· Wear lab coat with name tag. 

· Lab coats stays in bacteria lab. One rack for students, one for employees. 

WORKING IN THE BACTERIA LAB

· Wear gloves if necessary. 

· Don´t open fridges/freezers doors and cupboards with gloves.

· Don´t wear the gloves outside bacteria lab.

· Don´t touch your mucous membranes (e.g. itch in the ear, nose, eyes)
· Don´t reuse the gloves.

· Label all your reagents, buffers, media, petri dish and samples with name and date.

· Only use your own utensils.

· Consider what others might be working with.

· Clean water bath if necessary.

· Racks and other utensils stays in the bacteria lab. Only place your lab book and other papers on the area labeled “writing area”. 

· Don´t write in your lab book with gloves.

· Only use 1 or 2½ liters bacteria media waste bottles added 1% of deconex. Mark the bin with name and date. This waste bin stays in the flow bench. 

· Empty waste bin if necessary, before it gets overloaded.

· Move waste bin for agar plates to the autoclave room when it has reached the max line. Replace with new bin fitted with two autoclaveable plastic bags.

· If you spill something, contact a lab technician and do as described in the “Biological Workplace Assessment
Transfer samples
If you need to transfer your samples outside the bacteria lab, exchange the rack with a new rack. These are found on the bottom shelf outside the bacteria lab. Return the rack to bacteria lab. Do this on the shelf marked “LAB UTENSILS” in the hallway.
Use designated boxes for ice. 

Pick up the ice in the transport icebox, placed on the bottom shelf outside the bacteria lab. This transport icebox stays outside bacteria lab. Decant the ice from the transport icebox to the designated icebox from the bacteria lab. Do this on the shelf marked “LAB UTENSILS” in the hallway.

LEAVING THE BACTERIA LAB

· Clean up everything you used.

· Move tips and racks into the cupboards before disinfecting the table with ethanol.

· Soak flow bench in ethanol for at least 1 min before cleaning.

· Turn off all equipment (e.g. centrifuges, water baths and shakers) – unless in use by others.

· Throw gloves in correct waste bin.

· Hang your lab coat and close it before hanging it.

· Coats will be autoclaved every month.

· If you are a student, you are in charge of washing your lab coat after autoclaving.

· Wash hands thoroughly every time leaving.

· Throw paper towels after hand wash in the open waste bin between the sink and the door, and only paper towels in this bin – no gloves

· Disinfect hands outside. 

· When you have finished your project in the bacteria lab, please throw away all old media, samples, petri dish etc.

· Every third month you will be called for a common cleaning.

Genetechnology class 2

Laboratory:  

3.305B Retro lab
Classification

Even though the material you work with is a lower classification, you need to follow the rules current for the laboratory’s classification.
Signs 

Yellow danger symbol for gene technology area class 2 on all doors to the laboratories.
Definition

Work with genetically modified organisms that contain low risk can be carried out in gene technology class 2. 

Permissions
Whoever wants to start a research project or other laboratory work in which work with genetically modified organisms is involved, must inform “arbejdstilsynet” no later than 45 days before the project begins. Approval must be renewed after 5 years or if procedures which have an influence on the risk are changed.
https://at.dk
Access rules
Only staffs that are needed to carry out the work have access. Students and visitors have access if they are accompanied by authorised staff. Permission to carry out work individually can be provided after written approval. It should always be possible to contact vocational staff. 
Hands should be washed before and after the work is carried out. 


Food and drink must not be brought into and/or consumed in the laboratory.

Bags, overcoats, PC’s, cell phones and similar must not be brought into the laboratory. 

Windows and doors must be shut at all times. 
All liquid must be collected and autoclaved. 
Clothing
In the sluice change to a lab coat with a yellow “Biohazard”-sign on and shoes from the shelf, also in the sluice. The lab coat and shoes are only allowed in the retro lab, not in the hallway!
Watches, jewellery, handkerchiefs and bandages should not be worn in the laboratory. 

Gloves are used for work in the laboratory. Gloves are not to be worn outside the laboratory or in marked glove free zones. The following gloves will be in the laboratory:
Nitrile glove.

Guests and workmen use disposable smocks and plastic shoe covers. The cleaning staffs have their own lab coat and shoes.
Carrying out the work
The manager of the project is responsible for the work being carried out according to safety and health rules and current regulations. 
The work must be carried out in a flow bench or fume cupboard connected to the ventilation system when there is a risk of air pollution which is harmful to health including:

1) Danger of creating aerosol with biologically active material

2)  When working with large amounts of liquid containing biologically active

     material
3)  When working with high concentrations of biologically active material.

It is the users’ responsibility to keep the laboratory clean and tidy. 

If you need to leave some materials on the table for later use, put them on a tray marked with initials and date.

No cardboard boxes are allowed in lab.

All materials should be in cupboards/drawers or “hairdresser tables”.

To avoid autoclaving of larger amounts of utensils use mainly single-use utensils.
 After use work areas (flow bench and table) should be cleaned and disinfected with 70% ethanol by the user. You will find stock of 70% ethanol in the chemical room, room 1.307. 

Needles, syringes, sharp objects and the like should be used as little as possible. If used, discard in the yellow buckets for sharp utensils.

Specific areas for writing have been fitted in the laboratory. These should only be used for writing. 

Any necessary papers and files should be placed in a labelled cupboard in the laboratory. Notes and paper should not be brought outside of the class 2 laboratory. They should be sent electronically or via fax.
Waste
Handling of waste and re-useable utensils see 6 waste handling.
However, take notice the following are especially for genetech class 2:
Use genetech 2-labelled (yellow sticker) autoclave buckets with autoclave bags and lid.  After use the bag is closed with clips. The bucket with the lid is disinfected on the surface before it is removed from class 2 to be autoclaved later. 
Transfer the autoclave bag and bucket in the autoclave room on the “retro lab-side” for later autoclaving, which is done by the technician
 Accidents
Concerning accidents see 7 Accidents.
Storage
As much as possible classified material is stored within the classified area. Outside class 2 it is stored in a closed container labelled gene technology 2. The surface is disinfected before it is brought out of class 2.

Exit from the laboratory
When the work has been carried out, lab coat and shoes are changed in the sluice.  After the work is finished or if the lab coat is dirty, put the lab coat for washing in a bag marked “gene tech 2” (yellow sticker). The bag is in the autoclave room on the “retro lab-side”. Disinfect hands with glycerolethanol, placed on the shelf in the sluice.
The lab coats are autoclaved before being washed. 
Hands must always be washed before leaving the laboratory.
Genetechnology class 2 + biological class 3

Laboratory:

2.305B Retrolab.

2 freezers (freezer storage basement, room 1). These rooms are not classified.
Classification

Even though the material you work with is a lower classification, you need to follow the rules current for the laboratory’s classification.

The laboratory is classified for genetech. class 2 + biological class 3 
Signs 

Yellow danger sign showing gene technology class 2 and the symbol  ”biologisk betinget fare”.

Definition

Work with genetically modified organisms that contain low risk can be carried out in gene technology class 2. 

Biological agents class 3 can cause serious infectious disease in humans and pose a serious threat to the staff. There is a risk that this could spread into society but normally effective prevention and treatment exist.
Genetechnology:
The person who wants to start a research project or other laboratory tasks in which work with active genetically modified organisms are involved must inform this to “Arbejdstilsynet” (the Danish Working Environment Authority) no later than 45 days prior to commencing the project. 
The permission from “Arbejdstilsynet” must be renewed after 5 years or if procedures are changed and these changes will have an influence on the risks.

https://at.dk

Biologic  agents:

When starting a research project an APV is made which is sent to “Arbejdstilsynet” at least 30 days prior to work commencing, if the project is in another classification than announced earlier or the working procedures are changed considerably. You can see the former biological APV’s under Biomedicine/Safety/APV Biologisk.
Registration
A list must be made of the personnel who continually work in the laboratory while work with active biologic agents class 3 is carried out. The list is saved for 40 years following the last known influence. The list (logbook) is administrated by the safety leader.
Access rules
Only access for persons, who are required to carry out the work. Trainees cannot carry out work independently without supervision. Permission to carry out independent work can be given upon receipt of a written permission. It should always be possible to contact vocational staff.
Guests and workmen must be limited to the absolute minimum.

No access for pregnant women, persons with open wounds and/or a diminished immune system.

Bags, overcoats, computers, cellphones, food and drink are not permitted.

Watches, jewelery, handkerchiefs and bandages must not be worn in the laboratory. 

When ever entering the lab, state date, name, staff no. and the name of the experiment in the log book in the sluice area. 

Doors and windows must be kept closed.
Clothing
In the sluice change to a lab coat with a yellow “Biohazard”-sign on and shoes from the shelf, also in the sluice. The lab coat and shoes are only allowed in the retro lab, not in the hallway!
An extra pair of gloves and plastic sleeves must be used when carrying out laboratory work involving biologically active material.
Nitrile glove.

The extra pair of gloves is not necessary outside the laboratory and in marked glove free zones.

Guests and workmen must use disposable suits, gloves and plastic shoe covers.                           

Carrying out the work
All experiments have to be registered in the log-book placed in the sluice.
The project manager is responsible for ensuring that the work is carried out safely and securely according to the current rules and regulations.

All work with biologically active material must be carried out in the flow bench. When working with virus only use the flow bench to the right “Holten”, in this flow bench it is not allowed to take the pipets outside.

Please write on the whiteboard to the left and the whiteboard on the incubator, which experiments you are working with and time-lag.

Use of needles, syringes, sharp objects and other such items must be minimized. If used, discard in the yellow buckets for sharp utensils.
After use work areas (flow bench and table) should be cleaned and disinfected with 70% ethanol by the user. You will find stock of 70% ethanol in the chemical room, room 1.307. 

Writing should only be carried out on the labelled writing areas. The required papers and files are placed in a labelled cabinet in the laboratory.

Any necessary papers and files should be placed in a labelled cupboard in the laboratory. Notes and paper should not be brought outside of the class 2 laboratory. They should be sent electronically or via fax. There is a computer in the lab.
The laboratory must be kept clean and tidy. 
If you need to leave some materials on the table for later use, put them on a tray marked with initials and date.

No cardboard boxes are allowed in lab.

All materials should be in cupboards/drawers or “hairdresser tables”.

Equipment is only allowed to be taken out of the laboratory after careful disinfection with   70% ethanol.
If you need to transfer cells/virus to the freezer in the basement. Transfer them in a plastic bag and remember to bring the plastic bag back to the retrolab for correct waste disposal.

 Waste
Handling of waste and re-useable utensils see 6 waste handling.

However, take notice the following is especially for genetech class 2+biological class 3:

All waste is autoclaved before disposal. The waste must always be filled into the autoclave from the retro lab-side. 

When you are working with active biological agents, you need to place the autoclave bucket with autoclave bag inside the flow bench.  After use the bag is closed with clips and bucket, bag and lid are disinfected on the surface with70% ethanol before it is moved to the autoclave room on the retro lab side. 
Liquids with biologically active material and waste medium:

Liquids are collected in a container with screw cap containing deconex, the final concentration must be 1%. Then disinfect the surface with 70% ethanol before it is retrieved from the flow bench. The cap is loosened and the container is placed in the autoclave bucket with a small amount of demineralised water and autoclaved at program 4. After autoclaving the liquid should be poured into the sink. (from the other side – not retro lab) 

Reusable utensils:
The use of reusable utensils should be minimized. If that is not possible, then use autoclavable materials, which you, after disinfection with deconex 53 are placed in the red box, put a little RO water (green tap) in the bottom of material. Autoclave on program 1/4.

Toxic chemicals and solvents without biologically active material: 

Must be treated in accordance to the instructions for the work station (arbejdsbruganvisning).
Toxic chemicals and solvents are collected in labelled containers, which are disinfected on the surface with 70% ethanol before it is placed in the waste cupboard in weighing room 1.307.

Chemicals with biologically active material:
Autoclave if possible or inactivate with 1% deconex. 

Is then treated as described above.

 Accidents
Concerning accidents, see 7 Accidents
Storage
As far as possible classified material is stored within the classified area. Outside class 2 it is stored in a closed container labelled gene technology 2+biological class 3. The surface is disinfected with 70% ethanol before it is brought out of class 2.
Transport out of the laboratory
Notes and paper must not be removed. Must be sent electronically or via fax.

In generally, equipment should not be transported out of the laboratory. If necessary the equipment must then be autoclaved if possible. Alternatively, disinfect on the surface and inside with 70% ethanol.
Exit from the laboratory
When the work has been carried out, the inner pair of gloves, labcoat and shoes are changed in the sluice.  After the work is finished or if the labcoat is dirty, put the labcoat for washing in a bag marked “gene tech 2” (yellow sticker). The bag is in the autoclaveroom on the “retrolab-side”. Disinfect hands with glycerolethanol, placed on the shelf in the sluice. 

The lab coats are autoclaved, from the retro side, before being washed.
Cell culturering

..

Equipment

 Flow bench  also known as a LAF bench, are designed for sterile work. Filters are placed in top and bottom of the bench, which secure that the air that flows through the bench via the ventilation system, are sterile. Furthermore, an airflow down in front of the work opening, which separates the air inside and outside the bench, secures both persons and products.

Before you start the work.

Always wear gloves and a cell labcoat

Clean the flow bench thoroughly before and after the work is done with 70 % ethanol

Use an absobant mat.

Plan your work so that you do not have more in the bench than necessary

Take into account any air turbulence in the bench

A full bench will give grat turbulence

After the basic medium and various supplemens have been mixed, the medium must be filtered so that it becomes sterile.

Mark mixide medium with date and your initials 

Mark everything clearly with your initials, date and content.

When you are using the bench.

Work calmly and think about what you are doing therefore don’t work with cells Monday morning or Friday afternoon….

Only work with one cell line at the time (the bench must be cleaned in between)

Do not leave the bench more often than necessary

Remember that you will create turbulence every time you reach out of/ into the bench

Never reach over open material when working sterily

Keep as little as possible open at the time.

Lids must be placed as far away from the work area as possible and with the inside up

Place things and work as far inside the bench as possible

Never take directly from bottles, tubes etc., but pour up what you need for each cell line

Never touch pipette tips, bottle openings or the like which comes into contact with cells/medium, etc.

Never use nonsterile material together with sterile material

Always keep your hands as far away as possible from the sterile area

Do not pour from culture bottles and other containers with sterile material(except when pouring medium and PBS)

Avoid formation of aerosol

Do not mix too vigorously with pipettes, etc.

Spillages must be wiped up immediately, and you must then wipe with 70 % Ethanol.

Screw the lid on tightly before you take anything out of the flow bench (some culture bottles, however, must be ventilated in an incubator)

When you have finished the work

If you are not sure whether a thing is sterile or not, you must dispose of it (e.g. tips etc. which have touched edges and the outside of bottles, etc.

After use, open boxes with pipette tips must be put aside for autoclaving

Observe cells carefully if you suspect that they may have been contaminated during the work (if you cannot throw them out)

Contaminated cultures and material must always be disposed.
After contamination in  cultures the incubator must be cleaned and thoroughly disinfected.

Contaminated culture bottles must be placed unopened at 60 ºC in the heat cupboard for at least 24 hours before the lid may be loosened and put directly in an autovclave bucket in the autoclave room

All cell cultures must be tested for mycoplasma twice a year. The autoclave and the heat cupboard must be tested twice a year (biological test).

Good lab hygiene

Never touch telephones, the intercom, doorhandles etc. with your gloves

Take of your labcoat before you leave the laboratory

BioPherix Hypoxia bench  are designed for culturing cells at low oxygen tension and at the same time the CO2 conc. and temperature are regulated as in a normal incubator. You can also do all cell culturing work inside the bench.

It is not  a sterile bench like the flow bench, so you need to be work very carefully by the rules described above.

Keep the bench as clean as possible throughout the project period, but be careful with disinfections, because they can harm the cells.

The bench is cleaned thoroughly with 5% H2O2  and Milli-Q water, both before and after work. The incubators in the hypoxia bench must often be filled with water in the tray in the bottom of the incubator.

Cell incubator 

A cell incubator is a special cupboard which regulates the temperature and the CO2 percentage, so the need of the cells is satisfied. Normally all incubators are at 37°C and 5% CO2, but some cells can have other demands, so be aware of the needs for your cells.

 A tray in the bottom of the incubator is always filled with MilliQ water to secure the humidity.  It is the responsibility of the users to keep the tray filled. Make sure that the copper thread is placed in the tray.

Routinely the incubators are cleaned/sterilized by the technicians and the laboratory assistant. Remember always to immediately wipe away waste and clean the area with 70% ethanol.
Marking

Ready-made culturing media and personal culturing supplements should be marked with initials and date, name of media and complements.

All other culturing things should be marked with date of opening.

Tissue culturing flasks, plates and slides should be clearly marked with initials, date and contents. Stock cultures (basic cell lines) should also always be marked with passage no.

Never borrow material marked with initials without agreement from the owner.
Standard protocols

You will find standard protocols for media, thawing and freezing of cells among others in the laboratory and at the technician’s office. Though most of the groups have their own methods, so please ask the technicians in the relevant group if any doubt.

Infections

Observe cells closely if you suspect possible contamination during work (if you can’t throw the cells out).

Always throw out infected cultures and materials. This should be done by placing the infected flask/beaker in the heating cupboard in the autoclave room (60oC) at least 24 hours before pouring the infected with 1 % deconex Zip and autoclave.

Clean and disinfect both incubator and flow bench thoroughly if there have been an infection in some cultures.

Report all signs of infection to the technicians.

Mycoplasmatest

Mycoplasmatest; how to do it.

First of all each group has to register at https://www.gatc-biotech.com/en/index.html
Once you have done that it is possible to order the amount of tests you want to have performed, and GATC will then send you barcodes and boxes for labelling and shipment of the samples. The samples are send to

GATC Biotech AG

European Custom Sequencing

Centre Gottfried-Hagen-Strasse 20

51105 Köln

Germany.

Sample preperation:

1. Transfer 500 µL conditioned medium into a 1.5 mL tube. Remember to seal the lid tightly, to avoid opening during heat inactivation. For the most accurate result, it is advised to adhere to the following guidelines:

a. Cell lines should be cultured without antibiotics for 1 week prior to submission, to prevent false negatives.

b. To maximise test sensitivity, the cells should be maintained in the same medium without dilution with fresh medium, for three days, before submission.

c. Cryopreserved cell cultures should be cultured about 2 weeks, to ensure detectable mycoplasma levels.

d. It is recommended that the cells are at least 80 % confluent, before heat incativation.

2. Heat inactivate the conditioned medium at 95°C for 10 minutes.

3. Centrifuge the tube at ca. 13,000 rpm, for 5-10 seconds, in order to pellet cellular debris.

4. Transfer 200 µL of the supernatant to a new 1.5 mL tube

5. Label the tube with MycoplasmaCheck barcodes.

Note: Remember to note the barcode’s corresponding sample ID for each sample.

6. Place the tubes in the GATC Mycoplasma Check box and put it into an envelope.

7. Write the address on the envelope and ship.

OPTIONAL:To double check for mycoplasma: When splitting the cells that you wish to check for mycoplasma, seed a small amount into a T25 flask (or smaller format) and let grow for 24-48 hours. Then fix the cells in 4 % formaldehyde and stain with Hoechst or DAPI. Check for mycoplasma with a fluorescent microscope.
Cytostatic
Rooms
Laboratory: 

3.307  Cellculturing II, 3.205B Retrolab
Lager:  

3.307  Cellculturing II 2. floor, 1.010 freezerstorage basement.
Classification

Even though the material you work with is a lower classification, you need to follow the rules current for the laboratory’s classification.

The laboratory is classified for genetech. class 2 but is at present down classified to genetech class 1.

Signs 

Laboratories, flow benches, hypoxia bench, incubators, refrigerators and freezers, where you work with or keep cytostatic must be marked with the danger symbol for cytostatic.

Clothing
By preparation of stock and work solutions, adding to cultures and first media change wear hydrophobic single-use suit with tight elastic by the wrist.

The suit is discarded together with waste from the cytostatic work.

Use BioClean P-Zero gloves from ”Laboren”.

At further handling of the cytostatic-culture, use normal genetech 1 lab coat.
Restrictions
Pregnant are not allowed to work with cytostatic. Students (1.-10. semester) are not allowed to make stock solutions on their own. Do not wear jewelry and watches.
Arbejdspladsvurdering

For every single cytostatica, the responsible scientist need to make an ”arbejdspladsvurdering” . If nescessary you must also make a chemical APV (chemical work assessment).
Beyond a valuation of the harmful properties, the ”arbejdspladsvurdering” must contain a written instruction for preparing work solutions.
Carrying out the work
When you work with cytostatic, you should follow the rules for genetech class 2. See paragraph 3.2
However, take notice the following is especially for working with cytostatic:
All work is in the flow bench. 
Use underlay for absorbing possible spillage during work.

Media change of cytostatic-treated culture flask:

1st  media change after cytostatic treatment is handled as cytostatic waste.

The following media change should be handled as normal media waste.

After work the flow bench should be cleaned in soap (Deconex surface AF) and water, followed by 70% ethanol.

Reusable utensils are not used for stock and work solutions.

Waste
Waste and reusable utensils are handled as described the respective laboratories where you are working
However, take notice the following is especially when cytostatic are involved:

Media waste containing cytostatic (1st media change and extra work solutions):

Are collected in a close-fitting container marked cytostatic and added deconex Zip to a concentration of 1%. Close the lid tightly before removing from the flow bench. Afterwards dispose it as chemical waste.

Cytostatic left-overs and used ampules:

To be placed in yellow needle bucket marked with ”cytostatic”, close it tightly before removing from the flow bench and dispose it as chemical waste.
Needles and sharp objects:
Are collected in yellow needle buckets, which should be closed before removing from the flow bench. Put filled needle buckets in an autoclave bucket with lid, marked with genetech 1 and cytostatic. Autoclave before disposing as hospital waste.
All other solid waste:

Are collected in an autoclave bag marked with genetech 1 (dependent of the classification in the lab) and cytostatic. The autoclave bag should be inside the flow bench. Used autoclave bags are stripped before removing from the flow bench. After autoclaving it is disposed as hospital waste.
Spill
Absorb immediately with tissues. Afterwards wash with water and soap (Deconex surface AF) and clean with 70% ethanol.

Accidents on persons:
Use gloves
Dispose of contaminated clothes
Flush with large amounts of water for at least 15 min
Wash affected skin in soap and water
Always contact the doctor with information concerning the used cytostatic. 

Isotopes
Rooms
1.302 Isotope lab, Type C. In all other laboratories you can work with isotopes where the radioactivity limit is 1/100 of the allowed quantity in isotope lab.

 Admittance
Only persons who are connected to the work with open radioactive sources are allowed to be in isotopelab, room no 1.302. Before you are allowed to work with isotopes, you need an approval from the security group. The radioactive-responsible person is Svend Birkelund (doctor), Institute for Medicine and Healt Technology, Fredrik Bajers Vej 3B, Phone: 99408609, Mobil:40961916.
Classification

S1-standardpermission.


Radioactive materials are classified into toxicity groups from 1 (very high radiotoxicity) to 4 (low radiotoxicity).

Maximum activity (MBq):
	
	Radionuclidgroup

	
	2
	3
	4

	In storage
	500
	5.000
	50.000

	
	
	
	

	In use each time for (MBq):
	
	
	

	Simple wet operation *
	50
	500
	5.000

	Wet operation **
	5
	50
	500

	Operations with dry material
	0,5
	5
	50


*  Extractions from standard solutions and dilutions.

** Regular chemical operations.
Signs
Yellow standard warning sign with symbol and text indicating radioactivity. 

Instruction

Besides the practical guidelines which must be provided by the person responsible for the project (who needs the Isotope curse for Doctors), everyone who will be working with isotopes must read (together with the supervisor if you are not able to read Danish):

https://www.sst.dk/~/media/A28AF6BB9F884061AA8111521E5B3DE9.ashx
Sundhedsstyrelsens  vejledning om strålebeskyttelse ved arbejde med åbne radioaktive kilder

https://www.sst.dk/da/Opgaver/Straalebeskyttelse/Selvbetjening/AAbne-radioaktive-kilder
Gældende love og bekendtgørelser:

https://www.retsinformation.dk/eli/lta/2019/669
https://www.retsinformation.dk/eli/lta/2019/670
Datablade for radionuklider

https://www.sst.dk/da/Viden/Straaling/Fakta/Datablade-for-radionuklider
The documents are in isotope lab.

Important: Before starting the work, the responsible scientist need to make an ”arbejdspladsvurdering” . If nescessary you must also make a chemical APV (chemical work assessment).

Registration
A list is kept of persons who are authorised by the security group to work with isotopes. The file is placed in the isotope laboratory.

An up-to-date list of stock and waste must be kept at all times. This means that every time you order, use or throw out radioactive material it should be noted on the list. 
The lists are placed on the freezer, the refrigerator and on the waste cupboard in the isotope lab. It is the responsibility of the radioactive-responsible person to keep the lists of persons and stocks up-to-date.
Storage
Containers, refrigerators, freezers and fume cupboards should be marked with warning signs.

The dosage speed on the exterior of the storage space must not exceed 7,5 uSv/h.

Dosage speed in working areas near the storage place must not exceed 2,5 uSv/h.

Isotopes must be secured against theft, fire and water damage. 

Protective shielding
	Isotope

	Toxicity group
	*Protective shield warranted
(MBq/operation)
	Recommended shielding

	Dosimieter warranted

	H-3

C-14

P-32

S-35

Cr-51

***I-125

Fe-59
	4

3

3

4

4

2

3
	------------

50

5

50

1000

1000

5
	None
1 cm perspex

1 cm perspex

1 cm perspex

Lead glass equivalent to 3 mm lead
Lead glass equivalent to 3 mm lead
Lead stone 5 cm
	The radiation cannot be measured
The radiation cannot be measured
5

**The radiation cannot be measured
1000

1000

5


*   Shielding should, whenever practically possible, always be used to reduce the radiation dosage as much as possible.

**  Urin sample controls are sent to SIS hen handling more than 400 MBq/operation.

***   When iodisation with I-125, a urine sample must be sent to SIS to be tested. Remember maximum limits of 5 MBq per wet operation.

Dosimeter
When handling isotopes a measuring film/dosimeter should always be carried where warranted. Dosimeters are sent to the State Institute for Radioactive Hygiene once a month. A list will be kept of persons carrying a dosimeter. It is the radioactive-responsible persons duty to keep the list up-to-date.   
Carrying out the work 

Food and drink must not be brought into or consumed in the laboratories.

White coat and gloves must be worn at all times during the work. 

All work with stock dissolutions, iodisation and phosphorylation must be carried out in the fume cupboard in the isotope laboratory. 

If work with isotopes is carried out in other classified laboratories the rules that concern the relevant classification should be followed. 

Additionally, see part 5 ”Practical radioactive protection of the employee” in ”Guide to radioactive protection when working with open radioactive sources” and  posters in the laboratory. (In Danish)

Check measurements
When the work has finished all surfaces should be cleaned and the user should carry out thorough check measuring including labtables, labcoats and hands. The results should be noted in the protocol “Kontrolmålinger efter arbejde med isotoper”, which is based in the isotope lab. Registeer date, radionuclide, used equipment, where check measurements are executed, results and initials. The measurements should be carried out dependent of the type of radioactivity.
Radionuclids which transmit β-radiation (C-14, S-35, P-32), and both β- and γ-radiation (Fe-59) are check measured wtih Mini-Monitor series 900 G-M Type-EL (in the lab) without protectioncover! The membrane of the G-M tube must go all down to the surface. Note the membrane is very vulnerable!

There are no work with isopes transmitting only γ-radioation (ex. Cr-51, I-125).

Before the measurements are carried out, you must check that the backgroundsignal in cps/cpm is equivalent of the basckgroundsignal for the calibration of the equipment. Note that the presence of other radioactive sources in the lab can have influence on the result og it can be necessary to make the background measurement on a “neutral” area outside the lab.

For check measurements of H-3 (β-radiation) you can not use the GM tube because the energy of β-radiation is to low to be detected (5.69 keV avg). In stead you take wipe samples on selected surfaces in the som, followed by measurements in the liquidscintillationscounter. Which surface you use is dependent on where in the lab you have worked with H-3. The most exposed surfaces must, as a minimum, be tested with  wipe samples. The results from the liquidscintillilations measurements are registrered in the protocol.

Wipe samples are carried out like this: Write numbers on the lid to liquidscintillationtubes, note on a pater for each tube, where the wipe samples is taken, add demineralised water to a piece of filterpaper, add scintillationsliquid and shake the tube. The tubes are measured in the liquidscintillationcounter (LKB/Wallac 1209 Rackbeta Liquid Scintillation Counter).
If the work with open radioactive sources is carried out in a longer period, once a mount a thorough measurement of the laboratory is carried out, to point out any contamination with the radionuclids. The following surfaces need to be controlled monthly, if contionously work is carried out:

· Fume cupboard, handle and the concoidal edge on the gate, on the floor of the fume cupboard and contacts on it

· The wash, surfaces around it, armature, wall,  floor, groove between wash and wall.

· Tables, floor under tables and fume cupboard

· Shelves in freezer (-20°C) and fridge (+4°C) where the radioactive sources are.

· Handles on doors and cupboards. 

If there have been any work with H-3 since last thorough measurement, then as a minimum make wipe samples of the points mentioned above.

If you, during check measurements find a loose contamination, remove it immidately (se state 5.4.2)

Fixed contamination must not exceed the following limits:

	Radionuclid
	Limit for contamination of the skin

(Bq/cm2)
	Limit for contamination of the surface

(Bq/cm2)

	H-3
	500
	5000

	C-14
	50
	500

	Na-24
	5
	50

	P-32
	5
	50

	P-33
	50
	500

	S-35
	50
	500

	Cl-36
	5
	50

	Ca-45
	5
	50

	Cr-51
	500
	5000

	Mn-54
	50
	500

	Fe-55
	500
	5000

	Fe-59
	5
	50

	Zn-65
	50
	500

	I-125
	50
	500

	I-131
	5
	50


Table 4. Limits for fixed contamination

GM tubes (Mini-instruments) with Type-EL tubes (approx 15 cm2)  correspond 5 cps to a contamination of 1 Bq/cm2 of C14. You are then sure the limits aren’t exceeded if the cps on the instrument doesn’t esceed the allowed Bq/cm2.
Accidents and cleaning
If contamination is detected, cleaning should be carried out as described in the section”Accidents with isotopes.”, which is also stated on a poster in the laboratory.

Additionally, see section 6 ”Check measuring and cleaning” in ”guide to radioactive protection when working with open radioactive sources”. (In Danish) https://www.sst.dk/~/media/A28AF6BB9F884061AA8111521E5B3DE9.ashx
 Indberetning skal ske til Sundhedsstyrelsen, Strålebeskyttelses døgnvagt på tlf. +45 44 94 37 73.

Waste
If biologically active material exist in the waste from work carried out in other laboratories besides the isotope laboratory, this should be autoclaved before any further treatment.
Solid waste: 

Is discarded as hospital waste in a closed container when:
1)        The dosage speed at no point on the container’s surface exceeds 5 uSv/h.

2)
The activity amount per container (is for example divided into several containers) does not exceed:

Toxicity group 2:
   5  MBq ( 0.135 mCi)

Toxicity group 3:
  50 MBq ( 1.35   mCi)

Toxicity group 4:
500 MBq (13.5    mCi)

Aqueous solutions:
Are poured into the sink if:
1) Maximum activity amount per month does not exceed:

Toxicity group 2:
   5 MBq

Toxicity group 3:
 50 MBq

Toxicity group 4:
500 MBq

2) The radioactive material is diluted to less than 0,1 MBq/l, before it is poured into the sink.

Used  vials  with scintillation fluid + radioactivity:
Is collected in marked containers that contain gravel and is sent to Mokana together with other chemical waste. 

Decomposition solid and liquid:

If the waste exceeds the above mentioned limits it is left for decomposition in a waste cupboard in the isotope laboratory. The waste should be clearly marked with the symbol for ionised radiation, the text ”Radioactivity”, the name of the isotope, date, current activity and the time of disposal. Must be disposed of in the same way as hospital waste. 

The waste is registered on the waste list, which is posted on the storage cupboard. 

Decomposition can only be used when the half-life period is less than 20 days. 

Disposal:

If waste, which exceeds the above mentioned limits and which for example has a half-life period of more than 20 days, needs to be disposed of, it should be sent to Risø. The arrangements are made with:Treatment Centre, Research Centre Risø, tel.: 46 77 46 77
If you have any questions regarding radioactive waste you should contact the radioactive responsible person in the department or: 

ADDRESS

Danish Health Authority

Islands Brygge 67

DK-2300 Copenhagen S

MAIL sst@sst.dk PHONE Tel: + 45 72 22 74 00
Chemical laboratory (vejerum):
Chemical placement order:

In the Chemical lab, the Chemicals are placed in different groups:

Solid chemicals; are placed in alphabetical order on your left hand side in ventilated cabinets. Oxidizing chemicals are placed in a separate cabinet.

Liquid chemicals; are placed in alphabetical order on your right hand side in ventilated cabinets. Corrosive chemicals are placed in respectively organic and inorganic solvents on the bottom shelves.

NOTICE:  The cabinet under the fume hoods must only be used for storage of Sulfuric acid and Chrome sulfuric acid. 

Storage of chemicals at 4°C are placed in the fridge. The fridge is connected to the ventilation system, so to open the fridge, press the button sign that looks like a door, wait 15 sec, when a click sounds, you can open the door. 

Storage of chemicals at -20 °C are placed in the freezer.

NOTICE: All chemicals are marked with either group initials or Biomedicine. If you want to use a chemical that is not marked with your group initials please ask if you can borrow them. Chemicals marked with Biomedicine are for common use.

Group initials: NRD, MMI, RM, MP, 
Handling of chemicals:

Before using chemicals read the workplace safety instructions (MSDS) (in danish arbejdspladsbrugsanvisningen (APB)). MSDS is located at kemibrug for further instructions see chapter 8,6.

www.kemibrug.dk.

Login and password are the same as your AAU email

If the chemicals are replaced in other containers than the original or there are prepared mixed solutions, be aware that the container/flask etc. is suitable for chemicals and labeled according to the MSDS. CLP hazard pictograms are in the cupboard under the table. Kemibrug can be used for calculating the exact CLP hazard pictograms and all the Hazard and Precautionary phrases. 

There are pouring rings for 1 and 2,5 liters Merck bottles. They can’t be reused.

Weighing chemicals:

Always use gloves when working with chemicals.

When balancing non hazardous chemicals use the metal spoons, and then rinse them thoroughly with water before putting them into the red bowl for dishwashing. 

When weighing hazardous chemicals use disposable once only utensils that can be disposed in the yellow container. When the plastic bag is full close it with a knot in the fume hood and then dispose it in the reseal able chemical barrel in the corner.  ”Only for closed bags with hazardous chemicals waste”. 

Remember to clean the scales and table after use. 

Transporting chemicals:

For transporting chemicals there are two buckets in the window frame. They can be used for transporting chemicals both indoor and outdoor. Remember to put away the buckets after use.
Chemical Waste management:

Chemical waste has to be disposed in suitable containers with a yellow waste disposal label, find the correct marking at kemibrug. 

The yellow waste disposal label is located in the cupboard under the table in the chemical laboratory

A waste disposal container is only allowed one kind of chemical. For some test it will be natural to have more than one chemical in one container, ask your laboratory technician/safety representative if it’s possible. Remember to mark it at the waste disposal label.

The waste disposal containers have to be correctly disposed of, in a resealable chemical barrel in the chemical shed right after the experiments. Your key card will open the door. If you want to keep the waste disposal container in the fume hood for a longer period, during experiments, do confirm it with the laboratory responsible.

There is following waste disposal groups/ resealable chemical barrels in Biomedicins chemical shed.

Waste disposal group Z –liquid waste. 

Waste disposal group Z – solid waste (such as, pipet tips, gloves, paper etc..)

Waste disposal group X (pH 1-7) (use pH indicator strips there are in the chemical shed)

Waste disposal group X (pH 7-14) (use pH indicator strips there are in the chemical shed)

Waste disposal group C

Waste disposal group B
Waste disposal group H
Waste disposal group A
Waste disposal group K (Big yellow container)

Beside that there is a container for ordinary glass.

Empty original chemical glass bottles (both clear and brown) can’t be disposed in the container for ordinary glass. Instead use the resealable chemical barrel to dispose the clean original chemical glass bottles.

Procedures for disposal of chemicals are described on the wall in the shed. 

Waste disposal of gels both SDS and agarose.

Always use a plastic bag for disposal of gels, close the bag with a knot, before throwing them in the bin.
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Wastehandling
Below are the rules current for the wastehandling in generel and for genetech 1-area. In certain laboratories, there has been put up two waste dispossals, one for waste with cell contact, and one for waste without cell contact. See specific wastehandling for other classifications under the security rules for the actual classification.
Laboratory waste with cell contact

	
	HANDLING

	Pipettetips
	Must be collected in a small plasticbag, close the bag and transfer it into an autoclavebag (see below)



	Tissue cultureflasks, stripettes etc
	Must be collected in an autoclavebag marked with Gentech 1, placed in an autoclavebucket, should be closed immidiately after use with a green string and placed in a wirebasket in the autoclaveroom

	Gloves, napkins, paper etc


	Must be collected in an autoclavebag marked genetech 1, which are hanging in a pedal rack. When needed or at least once a week the autoclavebag is closed with a green string and placed in a wirebasket in the autoclaveroom.



	Glass, pieces of broken glass, hypodermic needles, sharp objects.
	Must be put in yellow needlebuckets. Filled needlebuckets must be placed in an autoclavebucket with lid, dispose it in a yellow bag as hospital waste.



	Reuseable utensils, racks, beakers, glass objects etc.
	Place in coloured box (colour depend on which laboratory), there need to be a little water in the bottom of beakers/bottles. Goes directly to autoclavation.

Remember to remove tape, writings a.o before placed for washing. 

	Laboratory equipment which cannot be dishwashed


	Disinfect with 70% ethanol and clean it in the laboratory.

	Liquids with biologically active material and waste medium


	Must be put in a container with deconex CIP wash-X, so the end concentration is 1%. Must be inactivated in heat cupboard at 65°C overnight. After this, pour it into the sink.

	Chemicals containing biologically active material


	Must be treated in accordance to the instructions for the work station (”arbejdspladsbrugsanvisning”). Must be inactivated in the laboratory with 70% ethanol. Afterwards it must be treated as chemicals without biologically active material. 

	Isotopes


	See the Isotope chapter

	Cytostatica
	See  the Cytostatica chapter


	Lab coats (every 2. week)


	Must be collected in an autoclavebag marked genetech 1 in a pedal rack at the second floor. Labcoats from retrolab must be autoclaved from the retroside.
 

	Lab-clothing (trousers and t-shirts) (when needed)
	Must be collected in a red fabric bag on the second floore


Laboratory waste without cell contact
	
	HANDLING

	Pipettetips, stripettes etc.
	Must be collected in a small plasticbag,close the bag and transfer it into a waste bin for disposal.

	Gloves, napkins, paper etc


	Dispose it into a waste bin. 

	Glass, pieces of broken glass, hypodermic needles, sharp objects.
	Must be put in yellow needlebuckets. When a bucket is full, bring it to chemical sheed outside. Discarded as clinical waste in yellow paper biohazard bags.

	Reuseable utensils, racks, beakers, glass objects etc.
	Place, when thoroughly rinsed, In the grey deep box. Goes to dishwasher. Remember to remove tape, writings a.o before placed for washing. 

	Laboratory equipment which cannot be dishwashed
	Disinfect with 70% ethanol and clean it in the laboratory.

	Waste medium
	Must be put in a container with deconex CIP wash-X, so the end concentration is 1%  ( Must be inactivated in heat cupboard at 65°C overnight  ( After this, pour it into the sink.

	Other liquids 
	Must be poured directly into the sink

	Chemicals and solvents 


	Must be treated in accordance to the instructions for the Chemical Workplace Assessment, and placed in the correct barrel outside in the  Chemical sheed

	Chemicals containing biologically active material


	Must be treated in accordance to the instructions for the work station (”arbejdspladsbrugsanvisning”). Must be inactivated in the laboratory with 70% ethanol. Afterwards it must be treated as chemicals without biologically active material. 

	Isotopes


	Reference to Isotopes

	Cytostatica
	Reference to Cytostatica

	Lab coats (every 2. week)


	Labcoats for washing without cellcontact, must be placed in the red bag from the laundry company at the second floor.
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Accidents
First Aid
1. Stop the accident.
2. Always take care of injuried persons first.
3. Call for help, if needed.
4. Inactivate biological active material.
5. Always read the ”arbejdspladsbrugsanvisning” for toxic chemicals or solvents in Kemibrug. Check for any chemical work assessment for the chemical.
6. Remember to use personal protective equipment.
First Aid box
You will find a first aid box at the technicians office, room 2.204, on the shelf to the right by the door and in the hallway by the lab-coats on 2nd floor. Also in a cupboard under the sink in studentlab E-107 in the E-building. There are a bystander CPR on the ground floor in the Biomedicine-building, Fredrik Bajers Vej 3B. There are also bystander CPR in other buildings on campus. We invite you to check up where the nearest bystander CPR is placed.
Accidents in laboratory
Green ”spill” box
Is situated in the chemicalroom, room 1.307 and in the corridor to retrolab, room 2.305A. Also in cupboard under the sink in studentlab E-107 in the E-building. The box contains cat litter, Chemsorp, coat, gloves, mask with filter, protectionglasses and a bottle for eye wash.
Personal injury
Bring the datasheet for chemicals and solvents along to the doctor or emergency.

 Prick and cuttings
Disinfict with suitable disinfectant from the first aid box before further treatment.
 Burns and etching
Flush with plenty of water, possibly under the emergency shower, which are placed in most of the laboratories. Take of all affected clothes.
Flush eyes with shower placed by the laboratory sink. There are flasks for eyeflushing by the first aid boxes at 2nd floor, in studentlab E-107 in the E-building, in the chemical room 1.307 and by the two the green “spild” boxes in chemicalroom 1.307 and the sluice in retrolab roon 3.205A.. 
If there simultaneously are damage of the skin – see prick and cuttings above.
 Spillage without lesions
Take of all affected clothes with clean gloves and flush with plenty of water. Avoid scrubbing the skin. Check the analysebrugsanvisning for the chemical and eventually the chemical workplace assessment.
Always take conctact to the securitygroup, technician, advisor or eventually the head of department, who will decide further developments of the case. If in any doubt, always consult a doctor.
 Accidents in the workingfield or surroundings
 Biological active material

Pour the area with plenty of 70% ethanol. The liquid are absorbed with cat litter. Afterwards wipe the area with 70% ethanol.
 Chemical spillage
Cover the area with ”Chemsorp” or cat litter. Collect the spillage in a suitable container and place it in the chemical room outside. 

Isotopes
Any spillage on surfaces or persons with open radioactive sources must be treated immidiately. All bigger spillage on surfaces and persons must be reported to the radioactive responsible person.
 On persons
Use gloves!


1. Wash contaminated skin with water and soap until all contamination is removed.

2. When the skin is harmed simultaneously with the sontaminiation, flush with water and pull eventually the wound slightly apart to increase the bleeding and flushing. 

3. When contamination of eyes, use the eyeflusher. 

4. At bigger outer contamination of persons, remove the contaminated clothes and flusk until contamination is gone. The contaminated clothes are discarded as radioactive waste.

5. If the contamination can not be totally removed, are the remaining fixed contamination not allowed to exceed the limit for skin, see table 4, ISOTOPES. If the limit can not be hold, contact doctor or SIS.

6. If any radioactive, by accident is consumed, make the person womit immediately. Flush with water or a carrier-solution. Doctor or SIS are to be contacted immediately afterwards.
7. Indberetning skal ske til Sundhedsstyrelsen, Strålebeskyttelses døgnvagt på

tlf. +45 44 94 37 73.
https://www.sst.dk/~/media/A28AF6BB9F884061AA8111521E5B3DE9.ashx
 In surroundings and on working areas
On surfaces:
1. Be sure to keep the contamination inside the isotopelab and avoid to spread the contamination to other surfaces or to contaminate clothes, skin or monitor.

2. Put absorbing paper or granulate over the spillage.

3. Wipe the area with papertowels eventually soaked with a carrier-solution (a non-radioactive solution of the same chemical connection as the contamination). Wipe always towards center of contamination.

4. Wash with soap (2% “Count-off”).

5. Check measure the cleaned area. If there still are contamination, continue the cleaning until the check measurements shows no further contamination.

6. If the spillage can not be brought under the limit, according to table 4 the contaminated areas/objects must be screened and marked clearly  or changed.
 The waste should be handled as described in the rules under waste.

 “Moist towelettes” and 5% “Dekasol” are placed in the fumehood in isotopelab.

https://www.sst.dk/~/media/A28AF6BB9F884061AA8111521E5B3DE9.ashx
By accidents with radioactive materials, you must notify SIS. Indberetning skal ske til Sundhedsstyrelsen, Strålebeskyttelses døgnvagt på tlf. +45 44 94 37 73.
Registration of accidents
All accidents which have caused risk of personal security or health or contamination of the outer environment are put in a logbook. Such incidents must be reported to the radioactive responsible person(which take care of the logbook), safety representative, and to the head of the department. The safety representative, the involved persons and the head of the department must approve of the description of the accident and the claim form, which later are send to the head of security at AAU.
https://www.arbejdsmiljoe.aau.dk/arbejdsulykker/
Cleaning and glass wash
Cleaning
In general

The daily cleaning in the whole building are performed by the cleaning department under Campus Service. We have a fixed cleaning schedule for all rooms in the building and cleaning instructions for the classified laboratories are on the wall in the respective laboratories. If more information are needed, ask the cleaning personal.
Laboratories
 Workplaces
Are cleaned by the user with 70% ethanol after the work is completed for the day.

 Pipetts etc.

Every tool must be clean before it is returned to its place. If the pipettes are contaminated, clean them according to the manual. If in any doubt, ask the technicians.
 Equipment
It is regularly cleaned by the laboratory assistent or the user. Date for cleaning is written by the equipment.
 Cleaning agents


Deconex surface AF
70% ethanol

Universal rengøring

 Overview
	Flowbenchs and fume hoods
	Loose plates are removed and cleaned on both sides with dish soap, as well as the bottom underneath the plates are washed. Be very carefull not to rip the foil covering the HEPA filters.
In case of a bigger spill on the bottom, ask a technician.

	Hypoxia bench BioSperix
	5% H2O2 and MilliQ water

	Hypoxia bench INVIVO 2
	Clonitol 1% + Penitol (antistatic)(not running at the moment)

	Incubator I1, I2,I3 og I7
	Cultures are moved to another incubator. Loose parts and chamber are washed in RO water, and then 70% ethanol. Run the sterilisation program overnight. The water tub is filled with MQ-water and a piece of copper.

	Inkubator I4, I5 og I6
	Cultures are put on a table and covered with cloth.  Loose parts and chamber are washed in RO water, and then 70% ethanol. Also spray 70% ethanol into the chamber and let it dry. The water tub is filled with MQ-water and a piece of copper.

Cultures are moved back when the ethanol have evaporated.

	Centrifuge
	All parts are washed with a small amount dish soap and green water afterwards wiped dry. Remember the bottom of the centrifuge. Flat surfaces are sprayed with 70% ethanol.  Permanent rotor are taken of (ask technicians if any doubt).

The tube holder cannot be put in the dishwasher!

	Fridge/freezer
	Arrange with the laboratory assistants which fridge/freezer to clean. The laboratory asssistant empty and fill the fridge/freezer that are to be cleaned. Clean the fridge/freezer in universalrengøring.

	Autoclave
	Wash all parts in universalrengøring (Do not use Deconex surface AF)

	Other equipment
	Ask the technicians


Glass wash
The laboratory assistent are handleling the glass wash, sterilisation, autoclavering, cleaning of equipment, refilling from main storage etc. Filling of empty pipette boxes are primary done by the user. The user is also obligated to refill the lab and storage when needed. It is the users own responsibility to have sterile plastic ware and other things for your lab-work ready. You can ask the6 laboratory assistant if she has time to help packing the things. 
Machines
Dishwasher
In general all glass is washed at program F. The machine is ending the program by washing with RO water. If the RO system is out of order, the machine will report error. When emptying the machine after wash, control every item for eventual sedimentation before proceeding to drying and sterilisation. If the wash is not ok, wash everything again and check the dishwasher for operational errors. An automatic soapdispensor are installed.
Drying- and sterilisationcupboards
Both cupboards are pre-fixed with right temperature and time. Even though, you still need to check the settings before start:
Drying: 70oC in 120 min.

Sterilisation: 180oC in 5 hours
After drying you need to control each item again for eventual sedimentation. After sterilisation you need to check if there has been the correct color change on the sterilisation tape.
Every ½ year run a trace sample in the sterilisation cupboard.

Autoclave

The autoclave is managed by the laboratory assistant. 
There are to small autoclaves, which are user friendky ask the technicians how to use them.

Laundry
The laundry is both picked up and delivered by the laundry company every 2nd Wednesday (even weeks) at the east entrance. Lab coats used in bacteria lab (1.312a), and lab coats contaminated with biologic material, is placed in the autoclave bag on the stand next to the chemical room (1.307). The laboratory assistant will autoclave the lab coats, before placing them for pick up by the laundry company. All other lab coats are placed in the red laundry bag on the stand next to the chemical room (1.307), hereafter the laboratory assistant will place them for pick up. Clean lab coats are automatically returned to Biomedicine. 

Flowdiagram
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Alarms
Overview of technical alarms at G4S 

Technical alarms (freezers and liquid nitrogen tank), goes directly to G4S. When G4S receives an alarm, they call either Biomedicine, workman or workman guard and gives information about room and alarm no.
Cleaning and clean-up

The alarm are cancelled and enrolled at G4S – Important to remember to enroll the alarm again”. If the alarm has been cancelled in a longer period, the alarm has to be physically re-enrolled, it is not enough to call.
Phone no: 

	Emergency



	112 

	G4S controlcentral
	70221055 el. 7033 4455  abn. no. 281879 

	Firedepartments control centre
	9813 3900

	Taxa (at injury)
	70 113 113 abn. no. SP50150296

Customer number 50120296

	Duty doctor

            
	7015 0300 after working hours 15:30 to 8:00 in daytime call your own doctor.

	Police
                                    
	9630 1448 (Ålborg)


	AAU workman guard
	2045 8824 after working hours 15:30 to 8:00

	AAU workmen 
	1.:  Jan             2045 8872

	Gas alarm 
	Preben Sindalsen  20903567

	Biomedicine in the daytime


	1.:  technicians    9940 8777

2.:  technicians     9940 7554

3.:  technicians     9940 7555

4.:  technicians     9940 2429

5.:  technicians     9940 7557

6.:  technicians     9940 7534

	Biomedicine after normal workinghours
	See duty roster

	AAU emergency phone
	9940 3500


Oxygenalarm

The alarm goes directly to G4S.
Linde gas ( emergency phone 32986600) is in charge of changing the probe and yearly service in November.
Freezer storage basement room 1.010 
Precautions 
	Precautions is described on the note (green, yellow and red traffic light), between the doors. Oxygen alarm will occur if the oxygen level is below 17%.

Biomedicine, AAU workman og workman guard, shuts of the leakage at the control panel in the basement or at the tap nearby the cryotanks or in the courtyard at the nitrogen tank.
Biomedicin, AAU håndværker eller AAU håndværkervagt lukker nitrogen lækage ved styreboks i kælder, lokalt ved aftapningshane eller ved nitrogen tanken i gården. 
The solenoid valve should close automatically when the oxygen alarm is activated .


Actioncard  

	
	Mon-thurs  8.00 - 15.30

Friday    8.00 - 15.00
	After normal workinghours

	G4S
	Immidiately calls  biomedicine.


	Immediately calls the workman guard, who react at once. 



	AAU workman
	Helps Biomedicine by closing the leakage at local tap or the tap by the nitrogen tank in the courtyard
	 

	AAU workman guard
	
	Make sure that 2 persons will be present.
Keep all doors to the area open.
Moreover, follow the guidelines under the red traffic light between the doors

Calls Biomedicine according to duty roster.

	Biomedicine
	Make sure that 2 persons will be present.

Keep all doors to the area open.

Moreover, follow the guidelines under the red traffic light between the door.s If necessary, contact AAU workman
Reset the oxygen alarm as described on the poster by the alarm.
	Has the responsibility to get any errors fixed. 

Reset the oxygen alarm as described on the poster by the alarm.



 Gasalarms (CO2 + atmospheric air)

The alarm goes directly to the CTS system at the workman guard.

1. alarm:



Priority 2

2. alarm on same gas:   


Priority 1

Action card  

	
	Mon-thurs  8.00 - 15.30

Friday    8.00 - 15.00
	After normal workinghours

	CTS
	1. og 2. alarm: 

Mail sent to Biomedicines technician group.
Mail contains information about gas and time.


	AAU workman or workman guard
	1. alarm (pr. 2): no action
2. alarm (pr. 1): Immediately calls Biomedicine and inform about which gas there is alarm on.

Resets alarm on CTS
	2. alarm (pr. 1): Calls immediately, and before leaving, Biomedicine according to duty roster and inform which gas gives the alarm. Agrees with Biomedicine what to do.

Resets alarm on CTS.



	Biomedicine
	Change gas cylinder and order new.
	Agrees with the workman what to do. Has the responsibility of changing of gas cylinder and ordering new.


Alarm on cold room (room 1.314, 2nd floor).


Priority 1

The alarm goes directly to CTS system at the workman guard. The alarm reacts when the temperature is +10oC with 10 min delay.
Action card  

	
	Mon-thurs  8.00 - 15.30

Friday    8.00 - 15.00
	After normal workinghours

	CTS
	Sends mail for Biomedicines technician group.



	AAU workman
	Calls Biomedicine. Helps troubleshooting and fixing the error. If necessary, calls engineer

	

	AAU workman guard
	
	Calls Biomedicine according to the duty roster and agrees with Biomedicine what to do.

Helps troubleshooting and fixing the error. If nescessary, calls engineer. 

	Biomedicine
	Agrees with AAU workman what to do. Secures all sensitive products (placed on shelf marked with red tape) are moved to another refrigerator, if the error can be fixed immediately.
	Agrees with AAU workman guard what to do. Secures all sensitive products (placed on shelf marked with red tape) are moved to another refrigerator, if the error can be fixed immediately.


Ventilationfailure.



Priority 1

If a pressure fall is detached in the ventilation system, a direct alarm (priority 1) goes directly to the CTS system at the workman guard.
In the biotechnology 1 building there is established 7 different ventilation systems. Hereof are 5 of them important for the running of Biomedicine:

Vent. 1:
Basement
Vent. 4:
Room 1.224, 1.226, 3.203, 3.205A, 3.205B and 3.207
Vent. 5:
 Room 1.220, 1.218, 1.213, 2.304, 2.206, 1.302, 1.308, 1.312A, 1.307, 1.315, 1.316, 1.320, 1.322, 1.326, 3.303
Vent. 6:
Room 3.307

Vent. 7:
Room 2.305b, 2.303, 2.301B + sluice)
When ventilation fails, all dooralarms in the affected rooms are activated. Furthermore, you will get ventilation alarm on flow benches and fume hoods.

Action card  

	
	Mon-thurs  8.00 - 15.30

Friday    8.00 - 15.00
	After normal workinghours

	AAU workman 
	Helps troubleshooting and fixing the error or calls engineer.

AAU workmen contacts AAU workman guard and informs about the failure.
Resets alarm


	Helps troubleshooting and fixing the error or calls engineer.

Resets alarm



	Biomedicine
	All work in flow benches and fume hoods must immediately stop. 

All material which can be to a risk must be closed.

Culture flasks, media etc. are closed to secure sterility. 

Leave the room. 

Exceptions can be made, if the ongoing work is destroyed by the interruption and no persons will be at risk. Exceptions must be agreed with the securitygroup.



	
	All present at the department should be informed.

If the error can be fixed before the building is left, then the entrance door and door to the area, where the failure are, are marked with posters about the failure.


Burglar alarm:

The alarm goes directly to G4S

The burglar alarm is connected to the building all weekdays between 8pm and 6am, weekends and holidays.

The alarm will start if outer doors and windows are open for more than 90 sec. 
Action card  

	
	Accidents or unexpected alarm during daytime:
	Weekdays between 8pm and 6am, weekends and holidays

	G4S
	Calls Biomedicine
	Calls watchman


	Watchman
	
	Investigate the area for signs of break-in. Contacts the police and watchman if any signs are found.
Resets the alarm



	AAU workman guard

	
	Calls Biomedicine after the duty roster and agrees what to do.


	Biomedicine
	Call G4S and give the password.

G4S will tell you in which area the alarm is.
Call the AAU betjent to help with the troubleshooting.
	If there are any signs of break-in at the laboratory-area, you must immediately go to the laboratory and together with a colleague or the AAU workman guard do the following:

Check if any biological active material has been removed or there have been any spillage. Report this to the police and the security group.

Inactivate, if any, the biological active material. See the posters in laboratory about accidents.
Note: We can’t reset the alarm ourselves, the guardsman do it.



	Facillity Support Team (Fredrik Bajers Vej 7A)
	Help troubleshooting. Resets the alarm
	


Fire alarm:


There are different kinds of fire detectors in the building.

Optic- and thermo detectors:  By the 1. alarm the fire departments control center reacts.

Multicriterion detector:  2 detectors are connected. By the 1. alarm there will be a warning alarm at the fire departments control center, which registers it as an error. If 2. alarm appears the fire departments control center reacts.
AAU workman (or Biomedicine) resets  1. alarm and make a note about the error in the logbook in the box at the ABA alarm by the entrance north. You may contact Bravida for troubleshooting.

Overview of detectors and guidelines for running and maintenance are in room 2.205) and in the box at the ABA alarm.
Disconnection of separate sensors: If there are a risk of unintended activation of the fire sensors, ex by workman or equal, separate sensors can temporary be disconnected from the ABA system. The fire departments control center should be contacted both at disconnecting and connecting the sensors. You will need at password for the fire departments control center.
Action card  

	
	Daytime between 8 am and 1530 pm
	Between 1530 pm and 8 am, weekends and holidays

	GSM

(warningsystem)
	Alarms Beredskabscenter Aalborg (BCA, the fire department).
Sends SMS to workman Jan Rasmussen and workman guard.




	Beredskabscenter Aalborg
	Immediately drives to the area 



	Workman
	Immediately leaves to the building to assist if necessary. 
Resets the alarm
	

	Workman guard
	
	Calls Biomedicine according to the duty roster and immediately leaves to the building to assist if necessary.
Resets the alarm in cooperation with BCA

	Biomedicine
	Leaves the building in orderly manner and wait for the fire brigade. Everybody gathers at the meeting point. Meeting point is at the parkinglot in front of the biomedicine building.: 

	Agrees with the workman guard what to do and if necessary, comes to the building.

	
	Has the responsibility to secure and report of any leakage of dangerous material.


Duty roster

Vagtliste Biomedicin 2022



12-01-2022
	
	Januar
	Februar
	Marts
	April

	Vagt 1
	Ditte
	Hanne
	Lisa
	Emma

	Vagt 2
	Louise
	Ditte
	Hanne
	Lisa

	Vagt 3
	Merete
	Louise
	Ditte
	Hanne

	Vagt 4
	David
	Merete
	Louise
	Ditte

	Vagt 5
	Brita
	David
	Merete
	Louise

	Vagt 6
	Emma
	Brita
	David
	Merete

	Vagt 7
	Lisa
	Emma
	Brita
	David

	Vagt 8
	Hanne
	Lisa
	Emma
	Brita

	
	Maj
	Juni
	Juli
	August

	Vagt 1
	Brita
	Merete
	Louise
	Ditte

	Vagt 2
	Emma
	Brita
	Merete
	Louise

	Vagt 3
	Lisa
	Emma
	Brita
	Merete

	Vagt 4
	Hanne
	Lisa
	Emma
	Brita

	Vagt 5
	Ditte
	Hanne
	Lisa
	Emma

	Vagt 6
	Louise
	Ditte
	Hanne
	Lisa

	Vagt 7
	Merete
	Louise
	Ditte
	Hanne

	Vagt 8
	David
	
	
	

	
	September 
	Oktober
	November
	December

	Vagt 1
	Hanne
	Lisa
	Emma
	Brita

	Vagt 2
	Ditte
	Hanne
	Lisa
	Emma

	Vagt 3
	Louise
	Ditte
	Hanne
	Lisa

	Vagt 4
	Merete
	Louise
	Ditte
	Hanne

	Vagt 5
	Brita
	Merete
	Louise
	Ditte

	Vagt 6
	Emma
	Brita
	Merete
	Louise

	Vagt 7
	Lisa
	Emma
	Brita
	Merete


Telefonliste:


Reservenumre:

Merete Fredsgaard
4019 5818
Trine Fink

2462 6038

Brita Holst Serup

2073 7275
Vladimir Zachar 

2363 9619

Hanne Krone Nielsen 
4110 8502
Meg Duroux

6126 9973

Ditte Bech Laursen
6066 6630
Torben Moos   

2660 0378

Lisa Engen

2240 4232
Svend Birkelund      
4096 1916

Emma Huus                  
6019 0494
John Nieland

2248 2276




Allan Stensballe

6160 8786

Preben Sindalsen
2090 3567 Kun gas alarm

Intercom system
The intercom system is installed in almost every room on 1. and 2. floor., and in some rooms in the basement.  The purpose is to secure communication without interrupting essential laboratory work. Be aware there is NO intercom system on the ground floor.
User guide including numbers and phone numbers for the department is by the intercom system in all rooms.
Directory of internal phones and intercom system

	
	Roomno.
	Name
	Intercom system no.
	Phone no.

	
	 
	Group call all
	7
	 

	
	 
	Group call 1.floor
	91
	 

	
	 
	Group call  2. floor
	92
	 

	
	 
	Answer group call
	8
	 

	Basement
	1.010
	Freezer storage
	10
	

	Groundfloor
	1.102/1.109
	Meeting room
	11
	 

	
	1.108
	Wardrobe
	12
	 

	
	1.113
	Primary lab (NRD)
	 
	

	
	3.103
	Studentlab
	
	3801

	
	2.103
	Studentlab
	
	

	1. floor
	2.207
	Trine  Fink
	13
	7550

	
	2.203
	Pablo C. Pennisi
	15
	

	
	2.201
	PH-D office
	16
	   7552

	
	2.206
	Coffeeroom
	17
	7566

	
	2.204
	Brita, Hanne, Lisa, Luise
	18
	   7555/8777/7554/7557

	
	1.202
	Vladimir Zachar
	19
	7556

	
	1.209
	Elev, Ditte, Merete
	20
	2429/3707

	
	1.206
	Lockerroom gentleman
	21
	 

	
	1.208
	Lockerroom ladies
	22
	 

	
	1.213
	Microscopy
	23
	 

	
	1.212
	Anette,Emma,Louise, Elev
	24
	8777/7534

	
	1.214
	Cellsorter, Q-PCR, Li-COR
	25
	 

	
	1.216
	Torben Moos
	26
	2420

	
	1.218
	Sample preparation
	27
	 

	
	1.220
	MMI-lab
	28
	 

	
	1.224
	Histology lab
	29
	 

	
	1.226
	Flowcytometry lab
	30
	 

	
	3.203
	MP lab
	31
	 

	
	3.205
	MP lab
	32
	 

	
	3.207
	MP lab
	33
	 

	2. floor
	2.305b
	Retrolab
	35
	7562

	
	2.308
	MMI-lab
	36
	7563

	
	2.304
	Glass cleaning room
	37
	 

	
	1.302
	Isotopelab
	38
	 

	
	1.308
	NRD-lab
	39
	 

	
	1.307
	Chemicalroom
	40
	 

	
	1.312a
	Molecular clonings lab 1
	41
	 

	
	1.315
	Molecular clonings lab 2
	42
	 

	
	1.316
	RM lab
	43
	 7564

	
	1.320
	Instrument lab
	44
	 

	
	1.322
	RNA & PCR lab
	45
	 

	
	1.326
	Microscopy (RM)
	46
	 

	
	3.303
	Cellculturing lab NRD+RM
	47
	7557

	
	3.307
	Cellculturing lab  2
	48
	 


Checklist
Generel

Each group has a responsibility towards the new employees, so they are correctly introduced and trained in the methods and equipment, they need. The checklists are only meant as a help in the training. 
	Name:
	Start:

	Admittance card no.
	

	Contact person:
	Initiales


	
	
	Date for accepted.


	Teacher Init

	
	Presentation of all employees
	
	

	
	Tour of the whole department
	
	

	
	Allocation of locker, clogs, etc.
	
	

	
	Allocation of ’personal’ work station incl. e-mail
	
	

	
	Allocation of  placement of relief box
	
	

	
	Introduction to tasks and closest co-operation partners
	
	

	
	Distribution of key card and information about entrance to the building
	
	

	
	Introduction to the intercom and the telephones
	
	

	
	Information about the fire alarm and other alarms in the building
	
	

	
	Information  about internal and external computer use and rules
	
	

	
	Introduction to “web” calendar
	
	

	
	Information about gift box
	
	

	
	Daily routines in the office area
	
	


Laboratories

	Name:
	Start:

	Contactperson:
	Initials:

	Approver:
	Initials:


	
	
	Things to learn marked with x
	Date for approval
	Teacher
	Initials

approver

	
	Antibody and hepatitis vaccination offer (important to people working with primary cultures). 
	
	
	
	

	
	Classification and rules for the different laboratories (briefly)
	
	
	
	

	
	Coatchanging, -labelling and location
	
	
	
	

	
	Working with gene technology class 1 incl. waste handling
	
	
	
	

	
	Working with gene technology class 2 incl. waste handling
	
	
	
	

	
	Working with biological class 3 (virus) incl. Waste handling
	
	
	
	

	
	Handling of accidents
	
	
	
	

	
	Use of pipets
	
	
	
	

	
	General rules in lab (See ”general rules in laboratory”)
	
	
	
	

	
	Sterile work (see ”how to work sterile”)
	
	
	
	

	
	Working with chemicals incl. waste handling and how to use ”kemibrug”
	
	
	
	

	
	Working with isotopes incl. waste handling
	
	
	
	

	
	Working with cytostatic incl. waste handling
	
	
	
	

	
	Use of regular microscope
	
	
	
	

	
	Use of special microscopes
	
	
	
	

	
	Introduction to  the glass cleaning room and  autoclave
	
	
	
	

	
	Introduction to the technicians office
	
	
	
	

	
	Information about registration of data
	
	
	
	


Signature page
The undersigned hereby confirms that I have gone through and understood the rules for working in the rooms at Biomedicine have been trained in the security rules for the laboratories and promise to work according to them.
I have client confidentiality regarding not yet public material and results, which I learn through my work at Biomedicine.

Name
Address

Phone no.
Employee no.

Card no.

Signature
Foreign guest scientists and -students 
I hereby confirm that I have a full time accident- and public liability insurance.

	Signature
	
	
	
	


Fill in the “Biological Workplace Assessment”


Send the signed “Biological Workplace Assessment” to Ditte Bech Laursen dbk@hst.aau.dk or Brita Holst Serup � HYPERLINK "mailto:britah@hst.aau.dk" �britah@hst.aau.dk�, and you will get access to the bacteria lab.


The “Biological Workplace Assessment” will be printed and stored in a folder on the shelf outside bacteria lab.


Buy two lab coats for use only in bacteria lab.
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