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Preface
This publication is a users guide for anyone working at the BMC, i.e. buildings A, B, C, D, F, H and I. In addition to this information, please refer to detailed routines and rules established by and for specific buildings, floors and research groups. 
The Work Environment Act (Arbetsmiljölagen
) and the Environment Act (Miljöbalken
) apply to teaching- and research laboratories in the educational sphere. These routines/rules are issued in accordance with general law regulations, the Lund University Work Environment Policy, Environment Policy and Crisis and Disaster Plan  (Lunds universitets arbetsmiljöpolicy
, miljöpolicy
 and kris- och katastrofplan
), the Medical Faculty Work- and Environment Policy (Medicinska fakultetens arbets- och miljöpolicy
) and the coordination agreements signed by LU, UsiL and UMAS regarding the occupational safety and environment protection at common workplaces (samordningsavtal mellan LU, UsiL och UMAS avseende skydds- och miljöarbetet vid gemensamt arbetsställe
). The purpose of this document is to minimize any risk for ill-health, accidents and external environment influence caused by the activities at BMC.
Anyone active at BMC shall
· thoroughly study and apply these general rules/routines as well as any specific rules/routines established by and for specific buildings, floors and research groups.
· be acquainted with the work environment and environment organization within the Medical Faculty overall and particularly within the BMC, and know who are environment and work environment responsible, who is the environment coordinator and who is the safety delegate. 
Addresses
Letters and normal  parcels
to staff/departments at the BMC should be addressed as follows:

Name of person 
Department or group
BMC + floor(i.e. B12)
221 84 LUND

Goods to the BMC

should be addressed as follows:
Name of person 
Department or group

BMC + floor(i.e. B12)
Universitetssjukhusets Godsmottagning
Tornavägen 10

221 84 LUND

Billing address
Please inform your suppliers that invoices must be sent to:
Name of department.

Lunds universitet

Box 188

221 00 Lund.

Reference: Name of purchaser registered in LUPIN.

It is of utmost importance that the reference person is registered in lupin as a purchaser (and that the name is spelled exactly as in Lucat). Do NOT state the name of the person ordering the goods unless he/she is registered in lupin as a purchaser. If you have any questions, please contact your department economist. There is also information on these matters on the University website
.

Urgent matters
For urgent matters regarding the building during office hours, please contact BMC Service by phone (20500) or BMC Reception (20520, 20660). After office hours call the Akademiska hus duty phone (046 13 31 00). You may also call the University emergency phone 20700.

Equipment maintained by the BMC

Safety showers, eyewash fountains, fume hoods, ventilated workbenches, LAF-cabinets, MilliQ-equipment, icemakers and large autoclaves are equipment where costs pertaining to safety inspections, maintenance, service, repairs and, if necessary, exchange for new items are handled and paid for by BMC Service.
Any faults and deficiencies must be reported to BMC Service so that the correct service organization is used and costs are minimized by coordination of service measures.
NB!!!! If you contact a company yourself for service or repair the invoice will go to your department! Always report problems and need for service or repair to BMC Service!
Work environment
BMC service assists with some work environment related matters, for example fire protection courses, evacuation drills, safety rounds, workplace adaptations, equipment inspections, protection equipment inspections as agreed. The chairman of the BMC Board coordinates the work environment responsibilities at BMC.

After an accident
Any work related injury or accident MUST be reported to the University Registration Office (Hs 31). A form for your report can be found at http://www.bygg.lu.se/blanketter-och-checklistor/arbetsskada-och-tillbud    
Incidents are reported to the University division of Buildings (Hs 31). Use the form found at http://www.bygg.lu.se/blanketter-och-checklistor/arbetsskada-och-tillbud    

Serious accidents, injuries and incidents must be reported immediately to Arbetsmiljöverket (AV), followed within three weeks by a written report stating what happened and what measures will be taken to prevent similar accidents in the future. If this reporting duty is neglected, AV may prosecute. 

Phone
040 – 38 62 00
Fax
040 – 12 64 07

e-mail
arbetsmiljoinspektionen.malmo@av.se

If the accident was caused by handling of flammable compounds, it must also be reported to the fire department Räddningsstjänsten Syd.

The employer (your head of department) is responsible for the investigation and reporting of accidents/injuries/incidents. The safety delegate shall participate in the investigation. For forms and information see http://www.bygg.lu.se/blanketter-och-checklistor/arbetsskada-och-tillbud.
Storage in refrigerators/freezers
Storage of flammable compounds is not allowed in standard refrigerators or freezers. Fumes or explosive mixtures may be ignited by sparks from light switches, thermostats or compressor relays. Only use approved refrigerators/freezers for storage of flammable compounds.
Autoclaves (large)

Necessary repairs and a yearly preventive maintenance is performed by Getinge AB. Many problems are caused by faulty handling. Thus it is important that all staff is well informed of the routines before using the autoclaves. Instructions in swedish and english are posted by the autoclaves, together with a log book. All problems and faults must be reported to BMC Service. Your contact in these matters is Ros-Mari.Sandfalk@med.lu.se , phone 298 84 or 0703-21 20 28.

Awaiting repair, you may use an autoclave in another floor or building, after contacting the autoclave responsible person there. 
Safety inspection of the pressure chamber is performed bi-annually by Inspecta Sweden AB together with Getinge AB. This is paid for by BMC Service.

Waste
Hazardous waste must be disposed of as chemical waste.

If there is any uncertainty about the hazards of your waste, it is to be regarded as hazardous and treated and disposed of as such (principle of caution).

The Lund University rules state that the following is to be treated as chemical waste. 

· Health and environment hazardous compounds in concentrations over 1%

· Poisons in concentrations over 0,1 % 

· Acids and alkalis.

Harmless compounds may be disposed of in the waste sinks. Water soluble compounds like KCl, NaCl, MgSO4, KHSO4 are regarded as harmless. If you have adequate knowledge in chemistry, you may neutralize acids and alkalis and dispose of them in the sink. 

Also, low activity radioactive waste may be disposed of in the sink, if

· It is water soluble
· The activity, per month, is less than 10 ALImin per lab or 

· The activity on each occasion is less than 1 ALImin, and less than 100 MBq

· The discharge is accompanied by plenty of water
· There is only one discharge sink per lab
· The discharge sink is clearly marked ”Utsläppsplats för flytande radioaktivt avfall” or similar.

Read more about hazardous waste, radioactive waste and on the radiation protection officer’s website. Also, see how to handle  conventional waste.
Room lights
To save energy, cost and environment, please turn off the lights in workrooms, labs and other premises when you leave them at the end of the day. Defunct light sources will be changed by BMC Service. Please report to them by email: BMC.Service@med.lu.se
Visitors
Visitors should report to the BMC Reception desk. The receptionist will call you and you can either come to the reception desk for your visitor, or a visitor with adequate knowledge of  the BMC may, with your permission, get a temporary access card. This is the preferred procedure. 

Alternatively, a visitor can use the entry phone at the main entrances and/or some of the corridor doors to contact you. 

Visitor groups and longer visits (whole days or more) should always be handled by the reception desk. Please inform them of planned group visits. 

You are responsible for informing your guests of evacuation routines and meeting point. 

Car parking
Visitor’s car parkings can be found outside the main entrance at Sölvegatan 19 and along the entrance to building A at Sölvegatan 17. There are also University parking places in the parking building “Granaten” and on the other side of Sölvegatan. Either buy a ticket in one of the vending machines or a one day ticket at the BMC Reception desk. There are also parking places belonging to Lund City and the hospital (Region Skåne) in the vicinity. The University tickets are NOT valid there. Check the signs carefully. 

Staff can buy a parking decal to stick on the windscreen for daily parking on the University parking areas around the BMC. Order it via the parking office website. Use the same login identity and password as for the computer network. BMC staff can order an access card for the parking building ”Granaten” together with the decal and park there as long as there is room. BMC staff has access to 100 places there. 

Flammable compounds
Any group handling flammable compounds must have a permission to do so. The application is to be sent to the local housing committee via the University division of buildings. There will be a mandatory regular reporting of the amounts handled and you must appoint a manager and a deputy manager for flammable compounds. If you are unsure about the permission for your department or group, ask your head of department. 

Every prefect must make sure that there is a permission to cover the handling of flammable compounds within the department. Without permission, no flammable compounds may be handled.

Within the BMC, a maximum of 10 litres of flammable compounds is allowed in each lab module for daily use, but it is recommended to keep these amounts even lower, preferably less than 2-3 litres. Note that after use all flammables should be stored in a ventilated cabinet.
No more than 50 litres are allowed in a ventilated cabinet. If more than this is stored, the room must be fire classified. Poisonous chemicals may not be stored together with flammable compounds. Poisonous compounds which are flammable are stored as flammable, or better, separately.

A list of handled flammable compounds must be maintained and easy accessible if asked for. 

If you have any questions about the handling of flammable compounds, contact the BMC HMS-coordinator. Also, see the chapter on Hazardous compounds, Explosives, and the chapter on Chemical storage.

Fire in a laboratory
Evacuate the lab IMMEDIATELY!
Evacuate injured persons!
Call the Fire Brigade!
If the fire is limited – begin putting out the fire if it can be done without risk for personal injury. 

Evacuate gas cylinders and containers with flammable compounds if it can be done without risk for personal injury.

If the fire cannot be easily extinguished, close the door(s) to the room to minimize the oxygen flow to the fire.

If the fire is large enough to get out of control or if the fire alarm sounds, evacuate the whole floor. Evacuate quickly but stay calm. Do not enter an area where the fire alarm sounds. Do not use the elevators to evacuate. 

Fire protection
The BMC buildings are divided into a number of fire divisions to prevent fires from spreading. All fire divisions have fire rated walls and doors, also fire dampers in the ventilation system. To ensure that these fire divisions will function as intended, the operation of fire doors and dampers must not be hindered. Fire division doors must not be held open by mechanical devices, such as wedges or similar. 

Normally each floor in a building is a fire division, staircases and chemical storage rooms are separate divisions.

All buildings have more than one staircase, each of them is an independent escape route. From every workplace you must be able to reach at least two different staircases without the use of a key. All escape routes are marked by green illuminated emergency exit signs. Escape routes and signs must not be blocked or in any way made less visible. Note that you can escape horizontally too, i.e. you can evacuate into the same floor in the next building, assuming there is no fire or fire alarm sounding in there. If a person needs help to evacuate a common office chair with wheels may be used for transporting to the next safe building.

DO NUT USE THE ELEVATORS WHEN THE FIRE ALARM SOUNDS!

There are emergency escape plans and fire extinguishing equipment on every floor. Study the escape plans and identify your meeting point. Study the fire extinguishers and make sure that you know how to handle them correctly. If you don’t have any fire protection training, talk to your superior or to the safety delegate (Skyddsombud). You may also contact the BMC HMS coordinator. BMC Service arranges fire protection training and will be happy to receive your application. Also, you will get a reminder to take a fire protection course every five years. 

Most parts of the buildings have sprinklers for fire protection. Exceptions are staircases and fire proofed rooms for data- and telecommunications, electrical equipment and similar, archive rooms and elevator machinery rooms.

Each department must appoint a manager for the handling of flammable compounds. The manager’s responsibility is to make sure that all flammable compounds are handled according to the current rules. He is to be appointed by the person or organization holding the permission to handle flammable compounds.

SAVE – CALL– EXTINGUISH! 

Fire and evacuation alarm
The BMC has automatic fire alarms, connected directly to the Fire Brigade, Räddningstjänsten Syd. The alarm is triggered by smoke and heat detectors, installed in all rooms. It can also be triggered manually by pushing one of the wall mounted alarm buttons. These are mounted mainly in the evacuation routes. The alarm will sound only in the section where the fire was detected. Any doors in the section, held open by magnets, will be closed automatically. 
When the alarm sounds, EVACUATE!
The evacuation plans show all available evacuation routes. Leave the building, closing all doors behind you, and go to the assembly point. Report to the evacuation manager on the assembly point, he must make sure that everyone has left the building. 
Do not use the elevators for evacuation!
Not that the smoke detectors are very sensitive to all kinds of smoke. Even a candle or a sparkler will trigger the alarm if used too near a smoke detector. The Fire Department will charge the BMC for any false alarms.

In case of fire, close all doors to your room(s) to minimize damage from smoke and heat..
Centrifuges
Make sure that you have chosen a suitable rotor for the centrifuge you will use. 
Before running, check all O-rings for wear, damage and fractures. Change them if they are less than perfect. 

The working life of O-rings will be longer if they are regularly lubricated with a small amount of silicon vacuum grease.

 Check that your tubes are suitable for the rotor, velocity and solvent you will use.
Always equalize the tubes.

Clean the outside of the tubes from any spill before putting them in the rotor.

Follow the directions on how to mount and fasten the rotor in the centrifuge. 

After centrifuging and removal of the tubes, check the rotor and the centrifuge chamber for fluids from leakage (rotor: tubes not properly sealed, chamber: O-ring damaged). If necessary, clean with luke warm water and a mild detergent. 
BMC Service handles the safety inspection of all centrifuges once a year together with  TECH-MEC  Konsult and Trading KB . Oil change in the ultra centrifuges is included, but no other services or repair.

If you have questions, please contact BMC-Service, Ros-Mari.Sandfalk@med.lu.se 

Checklist when leaving the BMC premises
This checklist is intended to make life easier for you when moving out of the BMC or moving within the BMC premises.  
Please help us develop it – give feedback to hans.hovenberg@med.lu.se.
	Time
	Activity
	Responsible, actions
	Remember this
	Done date

	Before giving notice
	Appoint a coordinator
	Head of group/Prefect
	
	

	When giving notice
	Inform the BMC Service manager about who is the coordinator
	Rental contract signer.
	
	

	After decision of moving
	Plan the moving procedures
	Coordinator
	
	

	
	Make an inventory of the equipment
	What is BMC-owned?

What to discard?

How to get rid of it?

What to bring along?

How to transport it?
	Maybe something you plan to discard can help another researcher? Inform BMC Service if you have usable equipment you don’t need any more. And cooperate with BMC Service so that you don’t throw away any BMC owned items by mistake. 
	

	
	Pack the equipment
	
	You can borrow cardboard boxes from BMC Service. They should be brought back but otherwise you can buy them from BMC Service.
	

	
	Make an inventory of your chemicals
	Pack for transport or for destruction
	For help – contact BMC Service. BMC-service will not help you pack your chemicals
	

	
	
	
	
	

	
	Make an inventory of other materials
	Pack for transport, sort and discard the rest 
	If you need large waste containers, BMC Service will help you
	

	
	Check contents in refrigerators and freezers
	Take care of samples, solvents and chemicals
	
	

	
	Sort your books, documents and other printed matter
	Pack for transport and discard the rest
	BMC Service will help you with containers for combustible waste.
	

	
	Refrigerated rooms, chemical storage rooms
	Remove your stuff, pack for transport or destruction
	
	

	
	Samples in low temp vessels and cell freezers
	Pack for transport or for destruction
	
	

	Before and after moving 
	Keys and access cards
	Old keys and cards back to the BMC Reception
	New keys and access cards for new facilities
	

	When moving 
	LUCAT
	Inform your Lucat-administrator
	Change room number in LUCAT if moving within BMC
	

	Before moving
	Telephone
	Order moving of phones or termination of subscriptions
	LDC Servicedesk handles all telephone matters in BMC

	

	
	E-mail
	If leaving the faculty, enter forward e-mail address in Lucat
	
	

	
	Server space
	If moving out of BMC, retrieve your data and terminate server account
	Inform Pulsen helpdesk
	

	After moving
	Software
	Software from the University software service must be uninstalled if you leave the University
	
	

	Before moving
	Address changes

Mail (Posten)
LUCAT
Companies
	
	
	


Checklist  for introduction of new staff
This checklist is intended to be a common starting point for all units in the BMC. Each department or group is recommended to make it’s own, based on this one. Give a copy to your new co-worker.  
	Time
	Activity
	Responsible
	Information material
	Done date

	Before first day
	Appoint introduction responsible
	Prefect/head of dept
	
	

	
	Plan the introduction
	Intro responsible
	
	

	
	Arrange workroom (name sign, computer, printer, telephone, mailbox , LUCAT, e-mail)
	
	
	

	
	Inform everyone in the unit(and others in BMC/MF/LU) about the persons name, start date, duties, workroom etc.
	Intro responsible
	
	

	
	Collect all introduction material needed (see below)
	
	
	

	
	Arrange for keys, access card, Lucat entry, info on parking, lunch facilities. 
	
	
	

	
	
	
	
	

	
	
	
	
	


	Time
	Activity
	Responsible
	Information material
	Done date

	First day
	Inform about general working rules – work hours, vacation, reporting sick, union matters, wage handling officer, list of next of kin.  
	
	
	

	
	Inform on safety and security matters for BMC and for your own unit
	
	
	

	
	Presentation – inform about the co-workers and their duties. Walk around and meet them.
	
	
	

	
	
	
	
	

	
	
	
	
	


	Time
	Activity
	Responsible
	Information material
	Done date

	First week
	Inform about the Medical faculty, the University and the department.
	
	
	

	Within the first few weeks
	Discussion about the experiences on the new job
	
	
	

	Within the first month
	Follow-up on the new job / job situation. In more support needed? 
	
	
	

	Within the first year
	Development discussion
	Prefect/head of department
	
	


Bicycle parking
Find parking for your bike outside the BMC Main entrance, Sölvegatan 19, along the walls in several places on the BMC Yard, outside the entrance at Klinikgatan 26 and all along the sidewalk at Klinikgatan 26 – 32.
Air for your bike
In the BMC yard, fill your tyres with air from "AKKA-pump". The air is free!

Fume hoods/Ventilated workbenches
Fume hoods and ventilated workbenches must be inspected for safety every year. This service is bought by the University division of buildings and billed to the faculty. Cost for repair are paid by BMC Service. Ventilation related problems are handled by Akademiska Hus. All problems must be reported to BMC Service, bmc.service@med.lu.se
Electrical hotplates and water and oil baths
Electrical hotplates as well as water and oil baths must always be connected via a timer switch. Electrical hotplates, forgotten or unsuitably placed, have caused a lot of damage and  many fires. Electrical hotplates must be placed on a non-combustible surface. Above the hotplate there must be at least 50 cm of free air. Water and oil baths must be made of metal and must have overheating protection. The temperature of an oil bath must be at least 20oC lower than the flash point of the oil. 
Electrical system
Changes or other interferences with the electrical installations are prohibited except for Akademiska Hus staff only. Report to BMC Service
 if you need any changes in the installations.
There are four different electrical distribution systems in the BMC buildings:
System C (Calm)

The calm system feeds all room lighting, wall sockets and lab panel sockets, i.e. where all your own equipment is connected. The quality of the system is mainly dependent on what you connect to it.
System D (Dirty)

The dirty system has non linear loads, with large starting currents and fast varying power consumption, such as the building’s pumps, elevators but also some loads belonging to the BMC users.
System F (Favoured) – buildings B, C and D only.
The favoured system is fed by a non-uninterrupted reserve power plant. Ventilation fans for the barrier and conventional animal facilities are connected here, as are sockets in operating rooms and the UPS-equipment. Thus the UPS-systems can function even during very long power cuts. 

System U (Uninterrupted)

The uninterrupted system feeds safety systems such as the access control system, evacuation signs and emergency lighting, as well as the data servers. 
Electric and magnetic fields
The electrical installations at the BMC are designed to minimize the electrical and magnetic fields. All installations are made with a 5-connector system (TN-S-system) i.e. the neutral and ground connections are separated all through the system. For optimum function, all user’s equipment must have neutral and ground separated too. 
All installation cables are screened to minimize electrical fields.

There is also a potential equalization system, where all cable ladders, channels, windowsill channels and socket panels are connected, as are all larger metallic installations in the BMC buildings. 
For testing purposes, there are connections for measuring ground potentials in all electrical distribution centrals in the corridors, and in some labs.
Socket panels
The socket panels over the laboratory workbenches can be extended with more sockets, if needed. These panels belong to BMC Service, while all other electrical installations belong to Akademiska Hus. Each panel has a main switch, resetable fuses and a ground fault interruptor. 
Safety switch
There is a safety switch outside the labs, on the corridor wall. It is for emergency use only. Only the lab socket panels are switched, not the lab lights, the windowsill channels nor the separate wall sockets for freezers, refrigerators etc. 
Working alone
Working alone with hazardous tasks is not allowed. This is especially important outside normal working hours. The head of the research group in cooperation with the safety delegate decides what is to be regarded as hazardous in this sense. 

For nighttime work, the increased risk for assault must be considered. 

Some hazardous tasks can possibly be performed alone, with adequate safety precautions like regular scheduled contacts with another person, alarms etc.

Rules for hazardous tasks to be performed alone must be written and clearly announced to all department staff. This document must be signed by all parties concerned (head of department, work environment responsible, safety delegate etc.).
Hazardous chemicals
General
For laboratory work with chemicals, see AFS 1997:10 and AFS 2000:4, for chemical work environment risks.

Never use your mouth for pipetting, Use a rubber (Peleus) ball or similar! 
Always read the information sheet before handling a chemical compound.
Always label your bottles and other containers with reagents or samples with clear and durable labels, stating contents, hazard symbol(s) and whether it is carcinogenic or allergenic. Mark your own chemicals with your name too! 

NB! Waste bottles must be marked in the same way.

Any work with hazardous chemicals (toxic or flammable) must be done in a fume hood, on a ventilated workbench or another suitably protected workplace.  
It is imperative that you have knowledge about the chemicals you work with, such as risks for fire or explosions and toxicity. Also, how to take care of spillage and how to handle remainders and waste and what precautions you should take. This is knowledge you must acquire before starting an experiment.
You must make a risk assesment before any new work with hazardous chemicals begins. 

The work environment law (arbetsmiljölagen) states that applicable directions must be available at the workplace.
Flammable compounds
Gases which can form explosive mixes with air at temperatures below +20°C, liquids with a flash point below +100°C and fire reactive compounds are all classified as flammable. See Räddningsverkets databas över brandfarliga ämnen for an extensive list.

Within the BMC no more that 10 liters of flammable compounds are allowed in each lab module for daily use, and no more than 50 liters may be stored in a ventilated cabinet.
If any of these amounts is exceeded, the room must be fire classified. 

Storing poisons together with flammable compounds is prohibited.  
In buildings B, C, D and F, the chemical storage rooms are fire classified and are separate fire divisions. There is also a separate fire classified storage room for flammable compounds in building I. 
Poisons
Poisons must be stored in a safe way (a locked and ventilated cabinet). Do NOT store poisons together with flammable compounds. 
Sanitation
Always have adequate sanitation compounds at hand to render spill of poisons or etchants harmless. The information sheet will indicate what is suitable. Vermiculite is almost universally suitable as an absorbant. Acid spills can be neutralized with 10 % sodium carbonate (Na2CO3) – When the foaming stops it is neutral and can be safely wiped up.
Here follows some general instructions and recommendations for working with hazardous chemicals. If needed, the department should issue more detailed instructions as part of it’s specific routines/rules. 

Alkali metals
Alkali metals (especially litium, sodium and potassium) must be stored in paraffin. Always use adequate protective gloves and eye protection when working with alkali metals.
Allergenic chemicals
Chromium, Nickel, Cobalt, Mercury and their salts, Formalin, certain plastics, paint and adhesives, especially epoxy, can cause allergy, usually as eczema. Be careful and avoid skin contact. Allergenic chemicals are marked with an ”S” in the list of threshold values, AFS 2005:17.
Acrylamide
Before starting work with certain plastics (acrylamide etc.) you must have a medical evaluation. Contact the University health care unit, företagshälsovården.(tel 23800) Polymerised acrylamide, polyacrylamide, is not classified as a curing (hardening) plastic. For more information on hardening plastics see AFS 2005:18
Biologic and microbiologic work
Within these areas, there are special rules, demanding reporting or permission for certain activities,
· GMM – see AFS 2000:5 and arbetsmiljöverkets theme sites
· Microbiologic work hazards – see AFS 2005:1
· Blood infections – see AFS 1986:23
The University has a Bio Safety Committee, helping with advice on handling these types of material.  The Bio Safety Committee has representatives from all faculties concerned, and the contact person is Åsa Gustafsson, phone 270 26.
Animals
The employer must collect information on all hazardous chemicals and animals used and on all persons, staff and students, working with these. Anyone working with animals must be offered a medical evaluation before the work starts. Contact the University health care unit, företagshälsovården (23800). 

Carcinogenic compounds
Certain carcinogenic compounds cannot be handled at all, others can, with permission.  Also see chapter XXII Activities needing permission / medical evaluations.
Explosive and flammable compounds
As a general rule, keep the amounts of explosive and flammable compounds in your lab at a minimum. No more than 10 litres of flammable compounds are allowed for daily use per lab unit. When used all flammables should be stored in ventilated cupboards. Do not store poisons together with flammable compounds. 
Hazardous waste 

There are specific routines
 for handling hazardous waste.
Hazardous waste is put in dedicated waste boxes, which are to be sealed, and marked with the relevant waste category. The boxes are collected by the room cleaning staff. Leave them here: 
· BMC buildings A, F and I – close to the recycling cart, one on each floor. 

· BMC buildings B and C – in the dedicated waste cabinets fount in the northen end of each floor. 

· BMC building D – in the waste rooms with the rubbish chutes in the northern part of each floor near the large elevator. See the special instructions posted there. 
The boxes are taken care of and transported for destruction if and only if they are correctly sealed and marked. Hazardous waste needing cold storage (infectious and biological waste) must, unless stored in a refrigerated space at the department, be taken to such a space on the very same day. The cleaning staff will transport any such waste to a refrigerated room for proper destruction later if and only if the boxes are correctly sealed and marked. Tell the room cleaner when and where your waste can be picked up. Waste from a cell growth lab is regarded as infectious if it has been in contact with cells. If it is liquid it should be decontaminated, if it is solid, treat it as infectious.
Chemical waste is taken care of by the University Chemical Waste Service
 (Sven Ericsson, phone 2 71 25). 

Infectious and low intensity radioactive waste must have a goods declaration, find a form at the website of the University Division of Buildings.
.

Radioactive waste
Medium- and high intensity waste is handled as agreed with the University Radiation protection officer Christer Samuelsson (phone 17 31 21).

There are decay rooms for medium- and high intensity waste in BMC building A, floor 14 and building C floor 15. The sign by the door states who is room responsible. 

For the decay room in building C the following rules apply: 

Check the waste box with the GM-counter. Boxes containing 125I showing more than 200 cps on the GM-tube and boxes containing 32P showing more than 1000 cps, must be stored in the decay room on floor C15.

Remember to seal the inner plastic bag with tape. 
Write date, isotope, your name and floor in the logbook found in the clothes cabinet outside the decay room. 

Seal and mark the box with the same data. 
Put the box in the position for the relevant isotope.

Questions
If you have any questions about BMC or where to turn in a matter, contact BMC Reception desk, 20660.   

First aid

At least one out of 15 persons must have been trained in first aid ABC and CPR and be able to give first aid to victims of accidents. 
Everyone must know
· Where to find first aid equipment. 

· Who can give first aid.

· Emergency phone numbers (SOS, Taxi).

· Address and travel instructions for your workplace.

First aid equipment should be found on all BMC floors. Appropriate items include a first aid kit with wound dressings, plaster, antiseptic cleaners etc., blankets, stretcher(s), protective gloves against blood infections, fire equipment, safety showers, eyewash fountains etc. 
NB! Always seek professional care in case of 

· Large burns – for evaluation
· Burns in face, on feet, joints and genitals.
· Eye injury
First aid for unconscious or severely injured persons 

1. Evaluate the injured according to ABC.

But first, evaluate the general situation for immediate danger.
Are you and the victim safe?
A = Airway
Make sure that the victim’s airways are clear, if not, clear them. Does the victim have spontaneous breathing? If not, start mouth-to-mouth resuscitation immediately.
B = Bleeding

Stop bleeding by applying pressure (manually at first, then a pressure bandage) and by elevating the bleeding limb.
C = Circulation
Check for pulse, if none, begin CPR
The above procedures will help preventing a life-threatening shock by maintaining circulation. Also, keep the victim warm, and if the injuries allow, place him in recovery position (on the side with mouth down to drain vomits and blood). Use the victim’s legs and arms to maintain a stable position. Keep the victim under close observation, changes in condition may come fast. 
2. Call for an ambulance – if not already done.

Phone 0112 and ask for an ambulance. Give your address
· BMC building A: Sölvegatan 17

· BMC building A/B: Klinikgatan 26

· BMC building B/C: Klinikgatan 28

· BMC building C/D: Klinikgatan 30

· BMC building D: Klinikgatan 32
· BMC building F and H: Sölvegatan 19
Alternativly: BMC Gård, Sölvegatan 19

3. Someone who knows what happened should accompany the victim to the hospital to give details of the accident. 
Less urgent care
If medical care is necessary, but ambulance transport is not needed, take a taxi or a private car to the hospital (or walk!). Someone must always accompany the victim, even if he/she considers it unnecessary. 
Burns
Burns are classified as follows
· Superficial skin injury (first degree)

· Partial depth skin injury (second degree)

· Full thickness skin injury (third degree)

First aid for burns
· Rinse a long time with lots of lukewarm or cool water
· Prevent shock (keep victim warm and calm)
· Protect with bandage
· Do not remove clothing covering the injury
Chemical burns / Poisoning
Read the information sheet for the chemical for appropriate measures. The information sheets for all chemicals used must be available at the lab.  
Eye injuries
On splashes of chemicals in the eye(s) 
· Immediately rinse the eyes with temperate water in an eyewash fountain for at least 5 minutes – for alkalines not less than 15 minutes. 
· Always seek medical care
Bring single-use eyewash bottles for rinsing during transport, but never use an eyewash bottle which has been opened before. Also bring the information sheet for the chemical that caused the injury. 
Gases
Generally
Make sure that you have the correct gas cylinder and a suitable pressure reduction valve. Valves and pressure reduction valves are marked and can and may be connected only to gas cylinders marked with the same gas name. Also, tubings must be approved for the specific gas. 
Transporting of gas cylinders may be done with appropriate carts. They must be handled with care and all bumps and knocks must be avoided. They may not be placed where they can be exposed to heat, and where they can fall over. Therefore, they must always be chained (NOT around the valve) but so that they are easily loosened. Or special gas cylinder racks with wheels may be used. 
Cylinders with flammable gases are not allowed in laboratories, they must be stored in approved ventilated stores or cabinets. However, flammable gas flasks with not more than 5 litres volume may be handled for daily work, but even these must be stored in approved stores after use. 
Any other storage of gas cylinders in the labs must be limited. Only cylinders permanently connected to instruments or equipment are accepted for permanent storing. And you must obtain permission from BMC Service. All other gas cylinders must be brought to the gas storage room at the end of the day.  
Doors for rooms with gas cylinders must have a sign "Gastuber, bringas i säkerhet vid eldfara". This is for warning the firemen in case of a fire. And of course the sign must be removed from the door when there are no gas cylinders in the room. Otherwise the firemen will refrain from trying to put out the fire because of the (non existent) explosion risk.  
Learn as much as possible about the gas you will work with. Read the information sheet. If you need more information, get it from the gas supplier
Storing gas cylinders at the BMC
LPG- flasks and other flammable gases are stored in the gas storage room F1041b next to the F building entrance opposite the A building. 

Inert gases are stored in the storage rooms F1041a and C1070a. For access to the gas storage rooms, you need authorization. Contact BMC-service. C1070a has a card reader, and for F1041a and b, obtain a key from BMC reception. 
Central gas distribution at the BMC

There are pipings in the BMC buildings for the following gases.
· Breathing oxygen – buildings A, B, C and locally in building F

· LPG (Gasol) – all buildings.

· Carbon dioxide – a central network in A, B, C, D and I and locally in F.

· Nitrogen – a central network in A, B, C, D and I and locally in F.
· Laughing gas – a central network in A, B and C and locally in F.
Poisonous gases
Gas cylinders with corrosive or respiratory paralyzing gases should be obtained in small cylinders, storable in fume hoods. 
Liquid nitrogen
Containers with liquid nitrogen must be stored in rooms with suitable ventilation (10 air changes per hour and suction near the floor). In buildings B, C and D, liquid nitrogen containers are stored in the autoclave rooms. 
Containers with liquid nitrogen can be transported in an elevator, but never together with people. Thus, two persons are needed, one to load the elevator, the other one to receive it. A warning sign to hang on the container can be obtained from BMC Service. 
When transfering liquid nitrogen between containers, follow the description your department/floor has established. 
BMC Service will help with buying, filling and transporting liquid nitrogen. Send email to bmc.service@med.lu.se. BMC-service must have your message and the container not later than 8.30 am for same day delivery. 
Oxygen
Oxygen under pressure, together with oil or grease, can trigger an explosion. Do NOT lubricate oxygen couplings. Also, oxygen can cause explosion-like fires in porous materials (i.e, clothes) if ignited by static electricity sparks or open flames. 
Combustible gases
Storage of containers with combustible gases in a lab is not allowed. Such containers must be stored in the gas storage room F1041b. ,
LPG ”Gasol”
Gasol flasks are filled with liquid, condensed gas, and must always stand upright. Otherwise, the safety valve may be blocked by liquid, constituting a risk for explosion.  
Hydrogen
Hydrogen is extremely flammable, 15 times lighter than air, has no smell and burns with a colourless flame. It is a non toxic gas and the main risks when working with hydrogen are fire or explosion from gas leakage.

Dry ice
Dry ice is supplied via BMC Service. A locked box with dry ice can be found in the culvert, floor 09 in building B, next to the freezer rooms for the B and C buildings. One key per floor and building can be signed for at the BMC Reception. 
Also see HAZARDOUS COMPOUNDS / EXPLOSIVE  COMPOUNDS, FLAMMABLE COMPOUNDS and STORAGE/CHEMICAL STORAGE.
Receiving parcels
Be prepared to identify yourself when receiving parcels (ID or your access card with photo) and sign for your consignment with both signature and readable name, if necessary. Do not receive consignments for other people you don’t know. Check that the postman wears a visible badge or has some kind of ID. 
House meetings
Representatives for Akademiska Hus, the University Division of Buildings, BMC Service and the activities are gathered once or twice a year to discuss common problems and questions. There are no protocols from these meetings, only PM’s distributed to the participants. Matters discussed can for example concern changes of activities, adaptations and changes of facilities, rent and other general matters. 
Incubators / Drying cabinets / Ovens
It is not allowed to use incubators / drying cabinets / ovens for flammable compounds or if there is risk for hazardous fumes. 
Indoor climate and ventilation

Temperature- and climate criteria
The indoor climate system is designed for a normal temperature of  20-22 oC. In summer up to 25 oC is acceptable. 

Ventilation volumes
To maintain a good quality of indoor air the ventilation volumes are set for the number of persons expected in the rooms and for the intended equipment. A normal office room has an air flow of 15-20 l/s. In labs, any ventilated equipment always sets the ventilation criteria.
Fresh air is taken from outside which means that the relative humidity will get lower when the outside air temperature is falling.
NB!! If you plan to change the use of a room, you must consider the ventilation aspects for the new activities. 
Carbon dioxide control 

In premises with large changes of load like lunch rooms, seminar rooms, conference rooms, lecture halls, the ventilation is controlled by the carbon dioxide contents in the air. If it exceeds 800 ppm the ventilation is forced.

NB! If more people than allowed or expected stay in the room it will not be possible to keep the carbon dioxide under 1000 ppm.

Individual control
Many rooms have individual temperature control. 
To conserve energy it is important that you set the room temperature to use a minimum of energy use when you plan to be away for longer periods. In summer (when the need for cooling dominates) set it to 25oC and in winter (when need for heating dominates) to 20oC.

Furnishing

Standard furnishing and equipment in laboratories and work rooms like workbenches and office furniture are part of the environment maintained by BMC Service. If you need changes or additions in furnishing or standard equipment, please contact BMC Service and we will do our best to solve your problems.

Ros-Mari Sandfalk
 at BMC Service will be glad to help you with adjustments of lab chairs and stools for comfort and safety. If you experience work related pains please contact a physiotherapist at the University health care unit
.
Introduction of new staff
A good introduction for your new staff may be the most important measure to prevent accidents. 
New staff should learn the routines as soon as possible. The University Administration arranges courses but it usually takes some time before you can join one of these. Thus it is important that all departments has it’s own introduction program, which could/should include:

· Administrative information. Find a lot of it at the University website, section ”Personal”, most of it in swedish.
· Your premises, special labs, staff facilities etc.

· Introduction of co-workers, safety delegate, manager of flammable compounds, union representatives etc.

· A review of safety rules and routines.

· Initiation of a medical evaluation before working with animals and plastic hardeners.

· Initiation of inoculation and health check before working with contageous and biological matters.

· Information about the BMC Service organization.
Add more to this list!
Find an example of an introduction program in this manual. There is also a selftest designed to check whether your new co-worker has got the necessary information.
Icemakers
Regular service of icemakers (by Nino Lab AB) is scheduled for February. All problems and faults must be reported to BMC Service (BMC.Service@med.lu.se) for further consideration (quick fixes or major repairs). All costs for operation, service and repairs are paid by BMC Service.  
Chemical storage
All chemicals, not in daily use, should be stored in the chemical storage rooms. These rooms have metal and wood cabinets. The metal cabinets are intended for flammable compounds and solvents.

Poisons must be stored in locked cabinets, not together with flammable compounds.

Storing of different compounds in the same space may constitute a risk, if they can react with each other. Read more about storage and storage risks in AFS 2000:4 ”Kemiska arbetsmiljörisker” pp 37 and 45-46
.

There are separate chemical storage rooms in buildings B, C, D, I and F.

Ventilated storage cabinets

The ventilated storage cabinets in the labs are intended only for storing the amounts of chemicals and solvents in daily use. All other chemicals must be stored in the chemical storage rooms. 
Conference rooms
Belfrage Lecture Hall – seats for up to 60 people. 

There are also seminar rooms in building D, floor 15. Contact the BMC Reception for reservations. 
Non-confession room
In Wallenberg Neurocenter, building A, ground floor, there is a room for contemplation and reflections. Outside the room, there is a terrace.
Conventional waste
Conventional waste should be sorted in the following fractions:
· Household waste (combustible waste)
· Paper
· Corrugated cardboard/cardboard
· Coloured glass
· Non coloured glass

· Plastic packs
· Metal packs
· Batteries
· Fluorescent tubes
· Mercury lamps
· Electronic waste – IT-equipment
· Electronic/electric waste – lab equipment
· Light bulbs
· Toner cassettes
· Large items
Conventional waste is placed on the waste carts, one on each floor, the ventilated waste cabinets in buildings B and C, and the waste rooms in building D. Waste paper is placed in the green plastic trash cans. 
Corrugated cardboard and cardboard boxes must be folded flat before placed on the cart. For large and heavy items, contact the cleaning staff or BMC Service for help with transport to the garbage room in building D09.
There is a University re-use market where you can sell used furniture and equipment you no longer need – or contact BMC Service.
Refrigerators, freezers etc.
Contact BMC Service for help with service or repairs of refrigerators, freezers, cookers, microwave ovens, dishwashers etc in the lunch rooms. Repairs or replacements of these are paid for by BMC Service. 
Ros-Mari.Sandfalk@med.lu.se   phone 298 84 or 0703-21 20 28.

Private refrigerators and freezers aer not serviced or repaired by BMC Service, these are the owner’s responsibility. When buying new items, please contact BMC Service for help or advice, to maintain the BMC standard. 
Cooling water tubings
Always use hose clips for mounting cooling water tubings. For very low pressures ordinary PVC tubings can be used, otherwise, use reinforced tubing. 
Laboratory dishwashing
BMC Service performs laboratory dishwashing for the BMC buildings B, C, D and parts of building A. The washing room is situated in building C, floor 13. Delivery of dirty glassware and collection of clean goods is accomplished by the department’s staff. 

It is imperative that you take care of any chemical residues before delivery of the labware for washing-up. Also, do not fill the cart too much. 
Respect the time schedule for delivery and collection, our space for handling the carts is very limited. 
LAF-benches
Safety inspection of LAF-benches is performed once a year, scheduled for May. All costs for inspection and repairs are paid by BMC Service. Problems involving the ventilation system are handled by Akademiska Hus. All problems and faults must be reported to BMC Service, bmc.service@med.lu.se 

Room cleaning
All room cleaning at the BMC is administered by BMC Service. For all facilities of the same type, the same cleaning standard applies. If you want/need special cleaning procedures for certain rooms, contact BMC Service.
Medical evaluations
For some work, a medical examination or an offer of an examination is mandatory. This applies e.g. for people working with
· Asbestos
AFS 1996:13

· Biological matter
AFS 1997:12

· Lead
AFS 1992:17

· Research animals
AFS 1990:11

· Hardening plastics
AFS 1996:4

· Cadmium
AFS 2000:7

· Quartz
AFS 1992:16

· Laser
AFS 1994:8

· Night work
AFS 1997:8

Contact the University Health care unit, phone 23280 if any such work exists, and also the Division of Buildings, Åsa Gustafson, asa.gustafson@bygg.lu.se, phone 20627

MilliQ-equipment for clean water 

These are serviced once a year in December by Millipore AB. All costs for service and necessary repairs are paid by BMC Service. All problems and faults must be reported to BMC Service, Ros-Mari.Sandfalk@med.lu.se , phone 298 84 or 0703-21 20 28.

Gym
The gym on floor B15 is available for all BMC staff. No reservations of gym or equipment are needed. Some scheduled activities do occur, and have priority. Such reservations are handled by the BMC Reception. Also, some of the hospital staff have access to the gym. Some equipment and an instructor once a week are paid for by Region Skåne (the hospital).
Keys
Keys for workrooms and common facilities are signed for at the BMC Reception. You need a written permission from your prefect, department manager or head of research group. The keys cannot be copied. If you lose a key, please report immediately to the BMC Reception. When you quit the BMC or move to other facilities, the keys must be returned.  
In building D the keys are substituted for access cards with a microchip. This will open all locks where you are granted access. The card must be updated at least once a week. Enter your security code on the touchpad next to the update card reader inside the entrance door on each floor and then show your card to the reader until it shows green light. 

If you run into card problems, contact BMC Reception. Problems with locks and update card readers are reported to BMC Service.  
Data communication network
All BMC buildings have an extensive data network with connectors in workrooms, labs, seminar rooms etc. By default, they are not active. For activation, contact the BMC helpdesk, preferably by using the web forms found at http://internt.bmc.lu.se (can only be reached within the BMC) or by e-mail stating the number of the connector, the room number, your name and email, your department or research group, and what you plan to connect (workstation, printer, server). 
To connect a device, you must register it’s network card, preferably via the web form at http://internt.bmc.lu.se In buildings B, C and D, the network is optical fibres, in the other buildings copper cables. To connect to the fibre connectors you need either an optical network card or a media converter (can be borrowed from BMC service together with a suitable fibre cable).

There is also a wireless network, covering most of the BMC. For access, use the web form at http://internt.bmc.lu.se and select wireless (trådlöst). 
To be able to log in, you must have a correct room number entry in Lucat (BMC followed by one space and the building letter and four figures). Furthermore, you need the Aegis 802.1x-client or your computer configured for 802.1x and a security certificate, available at the intranet http://internt.bmc.lu.se  
The BMC network is connected to the University network, LUNET, and to the countrywide University network SUNET. Cost for the network connections and data traffic in included in the service cost debited with the rent. 
Telephone network
All workrooms, labs and seminar rooms have connections for telephone. They are activated on order to the Lund Computer Central servicedesk (LDC Servicedesk) via a form, downloaded and printed from their website. Changing and moving of phone subscriptions are handled in the same way. All telephone subscriptions are ordered and paid by the users/departments. 
Safety showers
All safety showers must be inspected and tested twice a year. Do NOT try that yourself. Testing is performed by BMC Service and noted in the shower’s log. Problems and faults are reported to BMC Service, bmc.service@med.lu.se.

Access cards – Access control
For access to the BMC you need an access card, issued by BMC Reception. For staff, a written order is needed, signed by the prefect, department manager or head of research group. These cards are personal and it is not allowed to lend or give them to other persons. 
When entering the BMC, please be attentive and make sure that no unauthorized persons enter before the door is closed again. If you are unsure about any person entering, please ask for his/her access card. 
Mail
The hospital mail department handles all BMC mail distribution. Letters are delivered and collected twice daily, around 10 am and 3 pm. Small parcels (portable) are delivered and collected once a day, around 1 pm. Letters and parcels are delivered at one place per floor and building, totally around 25 at the BMC. Large heavy and bulky goods is handled by BMC Service. 
Lab rules
Always use protective clothing when working lab work. 

Protective glasses and suitable gloves must be available, and must be used when needed (also refer to PERSONAL PROTECTION). When leaving the lab desk, even for short periods, remove your gloves to avoid contamination of your environment and unnecessary exposition risk for your co-workers. 
Never eat, drink or use snuff in the lab. Never taste chemicals. Never practice mouth pipetting. Avoid skin contact with chemicals. Do not apply cosmetics or cerate in the lab. 
Keep your workplace free from chemicals and equipment not in use. 

Always perform a risk assessment BEFORE starting a new experiment. Chemicals with unknown properties must always be regarded as hazardous (Also see RISK ASSESSMENT). Before starting the experiment, make sure how to take care of any leftovers. 
The University has specific rules regarding how to handle hazardous waste, see that section. Note that all chemical packings and containers must be cleaned before discarded. 
Sinks and fume hood sinks must be kept free from garbage. 

Spillage must be taken care of immediately, by the person who caused it. The room cleaning staff handles normal daily cleaning only. 

Equipment with specific risks must be provided with a warning sign and written instructions. 

Experiments going on over night or during holidays must have instructions on how to reach the responsible person by phone.

Corridors are evacuation routes and may not be blocked by equipment, cabinets, carts etc. An evacuation route should be at least 1.2 meters and may never be less than .9 meters wide.

Smoking is not allowed anywhere in the buildings.

Domestic animals are not allowed in the buildings.

Children are not allowed in laboratories. Practical working experience must be authorized by the work environment responsible person (usually the prefect) and rules and routines must be established to guarantee the safety for the pupil. The rules must be written and approved and signed by the school’s work environment responsible person and the safety delegate.
The Lund University policy prohibits unauthorized parties in the premises. Permission may be granted by the BMC operational manager (not for private parties). Contact the BMC Reception for information. 
Radiological work
Working with radioactive matter and X-ray equipment is allowed only with special permission, issued by Statens Strålskyddsinstitut (SSI). However, if the activity amounts possessed and worked with are less than specified below, a permission from the University Radiation Protection Officer, Christer Samuelsson (phone 17 31 21), is enough, and the work is included in the university’s general permission (also see www.medfak.lu.se/stralskydd).

All radioactive work must be performed in such a way that the radiation doses for workers are kept as low as is reasonably possible.
If the sum of the activites possessed exceeds 10 GBq or exceeds 1 GBq of radio toxicity class B (i.e. I-125 and Ca-45) the work is classified as extensive and permission from SSI is mandatory. 
Also, if any of the limits below are exceeded, the work is extensive:

	
	Type of work
	Activityclass B
	Activityclass C or D

	
	Work with risk for internal exposition through breathing. Examples are gaseous or powderized radiation sources and working up of solid radioactive materials. 

	1 MBq
	10 MBq

	
	Work with risk for external and internal exposition but where the risk for internal exposition through breathing is small. Examples are handling of radioactive solutions in chemical analysis, synthesis , marking, manufacture of preparations and animal experiments.

	10 MBq
	100 MBq

	
	Work with small risk for internal and external exposition. Examples are simple handling of solutions, i.e. drawing small volumes from a concentrated solution.
	100 MBq
	1000 MBq


Risk assessment
Several authorities demand that risk assessment shall be made for both the general activities and for specific tasks. Among others, risk assessments are mandatory for work with 
· anestetic gases (AFS 2001:7)

· asbestos (AFS 1996:13)

· biologic matter (AFS 1997:12)

· cytostatics and other drugs with continued toxic effects (AFS 1999:11)

· GMM (AFS 2000:5)
· laboratory work with chemicals (AFS 1997:10)

as a basis for planning and organization of first aid and crisis handling (AFS 1997:7)

as a basis for prevention of serious chemical accidents (AFS 2001:10)

when handling gases (AFS 1997:7)

for assessment of hazardous influence for pregnant and breast-feeding staff (AFS 1994:32)

for assessment of chemical work environment risks (AFS 2000:4)

for assessment of suitable tasks for persons under age (AFS 1996:1)

for regular control of work conditions (AFS 2001:1)

Basis
As a basis for risk assessment the following sources are useful
· compilations of ill-health, accidents and incidents
· work adaptations and rehabilitations already implemented
· occupational hygiene and other measurements of the work conditions
· medical examinations
· earlier safety and work environment inspections
Methods
There are several established methods for risk assessment (work safety analysis, deviation analysis, energy analysis, HAZOP, MORT). They are all based on a structured and systematic way of working. The Division of Buildings’ web site has an example of a simplified work safety analysis and risk assessment for chemicals
.

Other methods for risk assessment could be
· specific safety and work environment inspections 

· problem inventories
· questionnaires, interviews
· co-worker conversations
Documentation

The risk assessment must be documented and measures taken for minimizing risks must be shown. The forms from the Division of Buildings’ web site are enough for documentation. 
Self test
	Who is your work environment responsible?
	

	Who is your fire protection responsible?
	

	Who is your safety delegate?
	

	Do you have a head safety delegate?
	

	When was your last fire protection course?
	

	The alarm phone number?
	

	The SECURITAS alarm number?
	

	Where are the evacuation alarm buttons near your normal workplaces?
	

	How is the evacuation alarm activated?
	

	Where are the smoke detectors at your workplace?
	

	Where is your nearest fire equipment?
	

	Where is your evacuation plan?
	

	Where is your meeting point?
	

	How do you contact BMC Service?
	

	Do you know how the fire equipment works? Give a short description.
	

	Where are your evacuation routes? At least two!
	

	Give a short description of how to evacuate!
	

	What should you do when you reach the meeting point?
	

	Where are your nearest safety showers and eye wash fountains?
	

	Who is your nearest director?
	

	Who, on your floor, is first aid trained?
	

	What do you do if you are injured?
	

	Whom do you contact when you have computer problems?
	

	How do you handle waste?
	


Safety inspections
Safety inspections must be carried out at least once every year. Participants are the prefect or deputy, safety delegate(s) and the BMC HMS-coordinator. 
Personal protection
"If  a secure protection against ill-health or accidents cannot be accomplished in another way, personal protection equipment shall be used. This equipment is provided by the employer." (Arbetsmiljölagen 2 kap 7§). Such equipment shall be CE-labelled.
Find out yourself what equipment for personal protection and and first aid/rescue is available at your workplace and where to find it. 
The employer is responsible for the work safety and shall make sure that enough adequate personal protection equipment is available and that this equipment is in satisfactory condition. Examples of personal protection equipment are lab coats, gloves, safety glasses, glasses for computer work, ear defenders, respirators, safety shoes and visors. 
Respirators
Always use a respirator for protection against hazardous pollutions of air, if no other adequate measures can be taken, like working in a fume hood or on a ventilated table. There are two different types of respirators available, either with filter or providing air or oxygen from a clean source. The selection of filters or breathing equipment is totally dependent on what kind of pollution you need protection against. Simple disposable face masks will protect against particles only, and must be tight enough to provide a good seal against your face. 
Ear defenders
Always use ear defenders if there is risk for harmful noise. 
Also, ear defenders can be used to avoid tiring monotonous noise, even at low sound levels (e.g. working in a LAF-bench with more than 55 dB(A)).

Protection gloves
When you use gloves, remember that chemicals sooner or later will penetrate a protection glove. It can happen with no visible influence on the material, and may not be felt. A glove, giving good protection against one chemical, may be inadequate against another. Check with the manufacturer or the information sheet for the chemical you are going to work with. There are also good glove guides available
. Except when working with hazardous chemicals, gloves are necessary for work with for example
· Research animals
· Blood- och bloodpreparations
· Dirty work
NB! Remember that used gloves can be (are!) contaminated – never touch anything but what you are working with (NOT door or cabinet handles, telephone etc.). Take the gloves off as soon as you leave the workplace or take a break.  
Eye protection – visors
Use eye protection and a visor when working with fluids and solids with risk for splashing or flying particles. 
Work demanding special permission
For several tasks, authorities demand permission or notice. All such matter are handled by the University division of buildings. Examples are 

· Working with flammable compounds 

· Radiological work 

· Working with cancerogenic substances 

· Working with biological matter 
· Working with genetically modified organisms
· Working with genetically modified microorganisms
· Working with substances usable for manufacture of narkotics
Terraces
There is a roof terrace on building I, also benches and tables outside Olles Fik, and in several places outside the other BMC buildings.
UV

Working with unprotected ultraviolet light sources constitutes immediate risks for eye injury and burns on exposed skin. Always use protection screening and/or a suitable visor. Use adequate gloves and cover your wrists and arms. 
Vacuum-equipment
All glass equipment used with vacuum must be intended for this use, must be made of special glass for this purpose and must be carefully assembled. When working with vacuum equipment, adequate safety glasses must be worn. If possible, vacuum equipment should be protected by screening with perspex or metal net.  
Water quality
Water in the BMC is supplied in two different qualities, as normal drinking water, hot and cold, and as de-ionized purified water. The de-ionized water system has green taps, marked AVJ. 
In addition, most departments have local water purifiers (MilliQ) maintained by BMC Service. 
Your responsibilities when moving out of or within the BMC 
When you move out of or within the BMC, remove all your stuff. Only leave items belonging to the premises and BMC-owned common equipment. All waste, including chemical waste shall be removed or packed for removal by you.  
Thus, you must take care of:
· all equipment, not BMC-owned
· all periodicals and books, including those stored in the archives, unless you move within the BMC. 
· all papers, including those stored in the archives, unless you move within the BMC. 

· all chemicals – including those intended for destruction.
· all samples and solutions, including those in refrigerated rooms and freezers, unless you move within the same floor/building.
·  All samples in liquid nitrogen containers unless you move within the same floor/building.
· Low temperature freezers, - 80ºC, must be emptied unless you move within the same floor/building.

· CO2-incubators must be emptied unless you move within the same floor/building.
· Archives in the cellar or the attic must be emptied unless you move within the same building.
· Refrigerators and freezers belonging to the BMC, must be emptied, defrosted and cleaned
· Fume hoods must be emptied and cleaned. This is extra important if the fume hood has been used for radioactive or other hazardous work.
· That all hazardous waste boxes are sealed and signed, and put at the established place for removal
Keys must be returned to the BMC Reception. If they are not returned, your department/group will be debited for them. 

The prefect/head of group must give notice to BMC Service of who is responsible for the moving procedures. This is done in connection with the notice to terminate the contract. 
If the department/group for some reason cannot handle the above, a written assignment can be given to BMC Service for all or part of the tasks. Cost will of course be debited. 
Guest researchers and research students leaving the BMC have the same responsibilities. 

Re-use market
Equipment no longer needed can be sold or given away via the University re-use market. http://aterbrukstorget.bygg.lu.se/ 

Meeting points
There are three meeting points for persons evacuated from the BMC: one at Klinikgatan (for buildings B, C and D), one outside building A (for building A) and one outside the main entrance (for buildings F and H). 

In case of fire
In case of fire or risk for fire, explosion, gas leakage etc the fire brigade must be called - phone (0)112 and ask for the fire brigade.

Give clear information on:

Street address, building, floor
Building A: Sölvegatan 17
Buildings B, C and D: Klinikgatan 26-32
Buildings F, H and I: Sölvegatan 19
Alternative: BMC Gård

Your name and phone number
What has happened: fire, gas leakage etc.

Always meet the fire brigade to give them more information and show the way. 

Even if the automatic fire alarm has started, call the fire brigade to make sure that they have received the automatic alarm and to give more information of what has happened. 
Fire equipment
For fires with electrical equipment involved, use carbon dioxide extinguishers.  
For fires involving solvents, use carbon dioxide or foam. 
In some places there are fire hoses for water in the corridor. 
NB! DO NOT BLOCK fire equipment!

Putting out fires
For small fires, use the portable extinguishers. Fires in clothes are best managed with a felt, a clothes item or an emergency shower.
Never use a synthetic garment for putting out a fire. Do not try to remove clothes, sticking to the body of a burned person. 
Eyewash fountains
The function of the eyewash fountains shall be checked once a month. BMC Service makes two checks a year, also checking the temperature. The rest of the checks should be made by the lab staff. For eyewash fountains in the corridors, it is up to the heads of the research groups to issue routines for the monthly check. Every check must be noted in the log. In case of faults or problems, contact BMC Service, bmc.service@med.lu.se 

Check that 

· The water temperature is 20-30oC

· The two central water jets reach the same height
· The jets from the outer ring are even and have approximately the same height as the two central jets
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� �HYPERLINK "http://www.av.se/webbshop/pdfroot/H008.pdf"�arbetsmiljölagen� 


� �HYPERLINK "http://www.regeringen.se/sb/d/3770"�miljöbalken� 


� �HYPERLINK "http://www.lu.se/upload/LUPDF/Om_LU/Arbetsmiljopolicy.pdf"�arbetsmiljöpolicy LU� 


� �HYPERLINK "http://www.lu.se/upload/LUPDF/Om_LU/Miljo_och_hallbarhetsarbete_policy_061010.pdf"�miljöpolicy LU� 


� �HYPERLINK "http://www.lu.se/upload/LUPDF/Om_LU/Kris_katastrofplan.pdf"�kris och katastrofplan LU� 


� �HYPERLINK "http://www3.lu.se/pers/Arbetsmiljo_halsa/arbetsmiljopolicy_2007-2009.pdf"�arbetsmiljöpolicy MF� 


� �HYPERLINK "http://www.med.lu.se/content/download/7375/66826/file/Samordningsavtal%20mellan%20LU,%20UsiL%20och%20UMAS%20avseende%20skyddsarbetet.pdf"�samordningsavtal mellan USIL/UMAS/LU avseende skyddsarbetet � 


� �HYPERLINK "http://www5.lu.se/o.o.i.s/1677"�http://www5.lu.se/o.o.i.s/1677� 


� �HYPERLINK "mailto:bmcservice@med.lu.se"�bmcservice@med.lu.se� 


�  �HYPERLINK "http://www.bygg.lu.se/o.o.i.s/1168"�http://www.bygg.lu.se/o.o.i.s/1168� 


� �HYPERLINK "http://www.av.se/webbshop/pdfroot/ADI_534.pdf"�http://www.av.se/webbshop/pdfroot/ADI_534.pdf� 


� epost: �HYPERLINK "mailto:ros-mari.sandfalk@med.lu.se"�ros-mari.sandfalk@med.lu.se� 


� telefon: 2 32 80


� � HYPERLINK "http://www.av.se/lagochratt/afs/afs2000_04.aspx" �http://www.av.se/lagochratt/afs/afs2000_04.aspx�  


� �HYPERLINK "http://www.bygg.lu.se/o.o.i.s/1495"�http://www.bygg.lu.se/o.o.i.s/1495� 


� �HYPERLINK "http://www.ansellpro.com/specware/"�http://www.ansellpro.com/specware/� 


� � HYPERLINK "http://www.bygg.lu.se/o.o.i.s/1501" �http://www.bygg.lu.se/o.o.i.s/1501� 


� � HYPERLINK "http://www.medfak.lu.se/stralskydd/FrameSet1.html" �http://www.medfak.lu.se/stralskydd/FrameSet1.html� 


� �HYPERLINK "http://www.bygg.lu.se/o.o.i.s/1523"�http://www.bygg.lu.se/o.o.i.s/1523� 
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