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UCLA Laboratory Safety Manual

Introduction

Laboratory safety is an integral part of laboratory research and is critical to achieving
the University’s goal expressed in UCLA Policy 811
(http://www.adminpolicies.ucla.edu/app/Default.aspx?&id=811) of preventing workplace
injuries and illnesses, environmental incidents and property losses or damage. It is also
essential in complying with all applicable health, safety and environmental protection
laws, regulations and requirements, including the Title 8, California Code of Regulations
(CCR) Section 5191 (http://www.dir.ca.gov/title8/5191.html).

The risks associated with laboratory research are greatly reduced or eliminated when
proper precautions and practices are observed in the laboratory. To better manage and
mitigate these risks, UCLA has developed this Laboratory Safety Manual. The manual is
intended to be the cornerstone of your safety program and is designed to aid faculty,
staff and students in maintaining a safe environment to teach and conduct research.

Each laboratory using hazardous materials is required to have a copy of this manual
readily available to all laboratory personnel. Each laboratory worker must be familiar
with the contents of the manual and the procedures for obtaining additional safety
information needed to perform their duties safely.

Laboratory Safety Manual Sections

This Laboratory Safety Manual is comprised of the following sections .

1. Injury and lliness Prevention Plan — Department specific procedures for injury
prevention, communication and training requirements

Chemical Hygiene Plan

Laboratory Specific Standard Operating Procedures

Training Records

Inspection Records

Laboratory Hazard Assessment Tool (LHAT)

Resources — Additional laboratory and EH&S resources

Notes — Section for additional materials and information related to your specific
laboratory

ONOOAWN

This manual includes information on safe laboratory practices, the use of personal
protective equipment, emergency procedures, use and storage of chemicals, and the
proper methods of waste disposal. It also covers hazard communication and incident

“ Each laboratory must provide supplemental laboratory-specific documents, as needed.
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response. This information is intended to be a resource and to help laboratory
personnel minimize hazards.

In view of the wide variety of chemical products handled in laboratories, it should not be
assumed that the precautions and requirements stated in this manual are all-inclusive.
Faculty, researchers and students are expected to learn about the hazards of chemical
products before handling them. Principal Investigators (PIs) and Laboratory Supervisors
should include supplemental information pertinent to their specific areas in this manual.

Laboratory operations that utilize radioactive materials or radiation producing machines,
biological hazards, laser operations, or shop activities must to follow additional
guidelines outlined in hazard-specific UCLA manuals (e.g., Biosafety Manual, Radiation
Safety Manual, Laser Safety Manual, etc.).

1. Injury and lliness Prevention Plan

The development and implementation of laboratory specific Injury and lliness
Prevention Plan is a key step in strengthening the safety culture in laboratories. The
UCLA Injury and lliness Prevention Plan (IIPP) is a guide that is available to assist
Pls/Laboratory Supervisors to develop laboratory specific safety programs for
employees. Mandated by California law, an IIPP provides a framework for laboratories
to provide their employees with equipment and information necessary to work safely
within their specific work environments. It assigns responsibility for safety to specific
individuals and outlines procedures to assure compliance with safety procedures. This
safety program must address identification, communication, and correction of hazards,
as well as accident investigations, training and recordkeeping. A well-integrated IIPP
provides the information required to monitor activities and resources to reduce the risk
of workplace injury and illness to maintain a safe work environment.

Title 8, of the California Code of Regulations (CCR), requires every California employer
to have an effective written 1IPP in accord with CCR Section 3203 of the General
Industry Safety Orders. The Laboratory Safety Manual includes a brief section providing
the purpose and components of the IIPP. Procedures related to “assignment of
responsibilities,” “hazard identification,” “hazard mitigation,” “incident reporting,” and

“training” are included in the various sections of the Laboratory Safety Manual.

2. Chemical Hygiene Plan

The Chemical Hygiene Plan (CHP) establishes a formal written program for protecting
laboratory personnel against adverse health and safety hazards associated with
exposure to potentially hazardous chemicals and must be made available to all
employees working with hazardous chemicals as required in Title 8, California Code of
Regulations (CCR), Section 5191 (Occupational Exposures to Hazardous Chemicals in
Laboratories). The CHP describes the proper use, handling practices and procedures
to be followed by faculty, staff, students, visiting scholars, and all other personnel
working with potentially hazardous chemicals in laboratory settings.
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3. Laboratory Specific Standard Operating Procedures

Standard Operating Procedures (SOPs) are written instructions that detail the steps that
will be performed during a given experimental procedure and include information about
potential hazards and how these hazards will be mitigated. SOPs should be written by
laboratory personnel who are most knowledgeable and involved with the experimental
process. The development and implementation of SOPs is a core component of
promoting a strong safety culture in the laboratory and helps ensure a safe work
environment. Pls/Laboratory Supervisors are required to develop and implement
laboratory-specific SOPs for certain hazardous chemicals and “particularly hazardous
substances” (PHS) that are used in their laboratories. These SOPs must be submitted
and reviewed by the Department Safety Committee prior to implementation. For certain
hazardous chemicals, PHS, or specialized practices, consideration must be given to
whether additional consultation with safety professionals is warranted or required.
Circumstances requiring prior approval from the Pl/Laboratory Supervisor must also be
addressed in laboratory-specific SOPs. The Chemical Hygiene Plan (see Chapter 4
and Appendix D) provides more detailed information on SOPs. SOPs should be kept in
the Laboratory Safety Manual under the appropriate tab.

4. Safety Training Records

Effective training is a critical component to facilitating a safe environment and for the
prevention of laboratory accidents. All employees must be trained in general safe work
practices and be given specific instructions on hazards unique to their job assignment.
Meeting safety training requirements is a cooperative effort between departments,
Principal Investigators and Laboratory Supervisors, laboratory staff and EH&S.

An effective health and safety training program must include appropriate oversight,
proper recordkeeping, instruction on the proper use of PPE (e.g., eye protection, gloves,
laboratory coats, respirators, etc.), and extensive outreach. Accurate recordkeeping of
training activities demonstrates a commitment to the safety and health of the UCLA
community, integrity of research and protection of the environment. EH&S is
responsible for maintaining records of training conducted by EH&S staff members.
Departments or laboratories are required to document and maintain record of all health
and safety training, including safety meetings, one-on-one training, and classroom and
online training. Safety training records should be kept in the Laboratory Safety Manual
under the appropriate tab, including records of EH&S conducted sessions.

5. Laboratory Inspection Records

EH&S has instituted a laboratory inspection program for all laboratories in the science,
engineering and technology areas. Laboratories are currently inspected on an annual
basis by EH&S Safety Specialists to ensure compliance with federal, state and
university requirements. Most of the standards are contained in Title 8 of the California
Code of Regulations (CCR), General Industry Safety Orders (including sections 3380-
3385 on Personal Protective Devices), Title 19, State Fire Marshal, and in Title 40 of the
Environmental Protection Agency, Code of Federal Regulations. EH&S Safety
Specialists conduct inspections, issue reports, conduct re-inspections when deficiencies
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are noted, and provide training and coaching on safety and compliance in laboratories.
Strong compliance is a critical part of an effective safety program. Laboratory
inspection reports should be kept in the Laboratory Safety Manual under the appropriate
tab.

6. Laboratory Hazard Assessment Tool

The Laboratory Hazard Assessment Tool (LHAT) helps to categorize laboratories
according to risk based on the types of hazards present in the laboratory. The LHAT
identifies laboratory activities involving chemical and other types of hazards and
specifies the proper PPE that should be used by laboratory personnel to protect
themselves against these hazards. Once the appropriate PPE is identified, the
laboratory must provide the required PPE to laboratory personnel and conduct and
document training for laboratory staff on the proper use of the PPE. Laboratories are
required to provide information to EH&S concerning the laboratory location, identify the
Pl/Laboratory Supervisor and the Laboratory Safety Coordinator, and certify that the
assessment and training were completed. The LHAT must be completed at least
annually and updated whenever hazards in the laboratory change. The laboratory’s
most recent LHAT should be kept in the Laboratory Safety Manual under the
appropriate tab.

How to Use this Laboratory Safety Manual

Principal Investigators/Laboratory Supervisors

1. Insert your department’s Injury and Iliness Prevention Plan (IIPP) behind the
appropriate tab. Familiarize yourself with your department contacts and any
special communication channels.

2. Review the Chemical Hygiene Plan (CHP):

e Specifically review your responsibilities on pages 1 — 4

e Review Chapter 7: Training

e Review Appendices D, J and K. These are resources to help you develop and
document laboratory specific Standard Operating Procedures (SOPs) and
training

3. Insert your laboratory-specific SOPs behind the appropriate tab.

4. Insert laboratory-specific and all required training documentation behind the
appropriate tab.

5. Insert your laboratory’s inspection reports behind the appropriate tab.

6. Insert a copy of your current Laboratory Hazard Assessment Tool (LHAT). If it
has been over 12 months since your LHAT has been updated, go to
http://Ism.ehs.ucla.edu/Ehsaweb/EHSAWebISAPI.dI/EXEC to make necessary
changes and print a new copy.

7. Review any new information with your laboratory workers.
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Laboratory Personnel

1. Review your department’s Injury and lliness Prevention Plan. Familiarize yourself
with your department contacts, how to report a hazard in your laboratory and how
to report injuries.

2. Review the Chemical Hygiene Plan:

e Specifically your responsibilities listed on pages 1 — 4

e Review Chapter 2 to refresh your knowledge on how to identify hazardous
chemicals

¢ Review Chapter 4 to understand how to reduce your potential for exposure to
hazardous chemicals (engineering controls, administrative controls and
personal protective equipment)

e Review Chapter 10 with your PI to ensure you know what to do to prepare for
and respond to an emergency

3. Review PPE requirements with your Pl and ensure you know how to acquire
additional or replacement PPE.

4. Review the laboratory-specific SOPs with your Pl and document your training. All
training, whether formal or on-the-job, should be documented and placed behind
the appropriate tab.

5. Ask for clarification if there are any questions related to your laboratory work
before you begin a new task.

Questions?

For further information on this Laboratory Safety Manual or on any health and safety
related topics, please contact the EH&S Hotline at 310-825-9797.

got safety concerns ?

FH&S HOTLINE 310-825-9797 “:
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Environment, Health
& Safety 0O

GUIDE TO SERVICES

The Office of Environment, Health and Safety (EH&S) is committed to promoting a safe and healthful
environment for research, instruction and the campus community through the programs listed below.

Research Safety

Biosafety biosafety@ehs.ucla.edu
Helps laboratory personnel work safely with all types
of biohazards. Establishes and reviews protocols

for operations involving infectious agents capable of

transmitting pathogens.

Laboratory Safety laboratorysafety@ehs.ucla.edu
Provides training, information and inspections

to foster safe and legal lab practices to protect
personnel against chemical and physical hazards.

Laser Safety lasersafety@ehs.ucla.edu
Provides training and assists personnel in the
safe use of lasers. Monitors laser hazards.

Radiation Safety radiationsafety@ehs.ucla.edu
Provides radiation safety training, exposure
monitoring, and environmental monitoring. Manages
radioactive waste disposal program. Provides
support for campus research using radioactive
materials and radiation machines.

Injury Prevention

Injury & lliness

Prevention injuryprevention@ehs.ucla.edu
Coordinates development and implementation of
departmental Injury and lliness Prevention Programs
and Safety Committees.

Shop Safety injuryprevention@ehs.ucla.edu
Fosters a safe work environment for campus
employees working in shops by providing training,
inspections and consultation.

Ergonomics ergonomics@ehs.ucla.edu
Prevents injuries from repetition, awkward posture
and lifting, with a goal of f tting work to workers

to make jobs safer, more comfortable and more

eff cient.

Fire & Life Safety
f resafety@ehs.ucla.edu

Prevents and reduces the loss of life and property
from fres. Approves building and renovation plans to
ensure compliance with fre and life safety codes.

Environmental Programs

Environmental Health

envhealth@ehs.ucla.edu
Oversees the community health and sanitation
programs, including food safety, drinking water
quality, integrated pest management, and pool
sanitation.

Environmental

Programs envprgms@ehs.ucla.edu
Manages compliance with campus air, industrial
waste water, and storm water permits. Oversees
tank inspection programs and environmental
remediation activities.

Industrial Hygiene indhyg@ehs.ucla.edu
Consults on and investigates occupational
exposures, illnesses, and indoor air quality.
Provides respirator ft testing & training, manages
MSDS library, and provides hazard communication
guidance.

Asbestos / Lead (Pb) indhyg@ehs.ucla.edu
Inspects for the presence of asbestos, lead and
mold in building materials. Oversees safe removal
of hazardous materials during renovations and
construction. Trains campus personnel on
minimizing hazardous exposures to asbestos, lead
and mold.

‘Hazardous Waste
hazardousmaterials@ehs.ucla.edu

Manages the proper disposal of all hazardous
waste generated on campus. Provides routine
waste pick-ups in all research buildings. Trains staff
who handle hazardous waste.

Training & Outreach

training@ehs.ucla.edu

Assists campus to meet regulatory training
requirements in health and safety practices and
workplace hazards by providing instructor-led
classes, online modules, videos, publications, and
internet resources to employees.
General Information: (310) 825-5689
EH&S Hotline: 310-825-9797
www.ehs.ucla.edu

Common\Outreach\Orientation Materials.2010
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s EH&S Facts

Laboratory Safety Orientation

The Pl/Laboratory Supervisor has responsibility for the health and safety of all laboratory personnel working in their
laboratory. Use this fact sheet to orient new laboratory employees to expectations, hazards and safety requirements
in the laboratory. This orientation should occur before the employee is allowed to work in the laboratory.

Outline expectations by reviewing Laboratory Duties and Responsibilities. Communication of expectations from
day one sets the stage for individuals to take responsibility for their own safety and the safety of their laboratory
colleagues. The list below highlights key points:

v" Follow oral and written safety prior approval, if required) v Keep work area safe and
rules, regulations and standard v Report all emergencies, injuries, uncluttered
operating procedures required near misses or safety concerns  v* Avoid working alone in the

v" Consult with Pl/Laboratory to the Pl/Laboratory Supervisor laboratory whenever possible
Supervisor before using v In the event of an emergency, v Absolutely no food, drink, or
highly hazardous materials call 911 and the EH&S Hotline at smoking is permitted in the
or conducting higher risk (310)825-9797 laboratory at any time

experimental procedures; obtain

Laboratory Safety Introduce laboratory-specific requirements, such as:

Inspection Process

Environment, Health
&Safety 300

v Procedures for handling, storing, segregating and packaging
hazardous waste

v Use of fume hoods, biosafety cabinets, other local ventilation devices
and engineering controls
v Requirements for proper chemical labeling

v" Location and type of biological, radiological or other hazards (e.qg.
lasers, liquid nitrogen, sharps, particularly hazardous substances)

v" Information on and location of Hazard Placards and safety information

Communicate the importance of regular laboratory self-inspections:

v" Initiate regular self-inspections to increase safety in the laboratory
v EH&S inspects all labs on campus at least annually

v" Use the Laboratory Safety Checklist as a guide when conducting
self-inspections

Nows and Notes'
Laboratory Duties and Responsibilities
o oringin e

Be familiar with the contents and know the location of the following C
safety manuals, documents and other resources, as applicable: s

v Injury and lliness Prevention v' Shop Safety Manual e
Plan (IIPP) v Material Safety Data Sheets “ ! T

v Lab Safety Manual v EH&S Fact Sheets

v’ Chemical Hygiene Plan v Lab Safety Videos SRt

v Biosafety Manual v Laboratory Specific Standard

v’ Radiation Safety Manual Operating Procedures

v’ Laser Safety Manual v" Laboratory Chemical Inventory

09/2010 www.ehs.ucla.edu (Over)
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http://preview.ais.ucla.edu/go/1004476
http://ehs.ucla.edu/Pub/RES_Lab%20Duties_and_Respon.pdf
http://ehs.ucla.edu/Pub/Lab%20Safety%20Inspection%20Checklist.pdf
http://www.ehs.ucla.edu

All personnel must be properly trained before beginning their work,
when given new assignments, or when new hazards are introduced:

v Review the Safety Training Matrix to determine training

requirements for anyone working in a UCLA laboratory
v Conduct lab specific training required based on hazardous materials

present or procedures used

v See the EH&S Online Training Center for modules to support lab

specific training

v Maintain annual requirements for laboratory safety training

v" Obtain training records through EH&S Training (classroom training
records) and the EH&S Online Training Center (online training

records)

PPE is required for all persons in the laboratory and can be determined by using the resources below.

v" Review UCLA Policy 905: Research Laboratory Personal Safety and Protective Equipment

v Discuss Laboratory Hazard Assessment Tool

v Understand the capabilities and limitations of PPE

Review the location and use of these emergency response procedures, supplies and equipment:

IN CASE OF SERIOUS INJURY
AT WORK!

INIVIEDIATELY.
CALL
911 NOTIEYAVOUR
SURERVISOR:
[E]U]
L D
OR GET: YOUR:
EIRST AID
PERSONNEL
DERARTIVENT

QUESTIONS? O

CALL EH&S AT 310-825-5689 HEALTH & SARTY
www.ehs.ucla.edu .5‘ & &\

v' Campus Emergency Response Plan

v" Evacuation assembly points, fire extinguisher(s), emergency
exits, first aid kit and nearest phone

v Eyewash stations and safety showers

v" Chemical spill kit and protocol

v" Importance of reporting every incidents, accidents and unsafe
conditions to a supervisor

For life-threatening emergencies or fire, call from any

UCLA phone line 2l

For life-threatening emergencies or fire, call from cell

phones (310) 825-1491

For Serious Injury, call the EH&S Hotline (310 825-9797

For medical treatment, go to the Occupational Health

Facility, Mon - Fri, 7 a.m. to 4 p.m., CHS 67-120 STy e

Medical emergency or after hours/on weekends, go to the

Ronald Reagan UCLA Medical Center, enter on Gayley (Sl Al

Know who to contact and how to obtain health and safety information:

v" Laboratory Safety Contacts
 Pl/Laboratory Supervisor
» Safety Coordinator

v' Guide to EH&S Services (list of EH&S Contacts)
v EH&S Hotline (310) 825-9797



http://map.ais.ucla.edu/portal/site/UCLA/menuitem.789d0eb6c76e7ef0d66b02ddf848344a/?vgnextoid=ab87f81e11064110VgnVCM100000dcd76180RCRD
http://ehs.ucla.edu/Pub/Lab%20Training%20Matrix.pdf
http://www.training.ucla.edu/ehs/
http://www.training.ucla.edu/ehs/
http://www.training.ucla.edu/ehs/
http://ehs.ucla.edu/Pub/Lab%20Training%20Matrix.pdf
http://map.ais.ucla.edu/portal/site/UCLA/menuitem.789d0eb6c76e7ef0d66b02ddf848344a/?vgnextoid=8594c80360dc9210VgnVCM100000e1d76180RCRD
http://www.adminpolicies.ucla.edu/pdf/905.pdf
http://149.142.19.55/Ehsaweb/EHSAWebISAPI.dll/EXEC
http://ehs.ucla.edu/Pub/IPD_EHS%20123%20Poster.pdf
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