KISU Science Department
Safety Rules, Regulations & Procedures
This document was compiled using the School Chemistry Laboratory Safety Guide:  

Department of Health and Human Services 

Centre for Disease Control and Prevention

National Institute for Occupational Safety and Health
This safety report will address the following sections:
1. Laboratory safety equipment

2. Storage of chemicals

3. Teacher Responsibilities

4. Student Safety Rules

5. Procedure for Chemical Disposal

6. School Responsibilities

1. Laboratory safety equipment
· Each laboratory is equipped with a emergency fire-blanket and eye-wash station

· Each laboratory has it’s own fire-extinguisher mounted outside the laboratory door, that is up to date and in good working order

· Each laboratory has it’s own Fire Rack hose that is in good working order

· Each laboratory is equipped with a small first-aid kit

· The school nurse has further first-aid supplies to deal further with any injuries

· Special containers are available for all hazardous waste (see section 5)
· The Biology lab has fumehoods on each lab bench and there is a portable fumehood kept in the prep room for use as needed

· Safety goggles, lab coats, disposable rubber gloves are available as needed for experimental work

2. Storage of chemicals

· Chemicals and reagents are kept in their original or proper containers
· All containers or solutions are well labeled

· Hazardous and potentially dangerous chemicals not in use are kept in a secured lockers with limited access (the prepatory room located between the Physics and Chemistry laboratory)

· A binder is kept near the stored chemicals and reagents that contains all of the Material Safety Data Sheets for reference as needed

· Chemicals are organized first by compatibility (organic, non-organic etc) first and then alphabetically

· Acids are stored in a separate cabinet

· Volatile and odoriferous chemicals are stored in a  well-ventilated cabinet

· Flammables are stored in an appropriate flammable liquid storage cabinet

· The compressed propane gas supply for Bunsen burners is kept in 8 large cylinders. Each cage containing 4 cylinders is secured with a padlock for which the lab-technician has the key

· Gas supply for laboratories is turned off unless needed for experimental work

3. Teacher Responsibilities

· The teacher is aware of all the student safety rules and must post them in a obvious and clear location within the laboratory

· The teacher must make students aware of the consequences for breaking any of these rules:

· Minor offense – detention

· Major offense – suspension

· Repeated offense – suspension

· The teacher is aware of all their responsibilities outlined below (see section Teacher Responsibilities) and complies with these responsibilities
· The teacher should post the Common Safety Symbols in a obvious and clear location within the laboratory

· Any accidents in the laboratory are properly documented

4. Student Safety Rules

· There are comprehensive departmental rules regarding student conduct in the laboratory (refer below to Student Safety Rules)

· These rules are posted in all laboratories and explained in detail to students during a school wide assembly

· Students are aware of the consequences any misconduct and these consequences are approved and supported by the School management

5. Procedure for Chemical Disposal

· Toxic or corrosive materials (as indicated on Material Safety Data Sheet or container) are not to be poured down the drain and are to be disposed of in special containers located in the lab

· These containers will be disposed on in agreement with regional guidelines

· Waste containers are to be capped and stored away in a designated, secured area.

6. School Responsibilities

· Hold proper emergency evacuation drills

· Help to ensure that all equipment is regularly checked and kept in good condition

· Train staff in emergency and first-aid procedures

Teacher’s Responsibilities

Upkeep of Laboratory and Equipment
· Conduct regular inspections of safety and first aid equipment as often as requested by the administration. Record the inspection date and the inspector’s initials on the attached equipment inspection tag.

· Notify the administration in writing if a hazardous or possibly hazardous condition (e.g., malfunctioning safety equipment or chemical hazard) is identified in the laboratory and follow through on the status.

· Never use defective equipment.

Recordkeeping
· Keep organized records on safety training of staff for as long as required by the school system.

· Keep records of all laboratory incidents for as long as required by the school system.

Safety and Emergency Procedures 
· Educate students on the location and use of all safety and emergency equipment prior to laboratory activity.

· Identify safety procedures to follow in the event of an emergency/accident.

· Provide students with verbal and written safety procedures to follow in the event of an emergency/accident.

· Know the location of and how to use the cut-off switches and valves for the water, gas, and electricity in the laboratory. 
· Know the location of and how to use all safety and emergency equipment (i.e., eyewash, first-aid kit, fire blanket, and fire extinguishers).

· Keep a list of emergency phone numbers near the phone.

· Conduct appropriate safety and evacuation drills on a regular basis.

· Explain in detail to students the consequences of violating safety rules and procedures.

Maintenance of Chemicals
· Perform regular inventory inspections of chemicals.

· Update the chemical inventory at least annually, or as requested by the administration.

· Provide a copy of the chemical inventory to the local emergency respond​ers (i.e., fire department).

· Do not store food and drink with any chemicals.

· If possible, keep all chemicals in their original containers.

· Make sure all chemicals and reagents are labelled.

· Do not store chemicals on the lab bench, on the floor, or in the laboratory chemical hood.

· Ensure chemicals not in use are stored in a locked facility with limited access.

· Know the storage, handling, and disposal requirements for each chemical used.

· Make certain chemicals are disposed of properly. Consult the label and the Material Safety Data Sheet for disposal information and always follow appropriate chemical disposal regulations.

Preparing for Laboratory Activities
· Before each activity in the laboratory, weigh the potential risk factors against the educational value.

· Have an understanding of all the potential hazards of the materials, the process, and the equipment involved in every laboratory activity.

· Inspect all equipment/apparatus in the laboratory before use.

· Before entering the laboratory, instruct students on all laboratory proce​dures that will be conducted.

· Discuss all safety concerns and potential hazards related to the laboratory work that students will be performing before starting the work. Docu​ment in lesson plan book. 
Ensuring Appropriate Laboratory Conduct
· Be a model for good safety conduct for students to follow.

· Make sure students are wearing the appropriate personal protective equipment (i.e., chemical splash goggles, laboratory aprons or coats, and gloves).

· Enforce all safety rules and procedures at all times.

· Never leave students unsupervised in the laboratory.

· Never allow unauthorized visitors to enter the laboratory.

· Never allow students to take chemicals out of the laboratory.

· Never permit smoking, food, beverages, or gum in the laboratory.
SAFETY RULES FOR STUDENTS

Conduct

· Do not engage in practical jokes or boisterous conduct in the laboratory.

· Never run in the laboratory.

· The use of personal audio or video equipment is prohibited in the laboratory.

· The performance of unauthorized experiments is strictly forbidden.

· Do not sit on laboratory benches.

General Work Procedure
· Know emergency procedures.

· Never work in the laboratory without the supervision of a teacher.

· Always perform the experiments or work precisely as directed by the teacher.

· Immediately report any spills, accidents, or injuries to a teacher.

· Never leave experiments while in progress.

· Never attempt to catch a falling object.

· Be careful when handling hot glassware and apparatus in the laboratory. Hot glassware looks just like cold glassware.

· Never point the open end of a test tube containing a substance at yourself or others.

· Never fill a pipette using mouth suction. Always use a pipetting device.

· Make sure no flammable solvents are in the surrounding area when light​ing a flame.

· Do not leave lit Bunsen burners unattended.

· Turn off all heating apparatus, gas valves, and water faucets when not in use.

· Do not remove any equipment or chemicals from the laboratory. 
· Coats, bags, and other personal items must be stored in designated areas, not on the bench tops or in the aisle ways.

· Notify your teacher of any sensitivities that you may have to particular chemicals if known.

· Keep the floor clear of all objects (e.g., ice, small objects, spilled liquids).

Housekeeping
· Keep work area neat and free of any unnecessary objects.

· Thoroughly clean your laboratory work space at the end of the laboratory session.

· Do not block the sink drains with debris.

· Never block access to exits or emergency equipment.

· Inspect all equipment for damage (cracks, defects, etc.) prior to use; do not use damaged equipment.

· Never pour chemical waste into the sink drains or wastebaskets.

· Place chemical waste in appropriately labelled waste containers.

· Properly dispose of broken glassware and other sharp objects (e.g., syringe needles) immediately in designated containers.

· Properly dispose of weigh boats, gloves, filter paper, and paper towels in the laboratory.

Apparel in the Laboratory
· Always wear appropriate eye protection (i.e., chemical splash goggles) in the laboratory.

· Wear disposable gloves, as provided in the laboratory, when handling haz​ardous materials. Remove the gloves before exiting the laboratory.

· Wear a full-length, long-sleeved laboratory coat or chemical-resistant apron.

· Wear shoes that adequately cover the whole foot; low-heeled shoes with non-slip soles are preferable. Do not wear sandals, open-toed shoes, open-backed shoes, or high-heeled shoes in the laboratory.

· Avoid wearing shirts exposing the torso, shorts, or short skirts; long pants that completely cover the legs are preferable.

· Secure long hair and loose clothing (especially loose long sleeves, neck ties, or scarves).

· Remove jewelry (especially dangling jewelry). 
· Synthetic finger nails are not recommended in the laboratory; they are made of extremely flammable polymers which can burn to completion and are not easily extinguished.

Hygiene Practices
· Keep your hands away from your face, eyes, mouth, and body while using chemicals.

· Food and drink, open or closed, should never be brought into the labora​tory or chemical storage area.

· Never use laboratory glassware for eating or drinking purposes.

· Do not apply cosmetics while in the laboratory or storage area.

· Wash hands after removing gloves, and before leaving the laboratory.

· Remove any protective equipment (i.e., gloves, lab coat or apron, chemical splash goggles) before leaving the laboratory.

Emergency Procedure
· Know the location of all the exits in the laboratory and building.

· Know the location of the emergency phone.

· Know the location of and know how to operate the following:

· Fire extinguishers

· Fire blankets

· Eye washes

· First-aid kits

· In case of an emergency or accident, follow the established emergency plan as explained by the teacher and evacuate the building via the nearest exit.

Chemical Handling
· Check the label to verify it is the correct substance before using it.

· Wear appropriate chemical resistant gloves before handling chemicals. Gloves are not universally protective against all chemicals.

· If you transfer chemicals from their original containers, label chemical con​tainers as to the contents, concentration, hazard, date, and your initials. 
· Always use a spatula or scoopula to remove a solid reagent from a con​tainer.

· Do not directly touch any chemical with your hands.

· Never use a metal spatula when working with peroxides. Metals will de​compose explosively with peroxides. 

· Hold containers away from the body when transferring a chemical or so​lution from one container to another.

· Use a hot water bath to heat flammable liquids. Never heat directly with a flame.

· Add concentrated acid to water slowly. Never add water to a concentrated acid.

· Weigh out or remove only the amount of chemical you will need. Do not return the excess to its original container, but properly dispose of it in the appropriate waste container.

· Never touch, taste, or smell any reagents.

· Never place the container directly under your nose and inhale the vapours.

· Never mix or use chemicals not called for in the laboratory exercise.

· Use the laboratory chemical hood, if available, when there is a possibility of release of toxic chemical vapours, dust, or gases. When using a hood, the sash opening should be kept at a minimum to protect the user and to ensure efficient operation of the hood. Keep your head and body outside of the hood face. Chemicals and equipment should be placed at least six inches within the hood to ensure proper air flow.

· Clean up all spills properly and promptly as instructed by the teacher.

· Dispose of chemicals as instructed by the teacher.

· When transporting chemicals (especially 250 mL or more), place the im​mediate container in a secondary container or bucket (rubber, metal or plastic) designed to be carried and large enough to hold the entire con​tents of the chemical.

· Never handle bottles that are wet or too heavy for you.

· Use equipment (glassware, Bunsen burner, etc.) in the correct way, as in​dicated by the teacher.
