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GENERAL SAFETY RULES

1. Always know the exact location of all emergency equipment in your area.

2. All warning signs must be obeyed.

3. Wearing open-toed or canvas shoes or sandals is prohibited.

4. Aisles, exits and emergency equipment must never be blocked.

5. Never stop and chat with employees who are operating equipment or involved in the process of handling chemicals.

6. Check all emergency equipment weekly to assure that it is in good working condition and in its proper location.

7. Report all accidents or unusual occurrences to your supervisor at once.

8. Report any unusual odors, fumes or smoke at once.

9. Do not use electrical equipment if power cords are frayed, or control switches or thermostats are not in good working order.

10. When opening bottles that may be under pressure, cover the top with a towel to divert any chemical spray.

11. Follow CDC recommendations on Hand washing practices.

12. Positively identify patients by asking their name and date of birth.
13. Consumption or food or drinks in the laboratory is prohibited. Storage of food and drinks in laboratory refrigerators prohibited. Food and drinks may only be stored in designated refrigerators.

14. Application of cosmetics is prohibited in the technical work areas.

15. Smoking is prohibited in the laboratory as well as on the clinic grounds.
LABORATORY HOUSEKEEPING

1. Rinse out all glassware immediately and allow to air dry.

2. Always rinse out bottles with water before discarding in the trash.

3. Keep bench tops clean and orderly.  Wipe up all spills immediately.  Keep all materials not being used on shelves or other storage areas.

4. Make sure electrical cords are out of the way, not tangled, and away from water.
DISPOSAL OF HAZADAROUS MATERIALS

BIOLOGICAL SPECIMENS

1. All biological specimens must be disposed of in specially designed biohazard containers, i.e., blood, urine, plastic serum cups and any lyophilized materials.

2. In case of spill, put on gloves and protective clothing, then flood area with 10% bleach, cover with paper towel, then mop up.  Discard in orange bio hazardous trash.

3. Make a 10% bleach solution (1:10 dilution) by mixing 50 ml of 5% Sodium Hypochlorite with 450 ml of water or use dispatch bleach cleaner.  Do not spray.

4. Bio hazardous materials are left inside the laboratory for disposal.  Housekeeping transports them to a locked area where they are stored for pickup. Biohazard waste will be removed from laboratory at least once daily.
CORROSIVE MATERIAL

1. Small volumes of corrosive materials may be disposed of by pouring into running water in the sink. Care must be taken to avoid splashing.  Wearing personal protective clothing, gloves and face shield is strongly advised.

THERMOMETER DISPOSAL

1.      All thermometers are self-contained in plastic vials.  In case of breakage, give entire         container to the Safety Officer for disposal who will determine the correct method of        disposal.

PROCEDURES FOR HANDLING OF BLOOD AND BODY FLUIDS

1. Treat all blood and body fluids as potentially hazardous including Lyophilized materials. 
2. All materials must be disposed of in an appropriate biohazard or sharps container.
3. Clean counter tops and work areas with 10% bleach or Cavi-wipes bleach cleaner once a day.  Document on Maintenance Sheet.

4. Wear gloves. Wash hands with soap and water as soon as possible if visibly soiled. Gloves must be changed and hands should be washed or cleaned with hand sanitizer between patients.

5. Remove tube tops with an orange plastic wipe over the top or unseal with top pointing away from you face.  Alternately face shields or protective shield may be used.
PERSONAL PROTECTIVE EQUIPMENT
     1.
    Gloves will be worn on all occasions when contact with blood or other body fluids is        probable.

     3.
    Disposable lab coats will be worn on all occasions when street clothes may become          contaminated.

     4.
    Safety needle with shields are provided.  Dispose of both needle and holder in the             Biohazard waste container.

5.
Disposable Lancets will be used for capillary punctures.

6.
All contaminated materials will be disposed of in a biohazard container.

7.
Hand washing will be routinely and vigorously performed while working in the laboratory. After contact with each patient, hands must be cleaned with hand sanitizer or soap and water.
8.
Gloves will be changed between patients and on any occasion when they become contaminated with blood or other substances.

9.
Dirty lab coats should be left in the lab area.

10.
Follow CDC recommendations on hand washing practices.

11.       Laboratory uniform will consist of closed toed shoes, lab coat, either disposable or cloth               and name tag.

12.       The Laboratory administration area is designated as a CLEAN area.  No PPE may be                    worn in this area and no specimens are allowed in this area. Employees may have drinks              in this area as long as they are kept in closed containers and out of immediate site.  

COMMUNICABLE DISEASES

1. Infectious patients who need lab tests should stay in the exam room and the tech will go to the room to draw blood or patient should be given a mask if sent to laboratory for services.
2. All reportable pathogens will be reported to the Oklahoma State Department of Health via PHIIDO. Notification will be sent to Public Health Nursing (PHN) as well as Infection Control Practitioner for follow-up. (List of Reportable Pathogens found at the end of Infection Control Policy)
INSTRUMENT AND EQUIPMENT SAFETY

1. Keep areas clean.  Put up reagents, wipe all spills.

2. Read operators manuals and be completely familiar with the operation of an instrument before attempting its use.

3. Never use broken, chipped or cracked glassware.

4. Never try to pick up broken glassware with bare hands.

5. Always check with your supervisor or appropriate technical handbook before attempting to use any chemical and procedures which you are not familiar.  Refer to the MSDS sheets located in the Yellow binder in front reception area.
PIPETTING SAFETY

1. Do not pipette by mouth. Use the rubber bulb or automatic pipettor.

CENTRIFUGES
1. DO NOT operate a centrifuge unless the cover/lid is closed.  Keep hair, beards, neckties, hair ribbons or other frills or dangling items OUT OF THE WAY ------- don’t get wrapped up in your work.

2. All tubes must be BALANCED in the centrifuge.

1. Location – tubes are to be opposite (across from) each other on the head/rotor.

2. Volume – each “opposite” tube must have equal amounts of liquid volume.

3.
Use a “blank tube” of H²O to provide balance for odd/uneven number of sample tubes, and label as “balance”.

3. DO NOT centrifuge uncovered tubes of specimen samples (blood, urine, sputum) or flammable liquids.  Centrifugation creates a vacuum and volatilizes liquids; contaminated items become an aerosol and flammable liquids become bombs etc.  USE CAPS or paraffin.

PHYSICAL SAFETY

1. Each employee is encouraged to have a physical examination each year according to general policies issued from administration.

2. Each employee has been given the opportunity to receive the Hepatitis A & B Vaccine as well as Influenza vaccine.
3. PPD tests are given annually.
TRAINING

1. Yearly training will be provided on Blood Borne Pathogens as part of the safety training offered by the clinic.

SURVEILLANCE

1. The Laboratory Supervisor is responsible for monitoring the laboratory for safety.  In addition, infection control and utilization of personal protective equipment is monitored by the Lab Supervisor.  Quarterly, the Safety Officer conducts a walk through and checks Housekeeping and general safety.  All extinguishers and fire safety equipment every six months. The eye wash is checked at least weekly.  This action is documented on the Maintenance Checklist.

ELECTRICAL SAFETY
1.
All instruments must be grounded, including household type appliances, coffee                             pots, microwaves, etc.

2. 
All shocks must be reported immediately, including small tingles. Small shocks                            often precede major shocks and a light tingle may indicate a potential problem.

3.
Corrective Action: shut off the current and/or unplug the instrument. DO not                                 attempt to use an instrument that is causing shocks.

4.
Do NOT attempt to work on or repair an instrument while it is plugged in. An                               exception is the calibration of instruments which require adjustment while                                     plugged in. In this case, be sure hands are dry, remove all jewelry, and proceed                              with caution.

5.
Repairs on the electrical system of the building are prohibited. This must be                                  referred to maintenance and facilities management.

6.         Extension cords should be avoided. If used, they must be 3-way type and properly                         grounded.

CHEMICAL HYGIENE

1. Safety Officer for the clinic is the Facilities Management Supervisor or designee.

2. All chemicals and reagents will be inventoried annually by the Supervisory Medical Technologist or designee.

3. Each employee receives training annually through the Safety Program offered by the clinic.

4. The MSDS sheets for all reagents used in the laboratory are located in the front reception area of the lab.  Each employee should review the MSDS before handling any reagents with which they are not familiar.

5. All containers will be labeled with their contents and warning.

6. In case of chemical spills:

a. CORROSIVES

Confine spill to smallest area possible.

Soak up spilled material by pouring sand over it. This limits spreading.

Pick up sand and place into a plastic container.

Water is added to neutralize the spill.

As reaction subsides mop up remainder.

b. SOLVENTS – Ethanol, Methanol, Acetone

Turn off ignition sources.

Pour down drain with running water.

Open doors if closed.

Note:  In case of spill when the consequences are unknown notify your supervisor.  Housekeeping personnel should never be expected to neutralize any potentially hazardous spill.

7. Small volumes of chemicals should be poured into the sink and flushed with water.  The chemical container then should be rinsed with water and discarded into the regular trash.
8. Never mix chemicals you are unfamiliar with. Do not smell or taste chemicals. Do not mix oxidizers with flammables.

9. No large amounts of flammable chemicals are stored. Monthly supply of methyl alcohol is kept on the shelf in chemistry department.

10. An eye wash station is available for splashes in the eye. It is located in the back of the laboratory next to the lockers.

11. Laboratory hoods are not required in this laboratory.

12. The use of respirators is not necessary, in this laboratory, to maintain chemical exposure below the PELs.
13. No chemicals are produced in this laboratory.
14. Do not use reagents after expiration date.

15. Yearly physicals are encouraged. In the event of a laboratory accident, a medical provider is available for immediate treatment.
