
Working safe in the GIUB Laboratory 

General rules of conduct 

1. Eating, drinking and smoking is forbidden in the laboratory. 

2. Suitable clothing and a lab coat must be worn at all times while working in the laboratory and legs must 

be fully covered (long pants). 

3. Sturdy, closed-toe, footwear must be worn at all times in the laboratory. 

4. Safety goggles must be worn when working with hazardous substances in the laboratory. 

5. Disposable gloves must be always worn in the laboratory. 

6. The laboratory should be kept tidy and clean. Storing items not needed in the laboratory should be 

avoided (e.g., street clothes, books, and writing materials beyond the lab book). 

7. Pregnant workers should report their status to the Head of the Lab and the GIUB Safety Officer. 

Pregnant workers are legally entitled to wait three months, but the Risk Management Office at the 

University of Bern strongly recommends taking precautionary measures in the cLab as soon as they 

confirm their pregnancy. This is done through a personalized risk assessment conducted by an 

occupational physician that will evaluate the type of laboratory activities that pregnant workers can 

perform. 

8. Each lab user must be aware of the location and handling of fire extinguishers, eye showers, fire 

blankets, first aid kits and fire alarms. 

9. Before starting working, every lab user has to inform themself about the chemicals required (safety data 

sheet), the handling and the disposal of the chemical. 

10. Special care must be taken when working with hazardous materials. Chemicals with a not-known non-

hazardous nature are considered hazardous. All the work with toxic, harmful, corrosive, irritant, 

carcinogenic, mutagenic or otherwise harmful to humans gases, vapors and suspended solids must be 

performed in a fume hood. 

11. Flammable liquids shall not be stored or handled near an open fire. 

12. All vessels (i.e., tubes, flasks, beakers and bottles) containing chemicals must be carefully labeled (i.e., 

name, date and content). 

13. Waste solvents, acids, bases, toxic and environmentally harmful chemicals must be collected separately 

in designated containers for future disposal. Inorganic liquids, organic solvents and halogenated 

solvents are collected in white, yellow and blue canisters, respectively. Solid waste is collected in white 

boxes. Every canister/box must be labelled with the name of the substance and the concentration. Never 

mix chemicals. Contact lab personal if you are unsure about corrected disposal and check the waste 

disposal flowchart in the laboratory. 

14. Glass waste and other pointed or sharp waste must be disposed of immediately and collected in special, 

marked waste containers. 

15. Working with laboratory equipment is only allowed after the instruction and training with a qualified 

person. 

16. Centrifuges may only be used after thorough instruction by a qualified person, paying attention to exact 

balancing (according to weight and density distribution) and, in the case of glass centrifuge beakers, 

the use of adaptors provided for this purpose. 



17. The operation of compressed gas cylinders is only permitted after thorough instruction by a qualified 

person. Changing gas cylinders must always be done in pairs. 

18. Detaching or connecting tubes with glass should not be done with unprotected hands (wear suitable 

gloves). 

Every lab user must behave carefully and prudently in the laboratory to reduce the risk to people, 

property and experiments to a minimum. 

Rules for the GIUB cLab 

1. The opening hours of the laboratory must be observed. Those who need more time are asked to discuss 

this with the laboratory supervisor. A schedule must be submitted for long-term work. 

2. Dangerous work (compressed gas, vacuum, flammable/explosive/hazardous substances) must not be 

carried out by one person alone. If this is not possible in individual cases, measures for supervision must 

be taken (regular control rounds or messages, signal transmitters, etc). 

3. Cleanliness of all equipment, vessels and chemicals used is a prerequisite for any quantitative analysis. 

The laboratory workplace and used equipment must therefore be left tidy and cleaned. Lab benches 

must be wiped down with a damp cloth and ethanol. 

4. Vessels that are not cleaned in the laboratory dishwasher must be rinsed with distilled water after basic 

cleaning. Permanent marker’s ink on PE/PP vessels are to be removed with acetone/ethanol. Rinsed and 

already dry items are to be placed in the appropriate cabinets. 

5. Broken glass and other defects are to be reported to the laboratory management. Users are responsible 

for any damage. 

6. If unused sample material is to be stored for a short time, the laboratory supervisor must be asked for 

a suitable place for temporary storage. Sample containers are to be labeled with date and name. 

7. Chemical solutions can be stored in the refrigerator for a short time. It should be noted that volumetric 

flasks are not storage containers for this purpose. Bottles should be labeled with the chemical formula, 

concentration, date, and a name abbreviation should be written on the bottles for any questions. 

8. All chemicals and stock solutions should be returned to their designated place immediately after use. 

Substances taken in excess shall not be put back into the supply containers. 

9. If chemical stocks are used up, this must be reported to the laboratory supervisor. 

10. Residues of the sludge analysis and other substances smaller than 2 mm are to be put into the sink with 

sand separator or first put into a beaker in which the suspended solids settle. 

11. Solids larger than 2 mm as well as aggressive/toxic/environmentally hazardous substances must not be 

discharged into the drain under any circumstances. Please contact the laboratory supervisor for the 

removal of these substances. 

12. At the end of each day's work, all gas and water taps must be closed, the workplace must be tidied up 

and wiped down wet, and equipment must be returned to its place of installation. Windows and doors 

must be closed. 



Confirmation on lab safety instruction  

I confirm that I got a personal lab safety instruction and information about the safety facilities. I got the 

written document, read and understand it and will behave accordingly, while working in the GIUB lab. 

 

 

 

 

…………………………………….                                                          …………………………………………  

Place, Date                                                                                      Printed name 


