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PREFACE 

 

This booklet contains basic rules relevant to students, staff and guests working in our 

laboratories and workshops or in the field. 

 

Considering function, safety, instrumentation, and maintenance as well as economy in 

working operations, EVERYONE working / making analyses in the laboratories / 

workshops must follow some simple rules. 

 

The teacher (associate professor, technician or engineer) is responsible for informing 

the students/guests/employee about general and specific safety rules and data, as well 

as insurance and liability. For safety reasons, it is important that laboratory technicians 

/ engineers having the expertise and experience are directly involved in the users 

work. 

 

If the rules are not observed, or in case of gross irresponsibility, a person may 

ultimately be expelled from the work. 

 

Therefore, 

• Read and keep this booklet! 

• Understand and live by the rules! 

 

If in doubt, you better ask one time too many than one too little. 

 

 

Thomas Ulrich, daily work environment leader 

(on behalf of the Work environment committee at the Department of Geoscience) 
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Access to laboratories and workshops 

 All users must see the lab manager (Charlotte Rasmussen) for basic safety 

introduction. This includes information about evacuation procedures, safety 

equipment, policies specific to Geoscience and other vital information on how to 

conduct yourself when working. 

 All doors are normally locked and access to the buildings requires key card. 

 Leaving the building when the door is locked:   

Use the white button ”UDTRYK” – never use the green locks (they are for 

emergency situations only!) 

Alarm: 

 If the alarm is activated (unintendedly?) outside normal working hours, you have to 

contact ST-BYG to cancel it - see notices with contact information around the 

buildings.  

Note: False alarms are costly! 

 

Waste handling 

 You must learn how to dispose of the waste you produce – typically, electronics, 

batteries, glass, soil/rock, paper or chemical residues: 

o Electronic waste: Use the bin at the car elevator (1674, basement). 

o Batteries: Use the station at the elevator in front of the workshops (1674, 1st 

floor). 

o Glass waste: All glass must be cleaned thoroughly. Kitchen-glass ware is 

discarded into the yellow bin at the car elevator (1674, basement). Glass 

from laboratories is discarded using the normal waste system: Pack the 

glassware gently into kitchen towel and put it into a cardboard box, then 

dump the box in the container in the parking lot.  

o Soil, rocks and sediments (and all remains from the sand traps):  

Use the specially marked container at the car elevator (1674, basement). 

Note: To be filled only ¾! Then call ST-BYG for handling. No metal, paper, 

plastic or other materials allowed in this container! 

o Cardboard and paper: Use special container at the car elevator (1674, 

basement). If confidential documents, use the closed container. Call ST-

BYG when full.  

o Material from non-EU countries: Note that special procedures apply for 

handling: Waste must be warmed to at least 500 degrees Celsius or use and 

autoclave to neutralize biological remnants. 

 Check all glassware and pipettes for chips, cracks or “stars” before use.  

Some of it can (and must) be repaired and should not be discarded. Ask the lab. 

technician in each case. 
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Special procedures for discarding chemical waste:  

 Always follow the instructions for proper handling of each chemical.  

 If in doubt, contact Birte Eriksen: 51 44 49 55 / birte.eriksen@geo.au.dk, who is 

responsible for chemical waste. 
 

 

Emergency situations 

Fire, burglary, injuries  

 Call 112  -  

(0 112) if calling from an AU landline). 

 Follow the guidelines for emergency procedures (see notices around the buildings). 

 AU internal warning: Tel. 87 15 16 17. 

 Always contact your own doctor. Outside normal hours call the medical helpline: 

70 11 31 31. 

 In case of chemical injuries, call 82 12 12 12 (hotline for guidance – around the 

clock).  

 

Fire blanket:  

If no water available, use fire blankets or other cloth material (i.e. a lab coat) to 

extinguish fires on a person:  

 Get the person to lie down (to avoid flames reaching his/her head. Flames go up).  

 Pat on the blanket from head down to the legs.  

 Remove the blanket immediately when the fire is out. Otherwise the heat cannot 

get away, and the damage may worsen. 

Carbon dioxide extinguisher:  

 Can be used at fires in solvents, oil, technical appliances and electrical 

installations – NEVER against people!  

 

 

NB:  

 Putting water in water-repellent liquids will spread the fire and may cause 

explosions.  

 Mind the risk of suffocation in rooms without ventilation.  

 All accidents (also small ones) must be reported to the local health and safety 

organization. 

 

 

Water damages, broken windows etc.  

 Contact the local technical manager (contact information, see notices around the 

buildings). 

 

mailto:birte.eriksen@geo.au.dk
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The Work environment organization 

 

http://geo.medarbejdere.au.dk/ansaettelsesforhold/arbejdsmiljoe/  

 

 Daily work environment 

leader and head of the 

LAMU committee 

Charlotte Rasmussen 

VIP and offices AML Thomas Lund Hansen 

AMR Gülnur Dogan 

Workshops and 

field work 

AML Per L Trinhammer 

AMR - 

Laboratories AML Charlotte Rasmussen 

AMR1 Birte Eriksen 

AMR2 Rikke Brok Jensen 

 

Action plans resulting from physical and psychological workplace assessments 

(Danish) are available from the Geoscience staff website. Minutes from Meetings in 

the Local Occupational Health and Safety Committee (LAMU) can be acquired at the 

head of the committee.  
 

Work outside normal working hours 

If you work outside normal working hours (week days normally 8-16), be aware of the 

following rules:  

 Refer to the “Working alone” policy at Geoscience. 

 You are NOT allowed to do any experimental and risky work.   

 If you work with non-risky projects, be sure that at least one person outside the 

house is informed.  

 If the ventilation system is off (local exhaust ventilation or fume hoods):  

Ask a technician whether working in a specific room outside normal working hours 

is allowed. 

 

 

Work Clothes and Protection 

Work clothes 

 Always wear a buttoned lab coat or a plastic apron in the laboratory. Lab coats can 

be borrowed from the lab staff.  

 Always take off lab coats and aprons when leaving the laboratory.  

 Dirty lab coats should be sent for wash together with other laundry. 

 

 

http://geo.medarbejdere.au.dk/ansaettelsesforhold/arbejdsmiljoe/
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Personal Protective Equipment 

 Before starting a job: Keep yourself informed about which protective equipment is 

necessary for your situation.  

The technician will show you where the protective equipment and tools are stored and 

will help you choose gloves, helmets, safety goggles, safety shoes, ear muffs, vests, 

face shield and dust masks. 

Gloves 

 Use gloves when needed and choose the correct type. Gloves are produced for 

various purposes and with different break-through times.  

 If wearing gloves, you must not touch equipment, door handles etc. used by other 

people without gloves.  

Safety goggles 

 Required if you or other persons working nearby do work requiring goggles.  

Always pay attention to work carried out near you.  

 

 

Instructions/safety data sheets 

Any analysis requires prior evaluation of safety issues:  

 Read the work instructions (APB) and safety data sheets (SDS or MSDS) for all 

chemicals, reagents etc. 

 Especially notice the warning symbols and the H- and P-sentences.  

 Use also KIROS www.kiros.chem.au.dk or any other internet database. 

 

 

Computers 

For computers attached to analyzing equipment (in laboratory or field), mind the 

following: 

 To have the password, contact the technician or instructor.  

 Do not change software settings or configuration of a computer. 

 Do not install or uninstall software on a computer. 

 Never move cables around on a computer: Some port settings are dedicated to 

analytical equipment and may not be changed, this applies when using USB. 

 Remove your personal data files from the laboratory computers immediately after 

use. If left, your files will be cleared without warning in connection with regular 

maintenance. 

 

 

 

http://www.kiros.chem.au.dk/
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Evacuation 

Everyone must know the university evacuation procedure and be able to act 

accordingly: 

http://medarbejdere.au.dk/fileadmin/www.arbejdsmiljo.au.dk/evakuering/publikatione

r/125961_AU_evakueringsfolder_UK_270510.pdf  

 

Errors, consumables, shortage, loans 

Contact a technician immediately, if you  

 experience errors on any instrument, regardless of the situation 

 borrow equipment or use the last unit of chemicals etc. 

 If you want to purchase chemicals, gas or glass-/plastware: Ask in advance, some 

consumables have long delivery time! 

 

Field work 

Student supervisors/instructors must contribute to and ensure a sound work 

environment during field work. 

Before you leave, REMEMBER the following: 

 Bring the workplace safety instruction. 

 Refer to the “Working alone” policy at Geoscience. 

 If necessary, obtain permission to visit the area. Documentation may be needed. 

 Bring all necessary safety equipment and be sure it works.  

 Always bring a fully charged mobile phone.  

 Bring personal equipment needed for the current project -  

e.g. first aid kit, fire extinguisher, fire blanket (if you work with open fire or 

electronic equipment), safety helmet (if you work in a gravel pit or in other places 

where there is a risk of falling rocks), safety shoes (for heavy lifts), vest etc. 

 If using field equipment that runs with main voltage, be sure the power supply is as 

prescribed and secured against transition. Use authorized cables and plugs. Be sure 

also that instruments are earthed and protected by a HFI relay. 

 Never work alone in dangerous areas (steep slopes etc.). If several people work on 

a steep slope, be careful not to trigger a landslide which may hit other persons in 

the nearby area. Therefore, never stand/walk directly above or below one another, 

but spread out. 

 Work on a glacier (Greenland or Norway): 

Keep yourself updated about local safety rules for traffic by and on the ice. 

Crampons must be tied firmly to your boots to be securely fixed. When you move 

on the ice, the crampons should have a good grip.  

Always put your feet as flat as possible on the ice surface and stomp as hard as you 

can to make the crampons grip the underlying surface. 

http://medarbejdere.au.dk/fileadmin/www.arbejdsmiljo.au.dk/evakuering/publikationer/125961_AU_evakueringsfolder_UK_270510.pdf
http://medarbejdere.au.dk/fileadmin/www.arbejdsmiljo.au.dk/evakuering/publikationer/125961_AU_evakueringsfolder_UK_270510.pdf
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Field equipment for sampling 

Our general field equipment (compasses, knives, measuring tape, sediment scrapers, 

sample bags, levels, plates to measure bedding planes, fabric sticks, spades etc.) is 

stored in shared lockers.  

Hand-over and return of equipment 

 Contact lab-manager Charlotte Rasmussen (email charlotte.rasmussen@geo.au.dk). 

 Return the equipment immediately after use, in dry and cleaned condition. 

 

Insurance 

AU travel insurance and industrial injury coverage: 

Employees including employed PhD students, emeriti, foreign visiting guests 

 Covered by above mentioned insurances 

Students including non-employed PhD students 

 With a few exceptions, NOT covered by travel insurance, nor the injury coverage.  

A private full-time liability and accident insurance is advisable. 

 

Unattended experiments 

In connection with laboratory work running over several days or an experience left 

unattended for some time, all materials, samples etc. must be provided with a message 

informing  

 estimated period of time the experiment will run/occupy the space 

 who is responsible  

 how to contact the responsible person (e-mail address and mobile number).  

Consider in advance which unexpected events may affect safety (power failure, lack of 

cooling water, broken instruments or cut-off ventilation), and take all necessary 

precautions.  

 

First aid 

The 4 main points of first aid: 

1. Stop the accident. 

2. Provide lifesaving first aid. 

3. Call for necessary assistance. 

4. Provide standard first aid. 

 

A defibrillator is located in the hallway, building 1672, 1st floor. 

 

Preparatory laboratories 

If possible, use the preparatory laboratories for any dirty work, to avoid contamination 

of the chemical labs and running analyses.  

mailto:charlotte.rasmussen@geo.au.dk
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Most washbasins in the preparatory labs have sediment traps to catch sand etc. The 

unwanted material is washed into the washbasin and caught in the trap. 

 

The prep-labs are used often, by many different people, and for teaching activities. 

Booking of rooms in the basement, building 1672 is therefore necessary. Use the 

calendars and be sure to book the room you need in due time!  

The following rooms can be booked: 

 

 Prep-lab (used for initial work like sampling, washing/wet-sieving etc.). 

 Sawing-lab (various types of sawing and drilling equipment for different purposes). 

 Grinding-lab (from crushing to fine grinding using mortars). 

Washbasins with sediment traps should be checked regularly and emptied into the 

black buckets to avoid clogging the drain and flooding the floor. Never discard plastic, 

metal or paper into the black buckets. When the buckets are full, they must be emptied 

into the container for soil, rocks and sediment material. The container is located next 

to the car elevator, see section about waste.  

 

Hygiene 

 Never bring jackets, food, drinks or bags into a laboratory. During lab-courses you 

can leave your personal belongings in the metal lockers located near 1672-242. 

 Always wash your hands before and after working in the laboratory.  

 Use hand lotion after hand washing. Frequent hand washing may dry out your skin 

and create cracks, which may increase the risk of chemical poisoning. 

Sampling of especially soil and water: 

 Beware of infections caused by lesions of your skin. In connection with work in a 

contaminated and oxygen-free environment, infections are often linked to bacteria.    

 Make sure to renew your tetanus vaccination about every 10 years. 

 

Purchase of materials 

 Materials must be purchased in accordance with the AU procurement contracts. 

See further info on the website: 

http://medarbejdere.au.dk/administration/oekonomi/indkoeb/indkoebsaftaler/  

 Students are not allowed to order supplies, contact the responsible technician.  

 For correct delivery and invoicing, any purchase shall be labeled with the name of 

the person who ordered it. 

 Beware that correct account and activity numbers are used for payment.  

 

Instruction 

 Never use equipment, instruments or chemicals without a proper instruction from 

an experienced person. 

http://medarbejdere.au.dk/administration/oekonomi/indkoeb/indkoebsaftaler/
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 In due time before starting your work, make an appointment with a technician for 

review of all manuals, handing out of documentation etc. Make a checklist to 

remember everything.  

 Always leave an instrument clean and ready to use, regardless of the condition in 

which you received it. Examples: 

o Balances must be wiped clean. 

o Centrifuges and rotors must be cleaned and dry. 

o Acid spills must be cleaned immediately! 

 Report all instrument errors to a technician and enter detailed information into the 

instrument log (if available) describing when and how the error occurred and 

whether any attempt to fix it has been made. 

 In case of malfunction in e.g. fume hoods, local exhaust ventilation or other 

permanent installations, inform a lab. technician immediately and contact ST-BYG 

(see tel. numbers on the notices around the buildings). 

 

Chemicals 

 Consult a technician before you start and inform him/her about your work.  

 You must never start work with chemicals and substances until having read the 

workplace safety instructions and taken necessary precautions.  

 Certain processes must be carried out by trained personnel only. This applies to all 

work involving HF (hydrofluoric acid) and certain strong acids.  

Some processes must be carried out only after instruction and under supervision by 

a technician. Therefore, this type of work has to be coordinated with other users of 

the laboratory and can be performed during normal work hours only.  

 Read the “Regulations for pregnant and breastfeeding women” and the “HF 

policy” that applies at Geoscience. 

 Chemicals belong in the laboratory, never in hallways, storage rooms or offices. 

 Consider whether it is suitable to wear contact lenses, jewelry or wrist watches 

when using chemicals.  

 Don’t let your hair hang down or wear loose clothes, risking a limited view or any 

other dangerous situation. 

 Immediately dry up spilled chemicals.  

 NEVER pour water into acid!  

 Consider possible heat development, fumes etc. Certain fluids, like hydrogen 

peroxide, concentrated hydrogen chloride, ammonium water and nitric acid may 

create an overpressure. Open these bottles carefully in a fume hood and turn the 

bottle neck away from you to avoid spraying. Never place bottles close to heating 

sources.  

 Do not use pipettes directly in chemical bottles. Use a pipette bulb or a dispenser - 

never your mouth.   
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 Do not leave spoons or other tools in the chemical containers after weighing. 

Always clean a scale after use. If it was moved, you must level the libelle for the 

next user. 

 Do not store dangerous chemicals at high positions - they may fall down.  

 When pouring from chemical bottles, hold your hand on the label, so that drops 

running down the glass will not damage the label.  

 Mind you never leave dangerous chemicals and reagents unlabeled. All reagent 

types should be labeled with information on content, hazard symbol, your name 

and date.  

 Unused chemical residues should always be discarded. Do not put them back into 

the original container. Use a fume hood when evaporating empty bottles used for 

solvents or acid. Do not throw self-igniting waste into the garbage bin, and 

generally show respect to the cleaning staff who empty the bins. When collecting 

chemical waste (i.e. acid etc.) in containers: Use authorized UN canisters and only 

fill to the appropriate level. 

 Specific rules apply to transport of chemicals (petrol, diesel, ethanol, 10% HCl 

etc.) by courier, post or department cars. Contact the person in charge of the 

department’s chemical waste for assistance. Correct documentation is required, i.e. 

name, amount and concentration of chemicals, name of the carrier, date and 

destination. 

 Only laboratory technicians are authorized to hand out Ethanol from storage 

against receipt.  

 Everyone exposed to cancer-inducing substances shall be registered by the 

laboratory manager. 

 

Working in laboratories and workshops 

 Close the door when working: Ventilation systems are regulated as a closed unit for 

each room. Air injection and air extraction are adjusted according to the layout, 

volume and use of a specific room. In order for fume hoods to work optimally, all 

doors should be kept closed to the laboratories. In addition to preventing 

contamination (noise, dust, etc.), closed doors also help to limit chemical exposure 

due to ventilation failure. In case of a fire it will spread slower. 

 Preconditions:  

- you have been instructed by the responsible technician in the general safety 

regulations. 

- you are familiar with the location of emergency equipment: Eye wash bottles, 

emergency showers, fire extinguishing facilities, first aid kits and emergency exits. 

 Master- and PhD-students, postdocs and guests may only work in the laboratories 

on their own if agreed with the technicians.  

 Before starting a project, you must coordinate details and duration of your work 

with the technician.   
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 When leaving laboratories and other rooms for the night, weekend etc., close all 

windows/doors and turn-off the light. 

 Note:  

Children have NO ACCESS to workshops or laboratories.  

The facilities may contain dangerous areas, and all safety rules are prepared for 

adults only.    

 

Dishwashing and cleanup 

Procedures for washing and cleaning may vary in different laboratories. Ask the 

technical staff.  

 Never leave dirty glassware etc. for the next day.  

 Remove labels, tape and other markings when finished.  

 Rinse dirty glass and plastic items using regular tap water (green or blue taps, 

sometimes labelled WPC) and demineralized water (green taps, sometimes labelled 

WDI or WCC) before washing them up.  

 You would be aware which degree of cleanliness is prescribed in the method 

protocol: Is regular washing sufficient, or should it be HCl/acid-rinsed? Keep 

regular and acid-rinsed glassware separate. If you use a Deconex bath, all 

glassware must be rinsed carefully in demineralized water afterwards.  

 Always wipe the table tops after use.  

 Clean the plate on the scale with ethanol.  

 Avoid mess, dust and noise. Clean up after work every day and make sure to mark 

sample bags, bottles etc. with your name and date (even after short-term use).  

 If you need long-lasting storage of a large amount of samples, ask the technician 

for available space.  

 

Storing samples or equipment 

 No samples – whether original or used for analysis – should be stored in fume 

hoods, on tables or trolleys. However, samples processed with HF, or other types 

of dangerous chemicals, must at all times be kept in fume hoods.  

 For storage of harmless samples, you can use refrigerators, cold rooms, or cabinets/ 

shelves assigned for your use. Long-term storage only after making an agreement 

with a technician and only on designated locations (e.g. labelled plastic containers 

in storage rooms). Generally, samples should never be stored in laboratory 

cabinets. 

 Unlabeled samples will be removed with little or no notice.   

 Storage in freezers and cold rooms after agreement only (notice the rules on the 

doors of the cooling facilities). Never change temperature settings. 
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Fume hoods 

 Use laboratory coats, gloves and possibly a mask when working at fume hoods.   

 Any process involving hazardous substances and/or chemicals emitting dangerous 

fumes must take place in fume hoods. 

 Check that the ventilation in the fume hood works before you start working. You 

can visually observe this by holding a piece of paper close to the hatch. 

During normal operation, the setting is “Drift” indicated with a green light. 

The hatch must be kept as low as work permits, and always below face height. 

Activate the ”Max.” setting if a larger opening of the hatch is necessary. Never turn 

off fume hoods. 

 Basically, fume hoods are only intended as temporary work places (during normal 

working hours). Do not start long experimental setups unless agreed with a 

technician.   

 Make sure that fume hoods and exhaust ventilation work as intended. Otherwise, 

contact a technician. Room ventilation (supply air) in most laboratories is designed 

to only part of the process ventilation being in use at any time. If in one room, all 

exhaust ventilations are open at the same time, an alarm will sound.  

 When leaving a fume hood, close the hatch completely. After use, clean the table 

and possibly also the window.  

 

 

Special attention 

 Special precautions apply to pregnant women working in laboratories or in the 

field. Arbejdsmedicinsk Klinik: www.auh.dk/om-auh/afdelinger/arbejdsmedicinsk-

klinik/ can advise and guide you in your specific situation.  

 Pay special attention, if you suffer from diseases that might be affected by your 

work in the laboratories (eg. allergies, epilepsy, and diabetes) or have a pacemaker. 

Please contact the lab manager or a safety officer who can help you plan your 

work. 

 Note: Magnetic separation is performed in 1674-114, which (while working) 

generates a strong magnetic field. The area is marked with signs. If you are 

pregnant, have a pacemaker or a hearing implant, you should not come closer than 

3 m from the source. Electronics (mobile phones, watches, laptops etc.) can be 

permanently damaged.  

 If you need guidance concerning your wellbeing during work, always contact your 

work environment representative. 

 

 

 

http://www.auh.dk/om-auh/afdelinger/arbejdsmedicinsk-klinik/
http://www.auh.dk/om-auh/afdelinger/arbejdsmedicinsk-klinik/
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Pressurized gas tanks 

 Gas cylinders must be securely fixed to a wall or permanent installations, e.g. with 

a metal safety chain, to prevent them from falling.  

 During transport on a trolley, the cylinders must be fixed in a way to prevent them 

from falling. The opening must be covered by a protection cap. 

 Transport of cylinders with liquid nitrogen in an elevator while passengers being 

transported is not allowed.  

 Only laboratory personnel can order or refill gas cylinders.  

 Transport of gas cylinders into and out of the buildings must take place only on the 

specially designed Geoscience trolley. 


