RBINS laboratory use policy

Safety

· Always wear proper protective gear adapted to the work you are performing:

· Safety goggles/corrective lenses (if contact lenses wear safety goggles)

· apron/lab coat

· gloves (beware of the chemical you're using and adapt your gloves accordingly)

· Wear sturdy shoes if you are manipulating chemicals, not open shoes, nor flip-flops. Note that it is prohibited at all times to enter the lab barefooted.
· In case of emergency (fire, chemical fumes, chemical spills on you), take care of yourself and/or put yourself in a safe area first, then afterwards call for help.

· If there isn’t any physical injury, but fire or strong chemical fumes, press the emergency button and call for help. Wait outside the contaminated area for the emergency units and inform them of what happened (products, quantity, localization).

· In case of physical injury, such as burns or chemical spills: wash the affected area – use the eyes wash if necessary, go under the shower if necessary – take of your contaminated clothes if necessary. Apply calcium gluconate on the affected area for HF burns. We recommend you to see a physician in case of a burn; however this will be MANDATORY after a chemical burn.
· Know where the emergency button and the fire extinguisher are

· Know what the emergency call numbers are. Don't forget to inform also the RBINS security after calling for external emergency units

· READ the SMDS. If you are introducing in the lab a new chemical that is not yet listed, inform the lab technician and/or manager, so they can update the SMDS material!
· Store your chemicals in the proper cabinets
· Label all chemical containers
· date purchased

· name of project/service
· date opened
· Label trash and recycling containers

· when you started using it

· who is using it (name of user/professor
· Label your work when leaving the lab for prolonged periods of time (whether in the fume hood, muffle furnace, working desk)

· name

· emergency contact
· Lock the laboratory's doors when leaving for prolonged breaks/ at the end of the day.

· Occasional users are required to register their presence in  a log book
· Don't let unauthorized people access the laboratory facility (a list of users is available in the lab) without briefing them regarding safety rules. 

Share the space with your colleagues
· Respect other's materials and don't take materials in labeled drawers or use labeled chemical without their owner's consent
· Don’t leave your dirty glassware in the sink, but clean it after usage.
· Dispose of the chemically contaminated tools, wipes, etc in the respective specific trash bins: it saves money when recycling the chemicals.
· Never put broken glass in the common trash bin: you’ll avoid hurting the janitors.
· Before running out of current consumables (hand soap, detergent, paper towels) please inform the lab technician or lab manager.
· When breaking uncommon glassware, please inform the lab technician or lab manager so we can replace it
· Signal any device malfunction to the lab manager, even if you can fix it by yourself, in order to keep track of problems.

· Store your materials, products and instrument in the cabinets: do not leave them out in the lab.

Avoid contaminations
· Don’t bring nor eat any food in the lab.

· Keep the working surfaces clean (desk, fume hood, sink)
· Thoroughly clean the lab equipment you’re using. Make a final rinse with demineralized water before letting the glassware dry
· Animals are not allowed in the labs for their own safety and to avoid contamination.
In addition, for the Chemical Laboratory:

· Respect the “sterile” desk. Don’t put anything on it that hasn’t been autoclaved, and/or soaked into sodium hypochlorite (NaClO), and cleaned with a 10% solution of NaOH.

· Don't store soils, plant specimen, and other material in the chemical lab you are not currently working on. There are storage spaces in the other laboratories.

· Use the laboratory/storage facility next to the chemical lab to sample your soils/plants before bringing them to the lab, UNLESS you need a sterile area or weight directly your samples: in that case proceed on the sampling desk only.

· When working in the chemical lab a ‘clean’ lab coat is required.

AOB
· Any other useful information can be provided by the people responsible for the different labs (Magnetism lab, Scan room, …) Please, follow the instructions given by them. The people in charge of the labs – or to contact if something is needed/happens in the labs:
· Chemical laboratory: Alexandre Chevalier (02.627.44.73); Jean-François Godart (02.627.44.74)
· Rock sample preparation room: Kris Piessens (02.788.76.34); Thomas Goovaerts (02/788 76 39)
· Scan room: TCS - Estelle Petitclerc (02.788.76.55); CT-scan - Marleen De Ceukelaire (02.788.76.37)
· Magnetism lab: Xavier Devleeschouwer (02.788.76.38); Thomas Goovaerts
· General management of the labs: Sophie Decrée (02.627.43.23)
· If you need consumables (acid, gloves, …), first ask Thomas Goovaerts (02/788 76 39), Jean-François Godart (02.627.44.74) or Thierry Leduc (02.627.43.25). If an order must be placed, contact Fabienne Desmet (02.788.76.00).
· For more expensive costs concerning maintenance, equipment, submit your request (with justifications) to Sophie Decree. The DO council will meet to discuss whether it is relevant and if the funds are available.
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