
Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 20-0  
 

Safety Practices 
20-01 General Safety 
 (This section prescribes safety precautions to be observed by all employees). 
 
20-01-01 General Work Practices Guide 

 
A. Floors, doors, and Passageways 

 
1. Walk, don’t run or slide. 

 
2. When floors are being waxed or washed, observe signs and proceed cautiously. 
 
3. If water or other substances is found on the floor, remove it or report to housekeeping 

at once. 
 
4. Pick up small objects, such as rubber bands, paper clips, pencils, etc.  These objects 

can create slip hazards. 
 

5. When approaching a hall or passageway hidden by a corner, keep to the right and go 
slowly in order to avoid bumping into someone who may be coming from behind the 
corner. 

 
6. Shoes with broad heels take corners more safely. 

 
7. Chairs, footsteps, wastebaskets, and other articles are not to be placed in aisles. 

 
8. Telephones and office machines are to be placed so that the cord will not obstruct 

aisles and passageways. 
 

9. Approach doors with caution and open slowly.  Someone may be on the other side.  
Stand and walk clear of exit ways.  Someone coming through the other side may not 
know you are there.  When double doors are involved, use right door. 

 
10. Hallways are to be kept clear to prevent injury during emergency evacuation. 

 
 B. Stairways 
  

1. Pause before starting downstairs.  Never hurry when going either up or down stairs.  
Proceed deliberately and cautiously. 

 
2. Keep to the right with your hand on the handrail.  Make sure you have completely 

ascended or descended the stairs before releasing your hold on the handrail. 
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3. Keep your eyes on the steps ahead of you and refrain from doing anything which 
distracts attention, such as searching in your handbag for keys, turning you head to 
talk with a fellow employee, etc. 

  
4. Keep stairways free from debris. 

 
5. Defective handrails, lighting, and stair treads are to be reported to the Physical Plant 

for correction. 
 
 C. Washrooms 
   

1. Keep the floors free from water, soap, and other objects that can cause someone to 
slip and fall. 

 
2. Waste towel containers are not to be used for disposal of cigarettes, glass, pins, 

needles, or any other articles that may cause fire or injury to housekeeping personnel. 
 

3. Do not place drinking glasses, cups, and other items on towel dispensers. 
 

D. Windows 
 

1. Employees are not to leans out of windows nor are they to sit on the sill or casing of 
a window, even when the window is closed. 

 
2. Articles are not to be placed on windowsills. 

 
3. No object is to be thrown out of the window. 

 
E. Desks, Tables, Supply Cabinets, and Filing Cabinets 
 

1. Drawers and doors are not to be left open; someone may fall over and knock against 
them. 

 
2. Place objects on desk and tables in such a manner that they will not fall or be easily 

displaced. 
 

3. When opening desk drawers, care is to be exercised to prevent them from falling out. 
 

4. Place materials in cabinets so that when doors are opened the contents will not fall 
out. 

 
5. When a sheet of glass has been used to cover desk tops, counters, or cabinets, the 

edges and corners should be rounded and smooth.  Broken or chipped glass is to be 
removed immediately. 

 
6. When seating yourself at a desk, do not assume the chair is in place.  Place your hand 

on the back arm of the chair to hold in place while you sit down. 
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7. When seated, keep both feet on the floor.  Don not sit with one leg folded under you.  
This can cause poor blood circulation to the leg, numbing it and causing you to fall if 
you should get up and attempt to walk. 

 
8. Chairs are to be inspected periodically to be sure there are no broken roller, nuts, 

bolts, supports, etc. 
 

9. Office furniture is to be kept free of splinters, rough edges, and loose and defective 
parts at all times. 

 
10. Office furniture is not to be used as ladders or step stools (except in an emergency 

situation).  Obtain a ladder that meets the needs of your operations. 
 

11. Have a proper space for boxed supplies.  Do not leave full or empty boxes in aisles, 
indiscriminately in offices, or in doorways.  Empty boxes are to be removed as soon 
as possible to prevent tripping and fire hazards. 

 
12. When stacking boxes, be sure each box is placed squarely on the box under it and 

that they do not tilt.  Do not stack above 4 feet unless the load is secured. 
 

13. When opening boxes, particularly with cutting blades, be careful that the blade does 
not slip.  When not in use, the blade is to be enclosed in a guard.  Boxes are opened 
by holding the flaps in place. 

 
14. Where possible, supply cabinets, filing cabinets, and other such equipment which 

may become overbalanced are to be secured by bolting together, to a wall or to a 
floor. 

 
15. Do not open more than one file drawer at a time, particularly the top drawers.  It may 

tip over on you.  Distribute materials evenly through files. 
 

16. Do not store materials on top of cabinets.  Keep them clear. 
 

F. Electrical Cords and Outlets 
 
1. Electrical power cords which have become frayed and plugs that are broken are to be 

replaced immediately.  Do not attempt to tape a broken plug or damaged power cord. 
 
2. Place equipment near outlets to avoid cords running across aisles, and through 

doorways.  If it is temporarily necessary to have cords in an aisle walk, tape the cord 
in place or provide a cord enclosure guard to avoid creating a tripping hazard.  

 
3. Defective outlets are to be repaired immediately.  Prior to repair, such outlets are to 

be isolated or covered so they can not be used. 
 

4. Raised outlets (pedestal type) are not to be located in aisleways or under the desk in 
the foot rest region. 
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5. Unused floor outlets which are flush with the floor must have a protection cover in 
place at all times. 

 
6. Portable equipment such as fans are to be equipped with three wire grounding 

connection unless they are double insulated.  Portable heaters are not to be used 
unless provided by the Physical Plant, and then they must be of the approved type. 

 
G. Office Machines and Equipment 

 
1. Office machines, particularly data processing machines and copy machines have 

many hazards such as moving belts, rollers, gears, etc. which are to be adequately 
guarded before being placed in service.  Normally, guards are installed by the 
manufacturer as standard equipment.  If not, they are to be installed locally before the 
machine is placed in operation. 

 
2. Electrically operated machines, if not double insulated, are to be equipped with a 

three-conductor cord and grounded.  Do not modify plugs to connect them to an 
ungrounded circuit. 

 
3. Unplug all electrically operated equipment prior to attempting to clear a jam, make 

an adjustment or alter a malfunctioning part. 
 

4. When changing the ribbon, adjusting the belt or making any other adjustment to the 
printer, turn the machine off. 

 
5. Do not remove protective guards, open protective hoods, open side doors, or remove 

side panels from machines while machine is in operation. 
 

6. Insure through periodic maintenance checks that hinges and latches which hold 
protective guards, hoods, doors, and panels in place are in safe working condition.  If 
such guards are found defective, have them repaired immediately. 

 
7. When machines have certain moving parts exposed, due to necessity, do not wear 

dangling jewelry and loose clothing that could become entangled in the moving parts. 
 

8. Do not place objects on top of machines.  Vibration from the machine during 
operation could cause the object to fall off and hit someone or fall into the machine 
and jam it or cause an electrical problem. 

 
9. When maintenance personnel are working on equipment, do not attempt to help 

move the machine.  Engaging in such activity could cause a muscle strain. 
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H. Miscellaneous Precautions 
 

1. Sharp or pointed objects, such as knives, pens, pencils, scissors, and envelope 
openers are to be carried in a manner to avoid accident. 

 
2. Handle paper in a manner that can avoid cutting the hands on the edges. 

 
3. Avoid a possible eye injury by not throwing pens, pencils, paper clips, and rubber 

bands from place to place. 
 

4. Avoid pinching or puncturing the fingers by carefully loading or clearing jammed 
staplers. 

 
5. Electrical fans are not to be handled while in operation.  They are not to be placed on 

the floor in locations where they are likely to injure employees.  Fans are to have 
blade guards with openings no larger than one-half (1/2) inch unless they are 
mounted higher than seven feet from the floor. 

 
6. Each employee is to be familiar with the location of emergency exits and fire 

extinguishers.  They must become familiar with the emergency contingency plan. 
 

7. Each employee is to be familiar with the hazards associated with the use of printing 
and duplicating fluids and machine cleaning fluids. 

 
8. Hanging plant baskets are not to be attached to the suspended ceiling channels unless 

approved by personnel from Physical Plant.  
 

9. In general, extension cords are not to be used.  The purchase of extension cords by 
the University must be approved by the Physical Plant.  Extension cords when used 
on a temporary basis for audiovisual equipment or portable tool use are not to be run 
through doorways or openings in the ceiling, floor, or walls. 

 
10. Trash containers of approved construction for use inside Loyola structures must be of 

the following type: 
 

a. Metal containers with fire suppression type covers, i.e. fire rings, covers, etc. 
 
b. Non-combustible containers that will not support combustion or allow a fire 

inside the container to propagate.  The following plastic/rubber type containers 
are approved: 
1. Rubbermaid Underwriter Laboratory (U.L) approved small trash containers. 
2. Marshall Series – 15-20 gallon size, Factory Mutual System (F.M.) approved. 
3. Ranger Series – 30-40 gallon size approved by the California State Fire 

Marshal’s Office.   
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20-02 Office Safety 
 
20-02-01 General Safety Rules 
 

A. General 
 

1. Lifting can hurt.  Your back is weak, protect it.  Your legs are strong, use them. 
 

To Lift: 
a. Stand close to load, feet apart for balance. 
b. Squat down, support spine in a straight line. 
c. Get a good grip on the load. 
d. Keep spine straight, let your legs push you up with the load (avoid sudden jerking 

motions.) 
 

 2. Prevent Falls 
   

a. Keep your work area free of tripping hazards—paper, wires, paper clips, etc. 
b. Wipe up spills immediately—coffee, water, or soft drinks. 
c. Use designated work areas. 
d. Do not read or block view by carrying boxes while walking. 
e. Walk, don’t run 

 
 3. Floors 
 

a. Report floor defects such as loose tiles. 
b. Report broken steps, railings and doors. 

 
 4. Positively No Horseplay 
 
  Practical jokes can cause serious injuries. 
 
 5. Chairs 
 
  Keep all four legs on the floor; don’t tilt the chair. 
 
 6. Climbing 
  

a. If you must climb, use a ladder. 
b. If a ladder is not available and an emergency requires climbing, have an 

employee hold a four-legged chair for you. 
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 7. Broken Glass 
 

a. Use a brush and pan to pick up broken glass—don’t try to do it with your hands. 
b. Broken glass should be wrapped, marked and safely disposed of. 

 
8. Equipment 

 
Place equipment, typewriter, adding machines, in and out of boxes firmly on your 
desk—not at edge. 

 
9. Standard File Cabinets 

 
a. Open one drawer at a time. 
b. Close drawers right after use. 

 
10. PRACTICE GOOD HOUSEKEEPING! 

 
B. Electrical 
  

1. Equipment 
 
a. Any equipment that sparks or smokes should be immediately unplugged and the 

condition reported to the supervisor. 
b. If when touching equipment you receive an “electrical” tingle, report the 

condition to the supervisor. 
c. Extension cords or electrical cords attached to equipment that is bare or frayed 

should be reported to the supervisor. 
 
 2. Static Electricity 
 

“Static” has to do with the way we dress, i.e., nylon and other synthetic materials.  
There is little that can be done about this unless one changes clothing materials; a 
change to shoes with composition soles will sometimes help.  “Static”, while 
uncomfortable, is not necessarily dangerous. 

 
 C.  Fire 
  

1. If you see smoke or flame in the office, advise your supervisor immediately. 
 

a. If your supervisor is not around, pull the fire alarm handle down.  Alarm stations 
are conveniently located at various points throughout the building. 

b. Leave the building according to your Evacuation Plan. 
c. If a fire is detected in trash cans or boxes, remove fire extinguisher, remove pin, 

point nozzle at fire and squeeze handle. 
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2. Make sure cigarettes and cigars butts are dead out in the ash trays. 
 
3. Practice good housekeeping in your work area. 
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20-02-02 Office Safety Rules 
 

a. General 
 
1. Firm footing is the first safeguard against a bad tumble. 

 
2. Wear “sensible” shoes.  They prevent fatigue and give sure footing.  Wear shoes that 

fit comfortably and securely.  Have rundown heels repaired. 
 

3. When you have to climb, use a safety ladder or foot stools. 
 

4. Do not run or walk fast around blind corners, past doorways, on stairs, and in 
corridors.  Do not stand and talk in front of closed doors that may open suddenly. 

 
5. Watch out for telephone cords, dictaphone wires, paper clips, waste paper, rubber 

bands, and pencils underfoot.  Keep them off the floor, too.  Do not cause trip 
hazards. 

 
6.  Use handles when closing file or desk draws or disappearing typewriter desks.  Use 

handles or knobs when closing doors.  Report “hard to open” file and desk drawers. 
 

7. Keep file drawers, desk drawers, slides, and locker doors closed when not in use.  
Open only one file drawer at a time.  This will prevent the file from tipping over on 
you. 

 
8. Keep razor blades, pins, pen points, jack knives, shears, hand awls, thumbtacks, spike 

files, and all other sharp objects in the proper place.  Handle them carefully. 
 

9. Be sure your computer or typewriter is securely fastened in place. 
 

10. Adjust or clean power-driven office machines only when they are stopped and 
unplugged.  Use all machines only for the purpose intended, and in the way intended. 

 
11. Do not throw cigarette butts in the trash cans.  Guard against fires! 
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12. Do not block emergency egress (pathways and/or doors) with desks, chairs, trash 
cans, file cabinets, etc. 

 
13. Extension cords or multiple outlet adapters should never be used except for 

temporary use such as with audiovisual equipment or portable tools. 
 

14. Report all frayed electrical cords and/or cracked plugs to Physical Plant for repair 
and do not use the equipment until properly repaired. 

 
 b. Evacuation   
 
  Know the sound of your fire alarms and preplan your evacuation should the alarm sound. 
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20-02-03 Holiday Decorations Policy 
 

To assure a safe environment for all faculty, staff, and students at Loyola University, and in 
order to comply with all applicable fire codes, the following policy has been established 
regarding the use of decorations during the holiday season: 

 
a. Artificial trees are recommended for fire safety reasons, however, natural trees may be 

used if they have been treated with an effective flame-retardant material.  Natural trees 
should be placed in water to retain maximum freshness and to discourage drying. 

 
b. Trees or decorations must not obstruct or reduce the width of corridors, stairways, or 

exits. 
 
c. No more than three (3) U.L. listed miniature light sets maybe used to decorate natural or 

non-conductive artificial trees.  Candles are prohibited at all campus locations.  Be sure to 
turn lights off when the area is not occupied (nights, weekends, and holidays). 

 
d. Extension cords are discouraged; however, if used for this temporary purpose they must: 
 
  -be appropriately sized and U.L. approved. 
  -not create trip hazards. 
  -not be run through concealed spaces of doorways subject to closure. 
 
e. Flame-retardant, non breakable decorations are recommended.  Furnishings or 

decorations of a flammable or highly combustible character may not be used for any type 
of display. 

 
f. Decorations may not be hung from smoke detectors or in any way which obstructs the 

visibility of exits or EXIT signs. 
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20-02 Kitchen Safety 
 
20-02-04 Kitchen Safety Rules 
 

a. Kitchen Safety Rules 
 

1. All chipped or cracked dishes should be discarded when found.  Open bulbs over 
stoves and tables should be enclosed. 

 
2. Grease fires are common and dangerous.  Vents in range hoods should be cleaned 

regularly, at least monthly, depending on extent of use.  Know the locations of the 
nearest fire extinguisher.  Sides of walls around ranges should be cleaned daily. 

 
3. Use of steel wool often results in particles working loose and eventually being found 

in food.  Also, its use results in numerous skin-piercing accidents.  Brushes with stiff 
bristles are safer. 

 
4. Observe cleanliness rules carefully. 
 
5. Be alert when wheeling food carts.  Always push, do not pull, swivel wheel carts.  

Load carts carefully to avoid spilling; put all liquids near center of tray. 
 
6. All cooking utensils should be placed so handles do not protrude beyond the edge of 

the range or table. 
 
7. All knives, saws, and cleavers should be returned to their proper racks. 

 
8. Do not remove guards from kitchen equipment. 

 
9. Do not store heavier utensils or high stacks of dishes on high shelves. 

 
10. Keep all larger containers of foodstuffs covered, especially when stored in coolers or 

storage spaces for later use. 
 

11. Assume all pots, pans, stoves, steam kettles, coffee urns, and pipes are hot before 
attempting to touch them. 
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12. Use dry cloths, mitts or potholders to pick up hot receptacles. 
 
13. Maintain cutlery in good condition.  A dull knife slips; a sharp one doesn’t. 

 
14. Never pick up broken china or glass with bare hands.  Use a pan and brush or 

dampened paper. 
 

15. Before cleaning steam tables, dishwarmers, dishwashers, etc., make certain steam has 
been shut off and equipment is cool enough to handle. 

 
16. Keep oven doors closed when not in use. 

 
17. Use caution in lighting ovens on gas stoves.  Light pilot before turning valve on 

burners.  Never face oven – stand to one side. 
 

18. In removing a cover from a pot or pan, raise lid so steam will be directed away from 
you. 

 
19. Shut off switch and pull plug before cleaning meat slicer. 

 
20. Do not climb on storage room shelving.  Never use substitutes for good ladders. 

 
21. Do not try to catch a sharp object (e.g., knife, glass) – let it go! 

 
22. Use care in handling fruit or produce crates.  Beware of slivers, protruding nails or 

jagged wires; wear gloves. 
 

23. Wipe up spilled liquids from the floor.  Pick up items such as lettuce leaves, potato 
peeling, etc.  Wear proper type shoes and avoid slips and falls. 

 
24. Never place hands or fingers inside a garbage disposal unit. 

 
25. When possible, store glasses and cups upside down to protect their edges.  Like sizes 

of china should be stored together to avoid breakage and chipping.  Glasses should 
not be nested. 

 
26. Refrigerator lights should be turned on in the morning and only turned off when 

leaving at night. 
 

27. Be careful never to walk backwards. 
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 b. Safety Rules for Food Handlers  
 
1. Use plenty of good detergent, soap, and hot water. 
 
2. Keep your body and clothes clean.  Look clean and be clean.  Wash your hands 

before handling food and dishes.  
 
3. Wash your hands after visiting the toilet. 
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20-03 Fine Arts Safety 
 
20-03-01 Safety Rules For Fine Arts 
 

Although many art teachers and students know of certain hazards common to specific work 
practices and materials, this awareness often does not extend to many of the new materials 
and processes, some of which can be highly toxic.  Many factors effect the degree of the 
hazard:  frequency and duration of exposure, health and age of individuals, whether a woman 
is pregnant, amounts of materials used, even genetic background are crucial to the potential 
effect of the substance or process used.  Remember, art materials are chemicals; faculty, 
staff, and students must consider all the ways they may be exposed to these chemicals. 
 
Fortunately, the solution to preventing many of the illnesses and injuries found in art making 
activities is not complex; recognition of the potential hazards, and reasonable hygienic and 
protective measures are the basic requirements.  The lists that follow include general 
conditions that can exist in the art labs, shops, and studios, with precautions and advice on 
ways to make these areas safer. 
 
A. Fire Protection 

 
1. Every lab, shop or studio that stores or uses flammable or combustible materials must 

have a fire extinguisher suited to that type of material: 
 
 a. Class A – Fires caused by wood, paper, textiles. 
 b. Class B – Fires caused by flammable liquids. 
 c. Class C – Electrical fires. 
 d. Class D – Fires caused by combustible metals. 
 

2. Do not smoke or permit smoking in any area containing flammable liquids.  
Flammable vapors can travel considerable distance.  Post No Smoking signs. 

 
3. Used solvents, towels, rags, and other flammable debris must be placed in approved 

waste containers and disposed of daily. 
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4.  Large quantities of used solvents, such as turpentine or other paint thinners, can be 
transferred to DOT approved 55 gallon metal drums or other type containers 
specifically approved by the Safety Officer.  These containers must be labeled and 
disposed of properly. 

 
5. Flammable solvents must be covered and kept in safety containers for storage. 

 
6. Clean up spills of flammable liquids immediately; practice good housekeeping. 

 
7. Do not store flammable liquids near heat source or escape routes. 

 
D. Hazardous Materials 

 
1. Label all containers clearly as to their contents and special hazards (many 

manufacturers have available on request, Material Safety Data Sheets (MSDS), for 
their products.  In all cases, never use a material without knowing how to use it 
safely. 

 
2. Post safe-working studio guides listing any dangerous process or toxic material often 

used in the area.  
 

3. Do not pour hazardous liquids into sinks or drains.  They cannot be dumped on, or 
buried in the ground.  Proper waste disposal is provided through the Chemical 
Hygiene Officer for these materials. 

 
4. Do not eat, smoke, or drink in areas with hazardous materials.  This can result in the 

ingestion or inhalation of toxic materials.  Furthermore, smoking can multiply the 
harmful effects of materials on the lungs and in some cases, can convert materials 
into more hazardous forms.  Post appropriate signs. 

 
5. Some materials are too hazardous for any exposure; those most related to art making 

activities are:  Arsenic oxide, Asbestos, Benzene (benzol), Benzidine dyes, Carbon 
tetrachloride, Chloroform, Trichloroethylene, and Uranium oxide.  Special 
precautions must be taken when handling these materials. 
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E. Personal Protection 
 
1. Appropriate surveillance of work area conditions and degree of exposure shall be 

evaluated prior to the use of respirators.  Properly designed local exhaust systems 
must be provided. 

 
2. The face and eyes must be protected from (a) flying particles from grinding, sanding, 

welding, drilling, cutting, chipping, etc., (b) splashes, dusts, acids, alkalis and 
solvents, and (c) harmful radiation from infrared, ultraviolet, or glare.  Specialized 
goggles, spectacles, face shields, or helmets must be used. 

 
3. Emergency showers and eye wash stations must be kept operable at all times, and 

must be inspected regularly. 
 

4. Proper clothing including long-sleeved shirts, long pants, or protective smocks, 
boots, or enclosed shoes with gloves must be worn to protect from flying particles, 
chemical splashes, dust and radiation.  Separate clothing for work that can be cleaned 
apart from regular clothing is preferred. 

 
5. Hearing protection, the use of ear plugs or muffs, is an important consideration when 

working with equipment that produces high noise levels.  If you have to talk loudly, 
or shout to communicate within three feet, or if you experience a hearing loss after 
several hours of exposure, you may be working in an area that needs to be evaluated 
along with a personal hearing evaluation. 

 
 F. Housekeeping 
 
  1. Cleaning up after work and keeping work areas clear of hazardous materials is 

essential to prevent needless exposure.  As a guide to all areas, the following are the 
daily housekeeping requirements of the ceramics area. 

 
   a. Basic studio and clay mixing room – sweep with sweeping compound, damp mop 

and empty trash. 
   b. Glaze room – sweep with compound, wet mop, empty trash, and sponge down all 

tables and counter tops. 
   c. Kiln yard – empty trash, sweep with compound, or hose down floor. 
   d. Offices and hallways – sweep and remove trash (damp mop weekly). 
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2. In many cases with high accumulations of hazardous dust such as the ceramics clay 
mixing room, sculpture’s investment making area, and stained glass cleaning room, 
special consideration must be made for cleaning the furniture and lighting fixtures.  
Vacuum cleaning is preferable. 

 
 G. Ventilation  
 

There are two types of ventilation, general and local exhaust ventilation.  General 
ventilation attempts to dilute the concentration of toxic materials in the air with fresh air.  
Local exhaust attempts to remove contaminates before they mix with the general room 
air.  Those areas such as printmaking, metal-smithing, sandblasting must insure efficient 
local ventilation system through good maintenance and cleaning. 
 
Through few local exhaust systems exist, reasonable ventilation can be obtained as 
follows: 
 

1. Natural ventilation.  Increased natural ventilation is valuable in the painting 
studios, though it can cause general heating or cooling problems (closing all 
solvent containers and removing solvent drenched rugs, towels, and paint spills 
reduces the amount of air contamination considerably). 

 
2. General exhaust ventilation can be achieved by placing a fan in a window or other 

wall opening (window near the one containing the fan should be closed to insure 
efficiency).  All fans should be properly maintained and kept clean. 

  
3. Floor or box fans provide little ventilation, but will stir up the air and help prevent 

stagnant accumulations of heat and moisture.  In small confined areas with 
operable windows or outside doors, some contaminates can be pushed out by such 
fans. 
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20-04 Fire Safety 
 
20-04-01 Fire Prevention, Reporting, Protection, Survival, and Training 
 
 A. Fire Prevention is the most important step in fire safety.  If carried out carefully and 

conscientiously, the rest of the fire safety program may never have to be implemented. 
 
  1. Keep all exit corridors, stairwells, hallways, and foyers clear of obstructions and/or 

debris at all times. 
 
  2. Turn off electrical or heat producing equipment such as automatic coffee pots when 

not in use.  Automatic timers can be used for such purposes. 
 
  3. Trash receptacles should be metal or FM/UL approved plastic.  Certain containers 

approved by the State of California Fire Marshal’s Office can also be used.  
Containers located in hallways and exit corridors must be covered or equipped with a 
self-extinguishing lid assembly.  All trash containers in classrooms, laboratories, and 
offices which are 5 gallon or less in size need not be equipped with covers. 

    
   Exception – Oily waste containers must be FM/UL approved  
        (metal construction with self-closing lid) 
 
  4. Parking or storing bicycles or gasoline powered vehicles (i.e., mopeds, motorcycles) 

in entrance foyers, stairwells, corridors, or any other spaces in buildings, including 
porches, and entrances or exits to buildings is strictly prohibited.  Bicycles shall be 
parked in racks or at other approved locations exterior to buildings.  Bicycles, 
motorcycles, or mopeds blocking exits or entrance ways will be removed at the 
owner’s expense. 

 
  5. A holiday decorations policy has been established and should be adhered to. 
 

6. Use only metal or approved plastic ashtrays.  Don’t dispose of cigarettes in trash 
receptacles.  They should be put in proper ashtrays and not disposed of in trash cans 
until the material is wetted and left to soak for 10 minutes. 

 
7. Do not smoke in areas where oxygen or flammable liquids are used. 

 
8. Keep work area clean.  Combustible materials should not be allowed to accumulate in 

quantities which will create safety hazards. 
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9. Keep sprinkler heads and fire alarm or fire suppression equipment free of 
obstructions. 

 
 B. Reporting of all fires promptly and emergency evacuation are of paramount importance 

to life safety and property protection.  Automatic fire alarm systems, where provided in 
buildings, activate general alarms in that building.  At present, not all alarm systems are 
monitored at a central station such as University Police.  Alarm installations are being 
implemented in a phased-in manner; therefore, the call to University Police at Ext. 3434, 
is absolutely necessary to assure fire department response. 

  
1. Following activation of an alarm, the resetting of the system will be accomplished by 

Physical Plant Personnel and verification of its “all clear” will be authorized by the 
University Police officer in charge. 

 
2. In some buildings there are automatic fire detection devices (smoke and heat 

detectors).  If activated, they will sound the building alarms.  The same course of 
action toward evacuation and reporting as previously noted must be carried out.  No 
one is to tamper with these detectors. 

 
3. Preplan your response to a fire emergency.  Know where the nearest fire alarm, 

extinguisher, and fire exit or stairwell are located. 
 

4. If you discover a fire in any location you should, in general, 
 

a. Rescue anyone in immediate danger if possible. 
b. Close the door to contain smoke and fire. 
c. Pull the nearest fire alarm. 
d. Alert others and evacuate the area. 
e. Report the fire:  To University Police at 3434 

 
5. If you hear the fire alarm, prepare for immediate evacuation but listen for instructions 

via the public address systems (if so equipped), which may direct you away from the 
fire while proceeding with evacuation.  If no PA system exists in your building, don’t 
delay; evacuate the building immediately using the nearest available exit or stairwell. 

 
6. Once outside, stay clear of the building and congregate at safe points out of the way 

of fire personnel. 
 

7. Do not re-enter the building until an “All Clear” is issued by Fire Department or 
University Police Officials. 

 
  Remember, in general: 
   a. Pull the fire alarm.  
   b. Evacuate the area. 
   c. Report the fire. 
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 C. Fire protection systems can be considered as two parts:  automatic systems and manual 
operations. 

   
  1. Automatic fire extinguishing installations exist in some or parts of some University 

buildings.  Installation includes water sprinkler systems, halon systems, carbon 
dioxide suppression systems, and ABC dry powder installations.  You should be 
familiar with those available in the building where you work, study, or sleep. 

   
  2. The maintenance of automatic sprinkler systems, standpipes, hose installations, and 

other fixed fire extinguishing systems is the responsibility of the Physical Plant. 
 
  3. The furnishing, installation, and maintenance of the proper type; capacity, and 

number of portable fire extinguishers in buildings are the responsibility of the 
maintenance operations of the Physical Plant. 

 
  4. Portable fire extinguishers shall be conspicuously located and mounted where they 

are readily accessible. 
 
  5. Portable fire extinguishers shall not be obstructed or obscured from view. 
 
  6. The Physical Plant will inspect and recommend placement or changes in the type, 

capacity, number and location of portable extinguishers as necessary to comply with 
statutory rules and regulations, including OSHA, NFPA-10 & 10A 

 
  7. Physical Plant will foster a program of periodic maintenance, inspection, and testing 

of fire extinguishing systems. 
 
 D. If a small fire occurs, “First Aid” fire fighting may be initiated by using portable fire 

extinguishers.  A small fire would involve trash cans and electrical equipment, 
appliances, and small pieces of furniture, etc.  Loyola personnel are not trained or are 
they expected to fight fires other than incipient small fires.  However, if the fire is any 
larger than a trash can size fire, or involves considerable amounts of smoke and toxic 
gases, fire suppression must not be attempted.  No one is obligated to fight a fire.  
Incipient fire suppression procedures are as follows: 

   
  1. Locate the fire extinguishers in your area.  They are mounted in hallways, kitchens, 

equipment rooms, laboratories, etc. by the maintenance personnel at the various 
campus locations, who also perform periodic inspections and maintenance 
procedures on these units. 
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  2. Learn what type of fire the equipment will extinguish.  The labels on the extinguisher 
will include such information. 

    
   a. Class A – Combustibles (i.e., paper, wood, trash, cloth, etc.) 
   b. Class B – Flammable and combustible liquids (grease, chemicals, etc.) 
   c. Class C – Energized electrical equipment (motors, etc.) 
   d. Class D – Certain chemicals - i.e., metals (sodium, magnesium, etc.) 
 
   Use the proper extinguisher for that class of fire.  Extinguishers are marked Class A, 

BC, ABC, or D. 
 
  3. When operating the extinguisher hold it upright, pull pin, stand 6 to 10 feet away 

from the fire, aim nozzle at base of fire, and squeeze handle.  The type of 
extinguishers used in Loyola buildings are of the stored pressure variety and include 
water (A), chemical (BC), Halon (BC) or (ABC), and dry powder chemical ABC and 
BC Units.  

 
  4. Never turn your back to a fire and never let the fire come between you and your way 

out of the fire area.  Re-ignition may occur with some types of fires. 
 
  5. There are fire hoses located in the hallways and stairwells of many of Loyola 

buildings.  Hoses are designed and approved for use by the building occupants; but 
Loyola employees, unless trained to use these, are not expected to do so. 

 
F. Trapped in Room – If you hear an alarm or smell smoke outside your room, carefully 

carry out the following procedures: 
 
1. Feel the door handle and upper part of the door.  If they are hot or warm to touch, DO 

NOT OPEN the door.  If no second exit is available, do not panic even though you 
are trapped in the room.  You are safer in the room than in the area outside your 
room. 

 
2. If possible, use clothing or towels, etc., to seal all openings where smoke or toxic 

gases could enter the room (around doors, air conditioning vents, pipes, etc.). 
  
  3. If water is available wet down the door and walls. 
 

4. If the room becomes smoky, break the window carefully or open it, if possible, at the 
top to allow heated gases and smoke to escape. 

 
5. Also, open or break the window, about four inches at the bottom.  Cover you head 

and body with a wet curtain, sheet, coat, etc. and seal, as best as you can, the material 
around the opening while breathing normally the outside air. 

 
6. Signal for help.  Listen for instructions from rescuers.  Keep calm. 
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 F. Training – Upon request, University Police will arrange for and conduct demonstrations 
and training sessions on the proper use of portable fire extinguishing units and life safety 
procedures. 
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  Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 20-0  
 
20-05 Laboratory Safety 
 
20-05-01 Laboratory Safety Guide 
 

The 1970 Occupational Safety and Health Act guarantees the right of employees to a 
workplace which is “free from recognized hazards which are likely to cause death or serious 
physical harm”.  In the past, there was an assumption of risk made by those who worked with 
hazardous materials.  With the current research and knowledge available today, one should 
not have to assume the risk made by those who worked with hazardous materials.  With the 
current research and knowledge available today, one should not have to assume the risk of 
incurring illness and injuries arising from working in a laboratory.  There is a safe way to 
perform all laboratory work.  The first step toward accident and illness prevention is to 
ensure adequate planning and knowledge of hazards and precautions.  Secondly, hazard 
information and precautionary measures must be clearly communicated to all participants 
within the laboratory. 
 
The principles and recommendations in this manual can be adapted to practices in all 
laboratories, including teaching, research and clinical laboratories. 
 
A. General Laboratory Safety practices 
 
 1. Every effort should be made to determine the hazardous properties, i.e., flammability, 

reactivity, toxicity, and corrosiveness, before any chemical or biological agent is used 
or handled.  In addition, mutagenic, carcinogenic, and teratogenic potential, if 
published data exists, should be known as well.  Every effort should be made to 
minimize all chemical exposures.     

 
  2. Avoid conducting hazardous experiments while alone in the laboratory, or at least 

without another person within the general area.  For unattended operations, provide 
for containment of toxic substances in the event of an emergency. 

 
3. Clothing should be worn which protects as much of the body as possible.  Shoes 

must be worn at all times and the hair should be confined, as they contribute to 
accidents. 

 
4. Clothing:  laboratory coats, smocks, aprons, etc. should be worn when working in the 

laboratory.  Do not wear clothing which has a high percentage of acetate.  (Acetate is 
highly flammable)  It is recommended that laboratory coats should be either worn in 
the laboratory or worn over outer clothing when out of the laboratory and removed 
when working – not both.   
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5. Eye protection is required for all persons engaged in, supervising, or observing 

activities involving potential hazards to the eye.  For most laboratory work, safety 
goggles are adequate.  Face shields and/or goggles should be worn where there is 
danger of splashing chemicals. 

 
6. Safety screens and shields should be used whenever there is potential for an 

explosion or apparatus implosion. 
 

7. Hand washing:  Hands should be washed frequently during the day, before leaving 
the laboratory, and before eating and smoking.  Wash hands vigorously with soap 
and hot water. 

 
8. Exits, and aisles must not be obstructed in any manner.  Equipment, chairs, supplies, 

or trash are not permitted in exit routes.  Exit doors must not be blocked, bolted, or 
obstructed so as to block or impede egress.  Also, do not block emergency equipment 
such as safety showers. 

 
9. Eating, drinking, and smoking is prohibited in the laboratory.  Food or beverages 

should never be prepared, stored or consumed in the laboratory. 
 

10. Food and drinks should not be stored in refrigerators used for storage of biological 
agents or hazardous chemicals. 

 
11. Mouth pipetting should never be used to fill pipettes or to start siphons in any 

laboratory.  Incidents involving mouth pipetting have resulted in ingestion of 
biologic agents, chemicals, and residual contamination from unknown sources.  
Suction bulbs or other mechanical devices should be used. 

 
12. All supplies of syringes and needles should be kept in a secured location to prevent 

theft. 
 

13. Materials which may liberate flammable vapors when heated should be dried in an 
oven designed for use with flammable vapors. 

 
 B. Housekeeping and Disposal Procedures 
 
  1. The cleaning of areas where toxic materials are handled, used or stored is the 

responsibility of those who use the area, and cleaning by custodians should be done 
only if trained and supervised by technical or professional staff.  Proper protective 
equipment, i.e., gloves, safety glasses, etc., should be worn during cleaning. 

 
2. Fume hoods should be thoroughly decontaminated after use.  Exhaust ventilation 

filters should be replaced as necessary for safe operation of the hood. 
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3. Laboratories must be kept clean and orderly and at least 50 foot candles of light at 

every working surface should be provided. 
 
 C. Glassware 
   
  1. Do not use broken or chipped glassware.  Discard it and order new glassware.  All 

waste glassware and sharps must be stored and disposed of in rigid, puncture 
resistant containers labeled as sharps and glassware.  If the glassware or sharps are 
contaminated, they must be collected and disposed of in labeled “Biohazard” rigid, 
puncture-resistant containers, and must be sterilized or incinerated.  

 
2. Do not leave pipettes sticking out of bottles, flasks or beakers, as this invites danger 

of tipping over. 
 
3. Do not attempt to remove rubber stoppers or rubber tubing on glass tubing by 

forcing.  If it is stuck, cut them off. 
 

4. Contaminated glassware must be properly cleaned and decontaminated before reuse. 
 

5. Hot glass-heated containers should be handled with protective non-asbestos gloves so 
as to avoid burns. 

 
D. Centrifuges 

 
1. Do not operate centrifuges unless the covers are closed.  Keep hair, beards, neckties, 

hair ribbons or other frilly or dangling items out of the way. 
 
2. Do not centrifuge uncovered tubes of specimens (blood, urine, sputum) or flammable 

liquids.  Centrifugation creates a vacuum and volatilizes liquids into vapors and 
aerosols.  Use caps or parafilm. 

 
3. Be sure all supply systems valves are in the OFF position before opening. 
 
4. Use non-asbestos protective gloves when putting items into or removing items from 

the autoclave.  The sides and door may be hot in addition to the material being 
autoclaved.  Note:  Beware of steam which will permeate gloves. 

 
5. Loosen caps of any containers to allow equalization of pressures inside containers.  

This prevents explosions, boil overs, and implosions. 
 

6. Cellulose indicators should be used to verify sterility of materials autoclaved. 
 

7. Biological indicators should be used to verify sterility of materials autoclaved. 
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 F. Fire Prevention and Control 
   
  1. Beware of ignition sources – open flames, cigarettes, heating elements and spark 

gaps (motors, light switches, friction, and static).  Smoking is not permitted in the 
laboratory. 

 
2. Do not use under any circumstance, flammable liquids in the presence of ignition 

sources.  Conversely, keep ignition sources away from areas where flammable liquids 
are used and/or stored. 

 
3. Flammable liquids give off vapors which may also burn or explode.  Be sure 

flammable liquids are properly stored. 
 

a. Quantities over one gallon must be stored in safe cans.  
 b. Close all doors to contain the fire and shutdown all electrical and gas equipment if 

possible. 
c. Pull the fire alarm and notify University Police. 
d. Evacuate the building and report to a control location outside the building. 

 
4. Do not store ether or other flammable liquids in refrigerators unless the refrigerator is 

specifically designed and labeled for that purpose. 
 
5. Use flammable liquids only in cold rooms designed, approved and labeled for that 

purpose. 
 

6. Combustible liquids while not in the same hazard class as flammable substances are 
dangerous and must be stored, handled, and disposed in much the same manner as 
flammable liquids. 

 
7. In case of fire: 

 
a. Evacuate the immediate area. 
b. Close all doors to contain the fire and shutdown all electrical and gas equipment if 

possible. 
c. Pull the fire alarm and notify University Police. 
d. Evacuate the building and report to a control location outside the building. 
 
Note: if and only if a fire is a very small one (i.e. trash can size) should you ever 
consider attempting to extinguish it with a fire extinguisher.  CO 2 and ABC dry 
chemical extinguishers are both effective on flammable liquid fires, however, ABC 
extinguishers are preferred, as they give some protection against flashbacks which 
CO 2 extinguishers can not do.  Do not use water on flammable liquid fires as it 
enhances spread. 
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G. Electrical Safety 

 
1. Grounding:  All instruments used in the clinical laboratory must be grounded 

including household type appliances.  The only exception to this rule are items 
entirely encased in plastic. 

 
2. Report shocks:  All shocks must be reported immediately including small tingles. 

Small shocks often precede major shocks and a light tingle may indicate potential 
trouble. 

 
3. Corrective actions:  Shut off the current and/or unplug the instrument.  Do not 

attempt to use an instrument that is causing shocks.  Not only is it potentially 
dangerous, but any results from the instrument would be suspect. 

 
4. Repairs:  Do not attempt to repair any instrument while it is plugged in! 

 
5. Repairs:  Repairs to the electrical system of the building are prohibited except by 

trained Physical Plant personnel.  Any work on switches, outlets or circuit boxes 
(fuses, circuit breakers) must be handled by the University Physical Plant (PP) or 
qualified people approved by PP. 

 
6. Extension cords are prohibited in lieu of permanent wiring; gang plugs are 

prohibited. 
 

H. Standards For Chemical Hazards 
 
1. Many routine laboratory procedures involve the use of highly caustic, poisonous, or 

flammable reagents.  These should be appropriately labeled to indicate the hazards 
involved in handling.  Read labels and observe precautions. 

 
2. Classification:  Dangerous chemicals may be grouped into the following categories: 

 
   a. Ignitible or flammable – Materials that easily ignite, burn, and serve as fuel for a 

fire. 
   b. Corrosive or caustic – Acids and alkalies which may cause burns of the skin, 

mouth, or eyes, and may also cause damage to equipment and storage areas. 
   c. Reactive – Materials that react violently with air or water, or which may explode 

under special circumstances. 
   d. Toxic or poisonous – Materials that can have acute or chronic effects on human 

health or the environment even if relatively small amounts are inhaled, ingested, 
or come in contact with the skin. 
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  3. Labeling:  All dangerous chemicals must be labeled to indicate: 
   
             Examples 
  Need for caution ………………………………………………… CAUTION 
    
  Type of hazard  ………………………………………………… IRRITANT 
 
  Precautions to be observed ……………………………… AVOID SKIN CONTACT 
 

  Instructions in case of accident ……………………………… WASH EXPOSED  
        AREA IMMEDIATELY  
 
 Follow other labeling procedures as specified by OSHA regulations including: 
  
   a. Identity of the hazardous chemical (s). 
   b. Appropriate hazard warning. 
  c. Name and address of the chemical manufacturer, importer, or other responsible 

party. 
  d. Possible affected target organs. 
 
 4. Storage and Handling of Flammables 
 
  a. Quantities over one gallon must be stored in safety cans.  If a reagent must be 

stored in glass for purity, the glass container may be placed in a bottle carrier to 
lessen the danger of breakage. 

 
  b. Small quantities (working amounts) may be stored on open shelves, but bulk 

storage (more than 10 gallons) must be stored in a flammable liquid storage 
cabinet or room. 

 
  c. Use the smallest containers of flammable solvents compatible with the work. 
 
  d. Keep only a minimum supply on hand. 
 
 5. Storage and Handling of Corrosive and Caustics 
 
  a. Store caustic and corrosive materials near the floor to minimize the danger of 

bottles falling from shelves. 
 
  b. Separate containers to facilitate handling.  Organic acids (acetic acid and acetic 

anhydride) should be stored separately for strong oxidizing agents (sulfuric, nitric, 
or perchloric acids) to prevent interaction of fumes and corrosion of storage 
cabinets. Acids should be stored away from bases. 

    
  c. Acid bottle carriers should be used for containers over one quart in size. 
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   d. If quantities of acids or alkalies are being used, work in a sink so that breaks or 

spills can be controlled. 
 

e. Wear eye protection devices and protective clothing when handling corrosive 
materials. 

 
f. Do not pipette any of these materials by mouth.  Do not sniff reagents. 

 
g. Dilution:  Use great care and add reagents slowly.  Always add “Acid to Water,” 

never water to acid.  Allow acid to run down the side of the container and mix 
slowly by gentle rotation.  Avoid over heating. 

 
  6. Storage and Handling of Reactives 
 
   a. Reactive chemicals decompose under conditions of mechanical shock, elevated 

temperature, or chemical action with forces that release large volumes of gases, 
heat, toxic vapors, or combinations thereof.  Consult regulations, MSDSs, and 
other literature before using explosives and related reactive materials. 

  
   b. Use the smallest quantities of reactive chemicals required for the experiment 

being conducted.  Do not keep large quantities of reactive chemicals on hand or in 
storage. 

 
   c. Segregate reactive chemicals from other materials that could cause a reaction or 

with which they are incompatible. 
 
   d. Use protective apparel and equipment when using reactive chemicals, particularly 

protective eyewear and shielding. 
 

e. Warning signs should be posted stating the danger and what to do should an 
emergency occur. 

 
7. Storage and Handling of Toxics and Poisons 

 
Toxic substances should be used in accordance with Loyola’s Chemical Hygiene 
Plan.  Special attention should be paid to the sections on work with “select 
carcinogens,” reproductive toxins, and substances with a high degree of acute 
toxicity. 

 
I. Standards for Bacteriologic Hazards and Universal Precautions Policy 
 

1. Introduction:  Each laboratory supervisor is responsible for bacteriologic hazards 
from the time a specimen is collected or generated until it is permanently disposed 
(made safe).  All OSHA, NIH and CDC guidelines for handling HIV and HBV in 
laboratories must be followed.  
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  2. Route of Infection:  Infections may be spread by several routes.  The actual 

occurrence of an infection depends on both the potential of the infecting agent to 
cause severe disease and the susceptibility of the host. 

 
   a. Airborne – Droplets and aerosols may be formed by simply removing caps or 

cotton plugs or swabs from tubes.  Heating liquid or fluids on inoculating needles 
too rapidly also creates aerosols.  Breakages in laboratory centrifuges are serious 
accidents. 

 
   b. Specimens with gross external contamination should not be accepted.  If left, wear 

gloves prior to handling, then disinfect external surfaces.  Dispose of gloves in 
biological hazard bags and wash hands immediately afterwards. 

    
   c. If specimens are to be centrifuged, they must be covered with a seal cap or 

parafilm to prevent aerosol formation. 
    
   d. Gloves, goggles, face shields, protective glasses, outer protective lab clothing, and 

other appropriate protective clothing and equipment that is deemed necessary to 
safely handle all clinical specimens (blood, body fluids, and tissues), must be used 
by all laboratory personnel.  These should also be used when cleaning up an 
accident or spill. 

 
  4. Processing Specimens 
   
   a. All bacteriologic cultures are potential pathogens – use careful techniques at all 

times. 
    
   b. Large numbers of plates should be handled in plate carriers.  Test tube racks or 

baskets are required for tubed cultures.  (Do Not place tubes in glasses or paper 
cups.) 

    
   c. Inoculating needles and loops should be sterilized (flamed) in a manner so as to 

minimize spattering of materials. 
    
   d. It is recommended that specimens and cultures that have a potential for causing 

severe diseases be processed using certified biological safety cabinets. 
    
   e. Work bench areas should be disinfected in the morning prior to beginning work, 

in the afternoon after work is completed and at other times during the day to 
minimize cross contamination problems. 

 
  5. Disposal of Contaminated, Bacteriologic or Infectious Materials 
   
   a. Specimens, culture plates, and tubes are to be placed in labeled biological hazard 

containers.  These bags should be changed when about half full. 
    
   b. All waste disposal containers will be lined with a double biological hazard bag 

lining.  All bags will be sealed securely before moving or autoclaving to prevent 
leakage. 
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   c. Contaminated materials or containers which are to be reused should be autoclaved 

prior to cleaning. 
    
   d. Any breakage of bags or leakage of contaminated materials should be reported 

immediately to the supervisor of the laboratory and the CHO for instructions on 
procedures for safe decontamination. 

   
   e. The CHO should be contacted if there are questions regarding laboratory disposal 

procedures for contaminated bacteriologic or infectious materials. 
 

6. Accidents and Spills of Bacteriologic or Infectious Materials 
 

a. In case of a spill, immediately clear personnel from the area, notify the laboratory 
supervisor, assess the type of spill and the degree of hazard involved and 
determine most effective and least hazardous approach to clean-up and 
decontamination. 

  
   b. “Dry spills” (overturned or broken culture plates) with no significant aerosol 

formation should be handled as follows: 
   1. Evacuation of room is probably not indicated. 
   2. Flood spill area with appropriate disinfectant. 

3. Soak up the disinfectant and contaminated material if any with an absorbent 
material, i.e., vermiculite, paper towels, etc., and dispose of in a plastic 
biologic hazard bag.  Gloves should be worn for clean-up.  Wash hands after 
clean-up. 

4. Spill area should be thoroughly cleansed with disinfectant after initial clean-
up. 

5. Autoclave the contaminated material. 
 
 c. Liquid spills on bench or floor should be handled as follows: 
  1. If significant aerosols are formed, the area should be evacuated and not re-

entered for at least one hour. 
  2. Cover the spill with an absorbent, i.e. vermiculite, paper towels, etc.  Gloves, 

face and respiratory protection, if indicated, must be worn during clean-up. 
  3. Dispose of the absorbent and/or contaminated material in a labeled biological 

hazard bag.  Seal and autoclave. 
  4. The spill area should be thoroughly disinfected. 
 
 d. Centrifuge spills should be handled as follows: 
  1. Shut off the centrifuge, evacuate the area at once and shut off recirculating 

ventilation to the area if possible. 
  2. Do not re-enter the area for at least one hour until aerosols have settled. 
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  3. The person entering the area to be cleaned should wear protective surgical 

masks or other appropriate respiratory devices. 
  4. If liquids are present, soak up in absorbent material and handle as above.  If 

not, clean the instrument. 
 
 e. Spills in incubators, autoclaves, or other closed areas: 
  1. Soak up liquids with an absorbent material and dispose of as outlined above. 
  2. If routine clean-up is not possible, the unit may have to be decontaminated by 

means of a sterilizing gas and left over night. 
  3. The unit should be thoroughly washed with Amphyl if possible after 

decontamination. 
  

7. Reports:  major accidents must be reported in detail to the Chemical Hygiene Officer 
and University Safety Officer.  The report should indicate: 
 
a. Cause of accident. 
b. Type of contamination or hazard encountered. 
c. List of personnel possibly exposed. 
d. Decontamination procedures undertaken. 
e. Action taken to prevent reoccurrence. 
f. Location of waste. 

 
J. Warning Signs 

 
Signs are to be posted in designated areas indicating the type of hazard existing in that 
area and the precaution that should be taken: 
 
TYPE       LOCATION (Examples) 
 
CHEMICAL HAZARD 
 
1. CAUTION Caustic   Chemistry storage and Corrosive  
      work bench areas; Toxic  
      refrigerators; Flammable storage 
      cabinets 
 
2. WARNING Do not store   Refrigerator; lab benches and  
  flammable in    benches and near hoods 
  refrigerators. Wear 
  protective equipment. 
  No Smoking 
 
3. BIOLOGICAL HAZARD   Entrance to technical work area;  

 work counters; doors to 
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 Microbiology laboratory; equipment; 
 refrigerators; etc. 

TYPE       LOCATION (Examples) 
 
4. RADIOLOGICAL HAZARDS Entrance to work area; on storage 
 OR RADIOACTIVE MATERIAL cabinets; refrigerator and work 

counters. 
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  Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 20-0  
 
20-06 Biological Safety Plan 
 
20-06-01 Safety Rules for Biohazard Control 
 

This section presents certain safety requirements for handling specific hazardous 
microorganisms.  These requirements are based on present knowledge, and will change as 
research continues and new standards are developed.  The operational requirements service, 
in part, to indicate what facilities and resources should be made available to minimize 
hazards in work with specific microorganisms. 

  
A. General Requirements 
 

1. Authorized Personnel 
 

Only authorized employees, students and visitors should be allowed to enter 
infectious disease laboratories or utility rooms. 

 
2. Autoclaving 
 

a. All infectious or toxic materials, equipment or apparatus should be autoclaved, or 
otherwise disinfected before being washed or disposed of.  Each individual 
working with infectious material should be responsible for its disinfection before 
disposal. 

 
b. Infectious or toxic materials should not be placed in autoclaves overnight in 

anticipation of autoclaving the next day. 
 

c. Autoclaves should be checked for operating efficiency if spore formers are used. 
 
  3. Building Vacuum Lines 
    

When the building vacuum line is used, suitable traps or filters should be interposed 
to insure that pathogens do not enter the fixed system. 

 
  4. Centrifuging, Sonication, Separation – Aerosol Precautions 
 
   a. Before centrifuging, inspect tubes for cracks, inspect the inside of the trunnion 

cup for rough walls caused by erosion of adhering matter, and carefully remove 
bits of glass from the rubber cushion.  A germicidal solution added between the 
tube and trunnion cup not only disinfects the outer surface of both of these, but 
also provides an excellent cushion against shocks that might otherwise break the 
tube. 
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   b. Avoid decanting centrifuge tubes.  If you must do so, afterwards wipe off the 
outer rim with a disinfectant; otherwise, the infectious fluid will spin off as an 
aerosol.  Avoid filling the tube to the point that the rim becomes wet with culture. 

 
   c. A ventilated and filtered safety centrifuge cabinet is recommended to house and 

safeguard all centrifuging of highly infectious substances.  Use a safety centrifuge 
cup.  Centrifuging should always be done in closed containers and, whenever 
possible, in closed centrifuge heads.  When centrifuging is done in a ventilated 
glove box, the glove panel should be in place with the glove ports covered.  A 
centrifuge in operation creates reverse air currents that may cause escape of agent 
from an open cabinet. 

 
d. An aerosol containment hood or enclosure must be provided for sonicators, 

separators, and similar aerosol producing apparatus. 
 
  5. Containers - Protective 
  
   a. Insure that all virulent fluid culture or viable powered infectious materials in glass 

vessels are transported, incubated and stored in easily-handled, non-breakable, 
leak-proof containers that are large enough to contain all fluid or powder in case 
of leakage or breakage of the glass vessel. 

 
   b. All inoculated Petri plates or other inoculated solid media should be transported 

with primary and secondary containment. 
 

6. Emergencies 
 

a. No person should work alone on an extremely hazardous operation.  Use the 
“buddy system”. 

 
 b. Prepared solutions of suitable disinfectants, along with instructions for use, should 

be maintained in each laboratory in a conspicuous location.  The location should 
be labeled “Disinfectants for Emergency Use”. 

 
 c. An Emergency Notification Sign, must be posted by the responsible researcher on 

the exterior door of each lab, giving instructions to follow in the event of an 
emergency such as fire or spill.  Instructions shall emphasize precautionary 
measures. 
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  7. Floors and Other Surfaces 
    
   a. Floors, laboratory benches, and other surfaces in the building in which infectious 

substances are handled should be disinfected with a suitable germicide as often as 
deemed necessary by the supervisors.  After completion of operations involving 
planting, pipetting, centrifuging, lyophilizing, and similar procedures with 
infectious agents, the surroundings should be disinfected. 

   
   b. Floor drains in Biological lab facilities should be flooded with water, or a safe 

disinfectant at least once each week in order to fill traps and prevent back up of 
sewer gases. 

 
   c. Floors should be swept with push brooms only.  The use of a floorsweeping 

compound is recommended because of its effectiveness in lowering the number of 
airborne organisms.  Water used to mop floors should contain suitable 
disinfectants.  Elimination of sweeping through use of vacuum cleaners utilizing 
absolute filters, or through wet mopping only, is highly desirable.  Custodial 
services must be performed by or under the supervision of laboratory personnel 
only.  Physical Plant, or University contractors must be informed of any hazards 
that they may encounter while performing their services, and appropriate 
precautions taken. 

 
  8. Hygiene 
    
   a. Develop the habit of keeping your hands away from your mouth, nose, eyes, and 

face.  This may prevent self-inoculation 
 
   b. Deepfreeze, dry ice chests, and refrigerators should be checked and cleaned out 

periodically to remove broken ampules, tubes, etc., containing infectious material.  
A tray can be used to line the bottom of the refrigerator or freezer to catch and 
retain broken containers. 

 
   c. Books and journals taken into rooms where work with infectious agents is in 

progress should be protected from contamination. 
 
   d. An effort should be made to keep all other surplus materials and equipment out of 

these rooms. 
  
   e. According to the level of risk, the wearing of laboratory or protective clothing 

may be required for persons entering infectious disease laboratories.  Likewise, 
showers with a germicidal soap may be required before exit. 

 
f. Contaminated laboratory clothing should not be worn in clean areas or outside 

the building. 
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9. Labeling 
 

All laboratory rooms containing infectious substances should designate separate areas 
or shelters labeled: INFECTIOUS – TO BE AUTOCLAVED, or NOT INFECTIOUS 
TO BE CLEANED.  All infectious disease work areas, including cabinetry, should be 
prominently marked with the Biohazard Warning Control.  Cultures must be labeled 
with the name of the agent, researchers’ names, and date. 

 
10. Membrane Filters 
 

Care must be exercised in the use of membrane filters to obtain sterile filtrates of 
infectious materials.  Because of the fragility of the membrane and other factors, such 
filtrates cannot be handled as noninfectious until culture or other tests have proved 
their sterility. 

 
11. Personal Protective Equipment 
 

a. A respirator or gas mask should be worn when changing a glove or gloves 
attached to a safety cabinet if an infectious aerosol may possibly be present in the 
cabinet. 

b. Diagnostic serum specimens carrying a risk of serum hepatitis should be handled 
with either latex or vinyl gloves. 

 
12. Pest Control 

 
All laboratories should be sprayed with insecticides as often as necessary to control 
flies and other insects.  Advise pest control personnel of hazards in the laboratory 
before they commence work. 

 
13. Pipettes 
 

a. No infectious materials should be pipetted by mouth or blown out of a pipette.  
Do not use a pipette for mixing or for bubbling air through an infectious mixture.  
Hand pipetting devices must be used to pipette all microorganisms, tissue or cell 
cultures, caustic or corrosive chemicals, poisons, organic solvents, radioactive 
materials, mutagens, carcinogens, or teratogens. 

 
b. Contaminated pipettes should be placed horizontally in a pan containing enough 

suitable disinfectant to allow complete immersion.  They should not be placed 
vertically in a cylinder.  The pan and pipette should be autoclaved as a unit and 
replaced by a clean pan with fresh disinfectant.  

 
14. Syringes 

 
a. Syringes of the Luer-Lok type should be used with infectious materials. 
 

 82



b. Use an alcohol-soaked pledget around the stopper and needle when removing a 
syringe and needle from a rubber-stoppered vaccine bottle. 

c. Expel excess fluid and bubbles from a syringe vertically into a cotton pledget 
soaked with disinfectant, or into a small bottle or cotton. 

d. Syringes and needles must be properly discarded in special waste containers (not 
into the “trash”).  Blunt needles (cannulas) should be used wherever sharp needles 
are not required.  

 
15. Shakers 

 
a. A safety box or safety shaker tray should be used to house or safeguard all 

containers of infectious substances on shaking machines. 
b. Broth cultures should be shaken in a manner that avoids wetting the plug or cap. 

 
16. Smoking, Eating, and Drinking 
 

a. Food, candy, gum, or beverages for human consumption should not be taken into 
infectious disease laboratories.  Smoking should not be permitted in any area in 
which work with infectious or toxic substances is performed.  Employees who 
have been working with infectious materials should wash and disinfect their 
hands thoroughly before smoking or eating. 

 
b. Industrial water from lab sinks must not be used for human consumption. 

 
17. Storage 
 

To minimize hazard to fireman, maintenance personnel, or emergency crews at the 
close of each workday, all infectious or toxic materials should be: (1) placed in the 
refrigerator, (2) placed in the incubator, or (3) autoclaved or otherwise disinfected 
before the building is closed.  An inventory of the above mentioned materials must be 
maintained and made readily available in emergencies. 

 
18. Wastes 

 
a. No infectious substances except human excreta should be allowed to enter a 

building drainage or refuse disposal system without proper sterilization. 
 
b. Mechanical garbage disposal units should not be installed for use in disposing of 

contaminated wastes.  The units release considerable amounts of aerosol. 
 

19. Water Baths and Warburg Baths 
 

Water baths and Warburg baths used to inactivate, incubate, or test infectious 
substances should contain a suitable disinfectant. 
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 B. Animals 
   

 Plans for biohazard program involving animals shall be submitted to the appropriate 
department head.  All animals, equipment, and the animal room itself shall be treated as 
contaminated.  Each animal shall be identified to indicate inoculation infectious 
substances. 
 
1. Animal Cages 
  

Cages used for infected animals should be cared for in the following manner: 
 
a. Careful handling procedures should be employed to minimize the dissemination 

of dust from cage refuse and animals. 
b. Cages should be sterilized by autoclaving.  Refuse bowls and watering devices 

will remain in cage during sterilization. 
c. All watering devices should be of a non-drip type. 
d. Each cage should be examined each morning and at each feeding time so that 

dead animals can be removed. 
e. Animals in cages with shaving should be transferred to clean cages as often as 

necessary.  If cages have false screen platforms, the catch pan should be replaced 
before it becomes full. 

f. The name of the investigators, a description of the infectious agent, the date and 
method of administration, and an emergency telephone number shall be placed on 
each cage. 

g. If properly maintained, ultraviolet lamps and reflectors can prevent the airborne 
spread of infections between cages.  Depending upon the location of the 
ultraviolet lamps, it may be necessary to shield the lamp to protect animals and 
personnel from eye damage.  Protective goggles may be necessary.  High-
efficiency spun-glass filter materials used on the sides or top of a small animal 
cage will also prevent cross-infection. 

h. Several types of ventilated lids can be made to fit ordinary animal cages by use of 
air-tight gaskets around the rim of the lid, which are connected to a central 
exhaust system through an absolute filter. 

 
2. Animal Rooms 
 

a. Doors to animal rooms should be kept closed at all times except for necessary 
entrance and exit.  The doors should be marked by a conspicuous sign, 
HAZARDOUS BIOLOGICAL MATERIALS.  The conventional biohazard 
symbol should be used. 

b. Unauthorized persons should not be permitted entry to animal rooms. 
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c. A container of suitable disinfectant should be kept in each animal room for 
disinfecting gloves and boots and for general decontamination.  Floors, walls, and 
cage racks should be mop-washed with a suitable disinfectant frequently. 

d. Floor drains in animal rooms should be flooded with water, or a suitable 
disinfectant periodically to prevent backing up of sewer gases. 

e. Shavings or other refuse on floors should not be washed down the floor drains. 
f. Animal rooms should have a licensed pest control service. 
g. Special care should be taken to prevent live animals, especially mice, from 

finding their way into disposable trash. 
h. Animal rooms in infectious disease units should be ventilated under negative 

pressure with respect to corridors or adjoining non-infectious areas.  Ten to fifteen 
changes of air per hour generally are sufficient, depending upon the species of 
animal.  There should be no recirculation of room air in infectious areas. 

i. Use disinfectant solutions to decontaminate an animal room after experiments. 
 

3. Handling Infected Animals 
 
a. Special attention should be given to the humane treatment of all laboratory 

animals in accordance with the Principals of Laboratory Animal Care as 
promulgated by the National Society for Medial Research and the National 
Institute of Health. 

b. Monkeys should be tuberculin-tested and examined for herpetic lesions. 
c. Suitable mask, gloves, etc. should be worn when primates are being handled. 
d. Persons regularly handling monkeys should receive periodic appropriate 

tuberculosis detection tests. 
e. Heavy gloves should be worn when feeding, watering, or removing infected 

animals.  Under no circumstances will the bare hands be placed in the cage to 
move any object. 

f. When animals are to be injected with pathogenic material, the animal caretaker 
should wear protective gloves and the laboratory workers should wear surgeon’s 
gloves.  Every effort should be made to restrain the animal to avoid accidents that 
may result in disseminating infectious materials.  Before and after injection of an 
animal, swab the site of the injection with disinfectant. 

g. Ventilated biological safety cabinets are recommended for the inoculation of 
animals with infectious organisms and for necropsy of infected animals.  They 
should be equipped, as applicable, with viewing windows, glove ports, lights, 
ultraviolet lamps, an air exhaust absolute filter, and outlets for gas, air water, and 
vacuum.  

   h. Infected animals to be transferred via public corridors should be placed in aersol-
proof containers. 

 
 
 
 
 
 

 85



4. Animal Bites 
 

a. If the handler receives a bite or scratch, the wound (even a superficial one) must 
be scrubbed for three minutes with soap and water followed by a thorough rinsing 
with warm water, drying with absorbent cotton, and swabbing with an appropriate 
skin antiseptic, if available.  The injured person must seek medical attention 
promptly.  If a fever develops, the handler should report for medical aid and 
inform the doctor that he works with animals. 

b. Rubber gloves should be worn when performing necropsies. 
c. Surgeon’s gowns should be worn over laboratory clothing during necropsies. 
d. Fur of the animal should be wet with a suitable disinfectant. 
e. Small animals should be restrained and placed within a metal tray.  Large animals 

should be processed in an appropriate room designated for the purpose of 
necropsy. 

   f. Upon completion of necropsy, all potentially contaminated material should be 
placed in suitable disinfectant or left in the necropsy tray and disposed of as per 
applicable regulations.  The entire tray should be autoclaved at the conclusion of 
the operations. 

   g. Grossly contaminated rubber gloves should be cleaned in disinfectant before 
removal from hands, preparatory to sterilization. 

   h. Dead laboratory animals should be placed in proper leak-proof containers and 
thoroughly autoclaved or incinerated before removal and incineration if zoonotic 
potential is present. 

 
  6. Biosafety Ventilation Equipment 
   

Biological Safety Cabinets are the principal equipment used to provide physical 
containment.  They are used as primary barriers to prevent the escape of aerosols into 
the laboratory environment.  This is an important function, because most laboratory 
techniques are known to produce inadvertent aerosols that can be readily inhaled by 
the laboratory worker.  Certain cabinets can also protect the experiment from 
airborne contamination.  The selection of a Biological Safety Cabinet is based on the 
potential hazard of the agent used in the equipment, the potential of the laboratory 
technique to produce aerosols, and the need to protect the experiment from airborne 
contamination. 
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  7. Factors Influencing Biological Safety Equipment Selection 
 
   a. Proposed Activity 
     
    Procedure which may cause aerosols are of particular concern. 
 
   b. Risk of the Infective Agent 
   

All known characteristics of the agent should be evaluated, e.g., infectivity, 
history of known laboratory-acquired of human infections, concentration of the 
viable agent to be used, classification of the etiologic agent on the basis of hazard, 
etc. 

 
   c. Control Objectives 
 

The control protection desired should be determined from the proposed activity 
and the specific agent. 

 
- Product protection only 
- Personnel protection only 
- Personnel and product protection 

 
  8. Recommended Biosafety Levels for Infectious and Infected Animals    
 

The selection of an appropriate biosafety level for work with a particular agent or 
animal study is dependent upon a number of factors.  The most important of these 
include:  the virulence, pathogenicity, biological stability, and communicability of 
the agent, the nature or function of the laboratory or operations, the quantity and 
concentration of the agent, the endemicity of the agent, and the availability of 
effective vaccines or therapeutic measures. 
 
If a combination of increasingly stringent primary and secondary containment 
procedures and facilities are used, laboratory studies and manipulations can be safely 
conducted on agents that are correspondingly more hazardous. 
 
In general, the biosafety level used for activities using infectious agents of infected 
animals should be commensurate with that required for the agent of highest virulence 
known or likely to be encountered in the course of contemplated work.  For example:  
All diagnostic sera of human origin should be handled under conditions which 
reasonably preclude cutaneous, oral and parenteral exposure to personnel; sputa 
should be considered as potentially infectious for tuberculosis, and in addition, 
should be handled under conditions which reasonably preclude the generation of 
aerosols, or which contain any aerosols generated.  If, in the course of diagnostic or 
other laboratory examinations there is evidence that the materials being studied  
 

 87



contain only an agent of higher or lower risk than expected, the biosafety level 
should be raised or lowered accordingly.  
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 20-0  
 
20-07 Radioactive Material 
 
20-07-01 Safety Rules for Working with Radioactive materials and Radiation Producing 

Equipment 
 
 A. General Precautions  
 
 1. All personnel wishing to use radioactive materials must gain approval from their 

respective departmental chairman and the Hazardous Materials Safety Committee.  
 

2. The Chemical Hygiene Officer (CHO), who also serves as the Radiation Safety 
Officer (RSO) must approve all purchases of radioactive materials and radiation 
producing equipment. 

 
3. In order to avoid undue exposure to ionizing radiation, unauthorized personnel 

should not enter a laboratory where radioactive materials are being used except when 
accompanied by an authorized person.   

 
4. Only persons specifically authorized will prepare and/or administer tracer and/or 

therapeutic doses of any radioactive material. 
 

5. There will be no eating, drinking, or smoking in the isotope storage, preparation 
areas. 

 
6. There will be no storing of food and/or drink in refrigerators located in isotope 

storage and preparation areas. 
 

7. Personnel authorized to handle, or assist the handling of radioactive materials will 
wear film badges as provided when indicated by RSO. 

 
8. All personnel will wear laboratory coats while handling, or administering radioactive 

materials. 
 

9. All personnel will wear rubber gloves while handling liquid radioactive material and 
disposing of decayed radioactive materials. 

 
10. All radioactive materials will be stored, handled, and administered in designated 

areas approved by the RSO. 
 

11. There will be no mouth pipetting of radioactive materials under any circumstances. 
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12. Safety equipment such as leaded gloves, aprons, shields, and other items such as 
latex gloves etc. must be used when using radioactive material and/or radiation 
producing equipment. 

 
13. In the event of a spill of radioactive material, HAZARD CONTROL IS OF FIRST 

IMPORTANCE.  In order to accomplish this, the person responsible for the spill 
should: 

 
a. Contact the RSO and proceed according to the procedures in the Radiation Safety 

Manual. 
b. Be prepared to evaluate the hazard by knowing at all times which isotope is being 

handled and the approximate activity of this isotope. 
c. See that all personnel in the area are notified and leave the vicinity of the spilled 

radioactive material without delay. 
d. Determine the extent of personnel contamination by inspection and monitoring of 

involved personnel, calling for help as indicated in the Radiation Safety Manual.  
e. See that all personnel involved in the spill remove contaminated clothing. 
f. Rinse contaminated body parts with water and then soap and water, monitoring 

the contaminated body part after each washing. 
g. In the event of a spill, but only after the personnel contamination has been 

undertaken, decontamination of the area should be carried out. 
 
  14. All other procedures relative to Radiation Safety may be found in the Radiation 

Safety Manual. 
 
 B. Electrical Hazard or Malfunction 

 
If any piece of equipment either presents a possible electrical hazard or malfunctions 
such that a hazard is present, the following procedures must be adhered to: 
 
1. All equipment in affected room is immediately shut down. 
 
2. Main “on-off” button turned to “off”. 

 
3. All circuit breaking switches turned to “off”. 

 
4. Evacuate personnel from room. 

 
5. Notify supervisor immediately. 

 
If an electrical fire does occur, follow step 1 thru 5 and immediately initiate a fire alarm 
either by fire alarm box or telephone operator, whichever is closest.  Do not shout 
“FIRE”. 
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 C. Mechanical Hazard or Malfunction 
 

 If any unsafe or potentially unsafe condition is noticed with respect to radiation 
producing equipment it must be reported immediately to the supervisor.  If the well-being 
of employees or building occupants may be jeopardized, evacuate the area immediately, 
then report it. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 20-0  
 
20-08  Compressed Gases 
 
20-08-01 Standards for Handling Compressed Gases in Cylinders 
 

A. Governing Requirements 
 

For compliance with OSHA standards, rules, and regulations, the handling, storage, and 
utilization of all compressed gases in cylinders on this University’s Campuses shall be in 
accord with provisions of all compressed Gas Association Standards, as set forth in 
Pamphlet P-1 (1965) SAFE HANDLING OF COMPRESSED GASES and P-2 SAFE 
HANDLING OF MEDICAL GASES.  A copy of the 1984 revised Pamphlet P-1 can be 
obtained from the Compressed Gas Association: 1235 Jefferson Davis Hwy., Arlington, 
VA 22202 or (703) 979-0900. 

 
B. General Safety Notes 

 
1. Cylinders of compressed gas must be properly and securely supported at all times.  

University policy requires that compressed gas cylinders be securely strapped or 
chained at all times. 

 
2. Cylinders should never be dropped or permitted to strike each other violently. 
 
3. The valve safety covers must be left on the cylinders until they are secured to walls, 

benches, or stable pieces of equipment, until non-tip bases are attached, and until the 
regulators are attached. 

 
4. Cylinders must be transferred only by carts or hand trucks.  They must not be rolled 

or dragged.  The valve safety covers must be in place and the cylinders secured to the 
carts during transport. 

 
5. Empty cylinders must be marked “empty” or “MT” with grease pencils or tagged.  

Empty cylinders must not be stored with full cylinders.  Some cylinders have tags 
identifying their contents; tearing off the bottom half of this tag indicates an empty 
cylinder. 

 
6. Employees must not attempt to repair cylinders or cylinder valves or force stuck or 

frozen cylinder valves. 
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7. Cylinders delivered for use on Campus shall bear the proper DOT label for the 
compressed gas container and a legible label or stencil identifying the contents.  Care 
shall be taken to prevent the defacing or removal of any markings, labels, decals, 
tags, and stencil marks used for identification of contents by the supplier. 

 
8. If a visual inspection indicates that a cylinder is obviously damaged, it should be 

immediately returned to the supplier without attempting any usage. 
 

9. If a cylinder leaks, other than normal venting, if provided for, and the leak cannot be 
remedied by simply tightening a valve gland or packing nut, the valve should be 
closed and a tag attached stating that the cylinder should be removed to the outdoors, 
at a well ventilated location.  Contact the suppler for instructions as to the return of 
the cylinder. 

 
10. Cylinders must not be accepted from the vendor unless the valve safety covers are in 

place and properly tightened. 
 

11. Only pressure regulators and needle valves approved for specific gases may be used. 
 

12. Treads and points of unions must be clean; these surfaces must be inspected before 
they are connected. 

 
13. When attaching regulators or needle valves, the connections must be tightened 

firmly.  Non-adjustable wrenches of proper size should be used.  Pliers or adjustable 
wrenches should not be used, as they damage the nuts, most of which are brass and 
rather soft.  Need for excessive force often indicates that the regulators or needle 
valves do not fit the cylinders.  Leaks at the union between the regulators and the 
cylinder valves are usually due to damage to the faces of the connections.  Attempts 
to force a tight fit may damage the previously undamaged half of the connection.  If 
the cylinder valve faces are damaged the cylinders shall be returned to the vendors.  
Employees shall not attempt to repair them.  Damaged regulators shall not be used 
until repaired. 

 
14. Pressure in full cylinders should be indicated on the cylinder or labels.  Lack of full 

pressure may indicate leaks at the connections between the cylinder and regulators or 
incompletely filled cylinders. 
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15. If the gases are not to be used over a considerable length of time (i.e., 24 hours), the 
cylinder valves should be closed, the lines bled, and the pressure adjusting screws 
turned back until they turn freely.  Damage to the gauges during extended periods of 
non-use can occur. 

 
16. Cylinders should not be subjected to temperatures above 1250F., nor should a flame 

ever be permitted to come in contact with any part of a compressed gas cylinder. 
 

17. Cylinders should not be used as rollers, supports, or for any purpose other than to 
contain the contents as received. 

 
18. Cylinders should not be placed in a position where they might become part of an 

electric circuit.  When used in conjunction with electric welding, precautions must be 
taken against accidentally grounding cylinders, permitting them to be burned by 
electric welding arc. 

 
C. Special Precautions 
 

1. Flammable Gases 
 

a. Cylinders containing flammable gases are not to be stored near flammable 
solvents, combustible waste material, and similar substances., or near unprotected 
electrical connections or other sources of ignition. 

  
 b. Reserve stocks of cylinders containing flammable gases are not to be stored with 

cylinders containing oxygen. 
 
 2. Oxygen and Oxidizing Gases 
 

Stored oxygen cylinders must be kept separated from stored fuel gas cylinders or 
combustible materials (especially oil or gases) by a minimum distance of 20 feet or a 
non-combustible barrier, with a one-half hour fire resistance rating, at least 5 feet 
high.  A sheet metal partition is not an acceptable method of separating cylinders. 

  
 3. Acid and Alkali Gases 
 
  a. Goggles or face shields, chemically resistant gloves, and aprons shall be worn in 

addition to long sleeved shirts, trousers and closed toe shoes. 
   
  b. NIOSH / MSHA approved self-contained breathing apparatus should be available 

for emergency use by personnel who handle and use the gases. 
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  c. The following is a partial listing of acid and alkaline gases: 
   
   ammonia   hydrogen chloride 
   boron trifluoride  hydrogen sulfide 
   chlorine   methylamine 
   dimethylamine  nitrosyl chloride 
   ethylamine   sulfur dioxide  
   fluorine   trimethylamine 
   hydrogen bromide 
 
 4.  Highly Toxic Gases 
   

Personnel handling and using highly toxic gases shall have available for immediate 
use gas masks or self-contained breathing apparatus of a design approved by 
NIOSH/MSHA for the particular hazard involved.  Such equipment should be 
located convenient to the place of work, but shall be kept out of he area most likely to 
be contaminated. 

 
 5. Cryogenic Gases 
 
  a. Cylinders containing pressurized liquid oxygen, nitrogen, hydrogen, etc. must be 

transported, stored, and used in an upright position.  The extreme low temperature 
of the contents necessitates an upright position of the cylinders, to permit venting 
vapors periodically to maintain safe internal pressures. The instructions of the 
supplier with regard to handling and use of these cylinders should be followed. 

 
  b. When handling liquid gases, eye protection and thermal-insulated gloves should 

be worn to protect against frostbite burns and injuries. 
 

6. Inert Gases 
 

a. Inert gases are simple asphyxiants which can displace the oxygen content in air.  
Rooms where inert gases are used or stored should be well-ventilated. 

 
b. Self- contained breathing apparatus or air-line respirators should be worn in areas 

containing less than 19% oxygen concentration by volume.  Inert gases include 
helium, krypton, neon, nitrogen, and xenon. 
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Loyola University 
 
Policy and Procedure Manual – General Occupational Health and Safety Plan Safety Practices 
 Policy No. 20-0  
 
20-09 Elevators 
 
20-09-01 Elevator Safety Procedures 
 
 A. Items Dropped Down Shaft    

 
Items dropped down elevator shafts are not to be retrieved by Physical Plant personnel.  
Only contract elevator repair servicemen are to retrieve items from elevator pits.  Normal 
procedure will be to wait until the elevator serviceman is on campus on a regular call 
before having him retrieve an item dropped down the shaft.  Elevator servicemen are not 
to be called out especially to retrieve items, unless the Director of the Physical Plant 
specifically authorizes the call-out as an exception to normal policy. 

 
B. Persons Trapped in Elevator Cab 

 
In cases when people are trapped in elevators, Physical Plant personnel are not to extract 
them unless it is dire emergency and the Director of the Physical Plant specifically 
authorizes Physical Plant personnel to act.  The correct procedure is to immediately call 
the elevator company, advise them that we have people trapped in an elevator, and wait 
for the elevator serviceman to arrive and resolve the problem.  This is one of the services 
contract elevator companies are obligated to perform, and neither our personnel nor 
elevator occupants are to be put at risk in any way, by premature or impatient actions to 
remove people before the contact serviceman arrives. 
 
The prime consideration in both situations described above is safety, both of our 
personnel and elevator occupants.  That is why the professional service personnel must 
be relied upon in these cases, since re-energization could occur at any time, causing 
injury or death to those involved. 
 
 
  


