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Laboratory handbook:  good laboratory practice protocol for the 
Department of Environment and Geography 

(To be read in conjunction with the Departmental Safety Handbook) 

Second Edition 29/01/2020 

 

This document sets out the standard of good laboratory practice that users of the Department of 
Environment and Geography laboratories are expected to adhere to. 
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1. About 
 

The purpose of this document is to set out rules and procedures designed to ensure the smooth 
operation of teaching and research activities in the laboratories.  It is intended to compliment the 
departmental health and safety procedures and minimise the risk of accident, injury to personnel 
and damage to equipment and the building.  If you have any queries about this document or any 
other aspect of work in the laboratories, please feel free to approach the laboratory staff for 
assistance.  They are: 

 Dave Hay (Departmental Operations Manager) 
 Rebecca Sutton (Senior Research Technician) 
 Maria Gehrels (Physical Geography Research Technician) 
 Debs Sharpe (Teaching Laboratory Technician) 
 Matt Pickering (Chromatography Research Technician) 
 Mike Beckwith (Physical Geography Research Technician) 

2. Authorisation to carry out laboratory work   
 

Before anyone can carry out laboratory work they are required to: 

 Read and sign the Lab User Agreement 
 Complete a Risk Assessment 
 For work involving chemicals, complete a CoSHH Assessment 
 Attend a lab induction 
 Read this document 

The lab induction is run by a member of the Technical Staff and will cover material in this document 
and highlight the location of all necessary equipment. 

Lab User Agreements, Risk and CoSHH Assessments can be found on the Department of 
Environment and Geography online safety pages (http://www.york.ac.uk/environment/safety/).  
These must be completed and signed off by the Safety Officer (Dave Hay) or Senior Research 
Technician (Rebecca Sutton).  Risk and CoSHH assessments must be reviewed annually.  Additional 
Risk and CoSHH assessments must be filed for any new work that is not covered by the user’s 
current Risk and CoSHH assessments. 
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3. Work out of normal working hours 
 

The normal hours of work for the department are Monday to Friday, 09:00 – 17:00.  During this time 
the department will be adequately staffed with fire sweepers, first aiders and members of the safety 
team.  Outside this time there is no guaranteed safety cover within the department and users will be 
reliant on University Security Services who can be reached by dialling Ext 3333.  It is essential that 
anyone wishing to work outside typical hours signs the Out of Hours whiteboard in the ground floor 
foyer so that University Security Services know who is in the building in the event of an emergency.  
In addition, users will need a security pin code, which can be obtained from Dave Hay, to disable and 
set the building security alarm (operational out of hours). 

As safety cover is limited out of hours, there are restrictions to the nature of work that may be 
carried out in labs: 

 Undergraduates may not perform any out of hours work. 
 Out of hours work must be authorised by your supervisor and Dave Hay, the Departmental 

Operations Manager. 
 Work out of hours should only involve procedures you are familiar with. 
 Any unattended equipment left on out of hours must be accompanied by a yellow Out of 

Hours sign giving a description of the experiment, shutdown procedures and contact details 
for use in the event of an emergency.  

 No lone working is to be carried out.  There must be at least one other person present (not 
necessarily in a lab) with whom you are in regular contact. 

 A separate and specific risk assessment is required for any out of hours work in laboratories. 
Once this has been completed the end user will be issued with a permit to work, outlining 
what they can and cannot do and which areas they are permitted to work in. Users should 
see the Departmental Operations Manager to complete this risk assessment and must not 
work out of hours until they have the necessary permit. 

4. Laboratory areas 
 

The Environment Building is divided up into ‘clean’ office and meeting areas and ‘dirty’ laboratory 
areas.  The clean and dirty areas of the building are easily distinguished by the flooring, vinyl in dirty 
lab areas and carpet in clean office and meeting areas.  Chemicals, laboratory apparatus, protective 
clothing or waste should never be taken into a clean area.  The laboratory wing of the department 
contains labs on three floors.   

Ground floor: 

 Teaching lab (ENV/008) 
 Walk in cold store (ENV/006) 
 Field store (ENV/119) 
 Soil lab (ENV/016) 
 Oven lab (ENV/015) 
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First floor: 

 Radioisotope research lab (ENV/108) 
 Microbiology research lab (ENV/109) 
 Gas flux research lab (ENV/118) 
 Microscopy (ENV/113) 
 Chromatography instrument lab (ENV/114) 
 Spectrometry instrument lab (ENV/115) 
 Controlled temperature (CT) rooms 
 Lab store (ENV/119) 

Second Floor 

 Geography research lab (ENV/214) 
 Ecotoxicology research lab (ENV/215) 
 Plant growth research lab (ENV/218) 

BioArChaeology (BioArCh) occupy a number of research labs and store rooms on the second floor of 
the lab wing (ENV/208, 209, 216 and 219).  These are off limits to Department of Environment and 
Geography personnel without permission. In addition, BioArCh share some of the space in the 
instrument labs (ENV/114 and 115) and Microscopy lab (ENV/113). 

5. Personal protective equipment (PPE) and conduct in labs 
 

Lab coats must be worn at all times in the laboratories.  All skin must be sufficiently covered to 
protect against splashes.  Therefore, open topped shoes are not permitted in labs.   

Safety spectacles must be worn at all times, by all people present, if practical work involving 
chemicals is being undertaken in the laboratory. This includes washing up.  Safety spectacles may be 
removed when using microscopes. 

Gloves must be worn when chemicals are being handled.  The type of gloves appropriate will be 
stipulated in CoSHH assessments.  Gloves must not be worn outside the lab area and should be 
removed before touching door handles and computer keyboards in order to prevent contamination 
of those surfaces. 

Remove your laboratory coat and wash your hands before leaving the laboratory to avoid spreading 
contamination outside the laboratory.   

Food and drink must not be taken into the laboratories, and bags and coats should be left outside in 
the lockers provided. 

Long hair and headscarves should be tucked away or secured to ensure that they cannot be caught 
in machinery, open flames or contaminated with chemical substances. 

Use of personal music players is allowed provided that the volume is not so high that the user 
becomes unaware of activity around them. 
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6. Laboratory housekeeping 
 

6.1.  Sample labelling 

Samples and solutions should be clearly labelled with the owner’s name, contents, hazards, date of 
preparation and expiry date.  Laboratory staff are at liberty to dispose of any inadequately labelled 
samples or solutions. Do not use volumetric flasks for the storage of standards or sample 
preparations.  They don’t stack efficiently and are in constant need.  Prepared samples or standards 
should be transferred to other more appropriate storage vessels. 

6.2.  Communal areas 

When you have finished working in a communal area (e.g. benches, sinks, fume hoods), clear away 
your apparatus and wipe down any surfaces.  Do not allow dirty glass and plasticware to accumulate.  
Once glassware has been cleaned and dried, return it to its proper place as soon as possible.  Do not 
leave it next to sinks or on drying racks. There is a dishwasher on the second floor for research use.  
Usage is divided into three bookable slots per day.  One wash cycle lasts approximately 1.5 h.  You 
should arrange to unload your washed glassware promptly at the end of the cycle to allow others to 
use the dishwasher.  Glassware can be dried in the drying cabinet before being returned to its 
proper storage location.   

Fume hoods provide a safe environment for carrying out chemical procedures.  They are not 
provided as storage for samples and chemicals.  All samples and chemicals must be returned to the 
appropriate cupboards and fume hoods left in a clean and tidy state after use. 

As part of the routine maintenance of the labs, all lab users are required to share responsibility for 
ensuring that the lab is stocked with consumable items and that recycling and waste do not 
accumulate.   

6.3.  Borrowing etiquette 

If you require any items of lab consumables or equipment that are unavailable in the lab you are 
working in please contact the Research Technicians.  Some items can be obtained from the Lab Store 
(ENV/119), others may need to be ordered; this can take time so try to plan work well in advance.  
Do not take items from other labs as this will simply deplete the stocks of that laboratory.  We are 
hoping to achieve a culture whereby unauthorised “borrowing” of equipment doesn’t happen as it 
disrupts the working patterns of others and leads to a culture of mistrust. 

The consumables and equipment in Teaching Lab are reserved for teaching practicals and should not 
be borrowed for research use unless you have obtained the express permission of the Teaching Lab 
Technician, Debs Sharpe. 

6.4.  Energy conservation 

The department is committed to reducing its energy usage.  Turn off all electrical equipment and 
lights when not in use. 



Page 6 of 17 
 

When working in a fume hood, the sash must be kept as low as practically possible and fully down 
when the fume hood is not in use. 

Lights in the laboratories can be dimmed by pressing and holding the switch down for a few seconds.  
Lighting in unoccupied laboratories and corridors will automatically turn off 20 minutes after the last 
occupant has vacated the space. 

6.5.  Lab user group 

Lab users will be added to a group email list (environment-geography-lab-users-group@york.ac.uk) 
which can be used by members to communicate important issues relating to the laboratories. 

6.6. Laboratory spring clean 

One day at the end of each term there will be a laboratory spring clean during which the laboratories 
will be closed for practical work.  All laboratory users will be expected to assist with tidying the labs 
and dispensing with unwanted samples. 

6.7.  Inventory 

The departmental equipment and chemical inventory is maintained using online lab management 
software called Quartzy.  For access please contact a member of the Technical team. 

Separate inventories are kept of samples and materials stored in the cold store (ENV/006), fridges 
and freezers.  All additions or removals of items should be recorded on the sheets attached to the 
fridge/freezer doors or the shelving racks in the cold store. 

7. Equipment booking and maintenance 
 

General rules: 
 It is important that equipment/instrument booking times are strictly adhered to.   
 Equipment must be left in a clean state ready for the next user. 
 No one may book equipment for more than 3 days in a given week without prior 

consultation with the Technician responsible for the equipment/instrument.  We realise that 
sometimes due the nature of the work being carried out or the samples being analysed, 
larger blocks of time may be required.   

 If a whole day is booked this implies that the user will be using the equipment/instrument 
overnight (e.g. running samples).   

 Report any problems encountered to the member of the Technical team responsible for the 
instrument. 
 

7.1. Field equipment 

Use of departmental field equipment must be arranged in advance with Debs Sharpe and all kit 
should be signed out.  It is the responsibility of the user to return field equipment in a clean state.  
Equipment can be cleaned and dried in the soil lab ENV/016. 
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7.2. Laboratory equipment  

Ovens, incubators, autoclaves, dishwashers and other similar items of lab equipment have paper 
sign-up sheets, either next to them or in folders (e.g. Geography lab).   

The analytical instrumentation in the Chromatography (ENV/114) and Spectrometry (ENV/115) labs 
can be booked via an online booking system called LabAgenda.  This helps keep track of instrument 
usage and allows users to be easily informed of periods where instruments may be unavailable (e.g. 
due to maintenance).  Only authorised personnel, who are trained in the use of the equipment and 
familiar with the appropriate safety precautions, may operate the analytical instrumentation 
unsupervised.  Contact Rebecca Sutton or Matt Pickering for booking system access and to arrange 
instrument training.   

7.3. Controlled temperature rooms  

These four rooms enable short and long-term experiments to be conducted at precisely controlled 
temperatures; the temperature for each room being collectively decided at Research Group 
Meetings.  The in-built room lights cannot be adjusted and are typically left switched off.  If 
controlled light regimes are required, users will need to provide their own lights, timers and blackout 
screens.   

The rooms are divided up into areas (e.g. shelves, sections of bench) each given an alpha-numeric 
code.  These spaces are bookable via an online Google sheet, contact Matt Pickering for access.   

 

8. Chemicals 
 

8.1. Ordering chemicals and laboratory supplies 

All of the University’s orders must be placed through York e-Purchase (YEP) 
https://www.york.ac.uk/admin/procurement/tools/yep/.  If you don’t have YEP access, the research 
technicians (Rebecca Sutton, Matt Pickering and Maria Gehrels) are able to assist with chemical and 
consumable purchasing and place orders for you.  It is extremely helpful if you can provide a list of 
the items you require including the product name, supplier, product code, quantity required, pricing 
and a workorder/grant code for them to be charged to. 

You will typically be notified by email when a delivery has arrived and packages will be available to 
collect from the corridor outside the Technicians’ office.  Please inform the Technical staff if you are 
expecting delivery of any live organisms that might require special treatment upon arrival. 

New chemicals should be labelled with your name and the date received and added to the chemical 
inventory (Quartzy, see Section 6.7.).  

8.2. Storage 

Chemicals should be stored according to instructions on the Safety Data Sheets (SDS) in an 
appropriate chemical cabinet, fridge or freezer (see Table 1 and further details below).   Chemicals 
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should not be stored on the open bench, in fume hoods or in individuals’ cupboards or drawers.  To 
enable chemicals to be easily located, especially in large cabinets, chemicals should be arranged in 
alphabetical order.  Please update the online Quartzy inventory with any long term additions 
transfers or disposals of chemicals. 

8.2.1. Flammable chemicals  

These must be stored in yellow flammable cabinets or spark free fridges/freezers (if cold storage is 
required) and separate from other hazard classes, especially oxidisers and toxics.   Many solvents 
pose a significant fire risk owing to their high vapour pressures, low flash points and auto-ignition 
temperatures.  For this reason, when not in use, solvents must be stored at all times in a yellow fire 
approved safety cabinet.  Solvent should not be left in fume hoods or on the open bench and should 
be returned to their designated cabinets immediately after use. The only exception is for solvent 
bottles directly connected to an instrument e.g. HPLC.  

8.2.2. Toxic Chemicals 

Segregate toxic chemicals from all other hazard classes and store in a locked toxic cabinet.  The keys 
are held in the Technicians’ Office and will be lent out to those requiring access. 

8.2.3. Oxidisers  

Segregate from flammable and combustible materials as well as known reducing agents and store in 
an oxidising chemical cabinet.   

8.2.4. Corrosive chemicals  

Should be stored in corrosive cabinets. Segregate acids from bases.  Segregate inorganic acids from 
organic acids.  Segregate nitric acid from all other acids. 

8.2.5. Other chemicals 

Chemicals without any special storage requirements can be stored in general chemical cabinets, 
fridges or freezers.   

8.2.6. Compressed gases 

There is an external gas store attached to the building which supplies various gases to the analytical 
instrument labs (ENV/114 and ENV/115) and oxygen free nitrogen to the laboratory fume hoods.  
Compressed gas cylinders can only be used inside the labs under special circumstances, which must 
first be cleared with the Departmental Operations Manager (Dave Hay).  Gas cylinders in labs must 
be secured using approved methods such as bench straps or stands to prevent them from falling 
over.  The cylinder key must be kept within easy reach of the cylinder when it is in use and the valve 
closed off when not in use.   Compressed gases must only be moved using a cylinder trolley and 
should not be accompanied in the lift.  ‘Milk churning’ of gas cylinders is only permitted by trained 
personnel over very short distances.  A separate risk assessment and SOP exist for moving gas 
cylinders in lifts. Movement and connection or disconnection of any cylinder must only be 
performed by a trained member of the technical team. 
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Spillages 

Spillages of materials must be cleaned up immediately after they occur and in accordance with the 
recommendations detailed in their SDS.  Spill kits are provided in every lab.  

In the event of large uncontained spills of flammable or toxic chemicals (for example solvents) which 
pose an immediate risk to personnel, the labs should be evacuated and the fire alarm activated. You 
must then alert a fire sweeper or warden as to the nature and location of the spill. 

 

Table 1.  Types and location of chemical cabinets, fridges and freezers. 

Type Symbol Room/cabinet No. 

Flammable 
cabinet 

 

ENV 008/S5 
ENV 109/S1 
ENV 118/S3 
ENV 215/S4 
ENV 218/S2 

Toxic cabinet 

 

ENV 008/S6 
ENV 109/S2 
ENV 218/S1 

Oxidising 
cabinet 

 

ENV 008/S1,S4,S6 
ENV 109/S3 
ENV 214/S1 

Corrosive 
cabinet 

 

ENV 008/S3,S4 
ENV 109/S5 
ENV 214/S2,S3 
ENV 215/S2,S3 

General 
cabinet 

 

ENV 008/S2 
ENV/108 
ENV 109/S4 
ENV 118/S1 
ENV 215/S1,S5 
ENV 218/S3 

Fridge 
(*=sparkfree)  

ENV 008/R1 
ENV 109/R1,R2* 
ENV 114/R1*,R2 
ENV 115/R1,R2 
ENV 118/R1 
ENV 214/R1 
ENV 215/R1* 
ENV 218/R1*,R2 

Freezer 
(*=sparkfree)  

ENV 008/R1 
ENV/108 
ENV 109/R1,R2*,F1(-80°C)* 
ENV 215/F1* 
ENV 218/R1*, F1,F2 
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9. Waste 
 

The Department of Environment and Geography generates various types of hazardous and non-
hazardous waste.  Waste must be disposed of in the appropriate manner so as not to endanger others, 
the environment or contravene current legislation.  It is a criminal offense to consign and label waste 
incorrectly.  It is, therefore, of the utmost importance that waste disposal procedures are strictly 
adhered to. 

A dedicated section on waste disposal and storage is included as part of the mandatory CoSHH 
assessment filed by anyone planning to work with chemicals.  Some materials in the department (for 
example, soil originating outside the EU) are controlled under DEFRA licenses.  Separate standard 
operating procedures detail the treatment required for these materials prior to disposal. 

The various waste categories and disposal arrangements are summarised in posters (Table 2) available 
in every lab and are described in more detail below. 

9.1. Recycling 

There are various recycling bins located around the department as well as larger skips in front of the 
Environment building.  These can be used to recycle non-hazardous laboratory waste provided it is 
clean, dry and it is clear that items are not chemically contaminated. Recycling should not be placed 
in general or laboratory waste bins.  

Typical recyclable lab waste items: 

 Paper and cardboard (flattened). 
 Foil. 
 Plastic centrifuge tubes (washed and dried, consider re-use). 
 Plastic or foil weigh boats (washed and dried). 
 Empty plastic chemical containers (washed, dried, chemical hazard symbols removed or 

obliterated and ‘cleaned’ written on in permanent marker).  Note: glass chemical containers 
should be disposed of in laboratory glass bins for recycling (see Section 9.6 below). 

 Fisher branded glass and plastic bottles can be returned to supplier.  Rinse and dry bottles, 
write ‘cleaned’ on the label in permanent marker, and take them to the soil lab (ENV/016) to 
be returned. 
 

9.2. General waste 

All non-recyclable general waste items should be disposed of in black bags.  These should NOT contain 
hazardous items or any identifiable laboratory waste.  General waste bags are disposed of by the 
cleaning staff. 

Typical general waste items: 

 Tissues/blue roll (residual, low hazard chemical contamination acceptable). 
 Packaging material from laboratory consumables.  
 Gloves (residual, low hazard chemical contamination acceptable). 
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9.3. Non-hazardous identifiable laboratory waste 

Non-hazardous waste items that clearly originate from a laboratory must be segregated from general 
black bag waste.  For this reason, all non-hazardous identifiable laboratory waste must be disposed of 
in ‘Tiger’ bags and not via the general waste stream. Tiger bags should not contain infectious materials, 
sharps, glass or liquid waste. 

Tiger bags can be used to dispose of the following (only residual chemical contamination is 
acceptable): 

 Gloves. 
 Plastic pipette tips (contained in cardboard pipette bins to minimise the risk of piercing the 

bag).  
 Plastic serological pipettes (contained in cardboard pipette bins to minimise the risk of 

piercing the bag). 
 Plastic sample tubes. 
 Syringe bodies. 
 Weighing boats. 
 Empty plastic chemical containers. 
 Autoclaved waste from activities involving hazard group 1 and 2 microorganisms. 

Tiger bags must not be overfilled.  When they are ¾ full or reach a maximum weight of 10 kg they 
should be fastened at the neck with a cable tie and labelled with the name of the department and 
laboratory number (labels are available from the Technicians’ office).  Dispose of bags in the waste 
bins located behind Biology stores. 

Note, clean, uncontaminated plastics can be reused or recycled where practicable.  

9.4. Incineration bags  

Biological and hazardous chemically contaminated waste items should be disposed of in yellow 
incineration bags.  Incineration bags should not contain sharps or glass. Dispose of those in designated 
sharps bins. 

Typical contents: 

 Soil contaminated with hazardous chemicals (e.g. pesticides).  
 Materials controlled under DEFRA licences (e.g. non-EU soils), after suitable sterilisation in 

accordance with the relevant SOP. 
 Animal tissue (bags containing large quantities of animal tissue should be stored frozen up 

until disposal). 
 Laboratory consumables (e.g. sample tubes, paper and tissues) contaminated with hazardous 

concentrations of chemicals. 
 Chemical spill kit materials (e.g. absorbent pads). 

Incineration bags must not be overfilled.  When they are ¾ full or reach a maximum weight of 10 kg 
they should be fastened at the neck with a cable tie and labelled with the name of the department 
and laboratory number.  Dispose of bags in the clinical waste skips located behind Biology stores. 



Page 12 of 17 
 

9.5. Sharps  

Sharps bins must be used for disposal of all sharp items, including chemically contaminated items: 

 Needles and syringes 
 Scalpels and knives 
 Glass Pasteur pipettes 
 Glass slides and coverslips 
 Glass sample vials/ampoules 

This is an expensive disposal route and should not be used for materials that are permitted in other, 
less expensive, waste streams. 

When the contents of the bin have reached the level of the fill line, close the lid forming a permanent 
seal.  Bins need to be labelled with the name of the department and laboratory number.  Dispose of 
bags in the clinical waste skips located behind Biology stores. 

9.6. Uncontaminated glass waste  

Clean broken and unbroken glass waste should be placed into the red glass bins.  Chemical labels 
should be removed or obliterated with permanent marker and any plastic or metal components 
should be removed.  When full, empty the contents of glass bins into the glass recycling bins located 
behind Biology stores. 

Fisher branded 2.5 L Winchester bottles can be returned to supplier (see Recycling, Section 9.1).  Rinse 
and dry bottles, write ‘cleaned’ on the label in permanent marker, and take them to the soil lab 
(ENV/016) to be returned.  

9.7. Solvent waste 

We dispose of our solvent waste via Biology stores in line with their departmental waste policy.  
Solvent waste is divided in to 3 main categories and ranked in order of priority: 

 Halogenated waste (e.g. chloroform, dichloromethane) 
 Flammable waste (e.g. acetone, ethanol, methanol, propanol, ethyl acetate, toluene, 

hexane) 
 Aqueous waste (e.g. water containing substances that are toxic or toxic to the 

environment) 

The categories are segregated according to their different processing requirements.  For example, 
halogenated solvents are collected separately because many are not combustible.  Homogeneous 
mixed waste solvents should be disposed of according to the component with the highest priority 
(Halogenated > Flammable > Aqueous).  For example, aqueous mixtures containing flammable 
solvents should be treated as flammable waste. 

Waste must be collected in an appropriate container and display a waste label (Fig. 1a).  The label 
should be completed with the originating lab number, department and the date the bottle was 
started.  The name and approximate amounts of the solvent(s) and any dissolved chemicals should be 
added to the notes section on the label. Halogenated and flammable waste must be collected in 
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plastic-coated ‘Contain’ bottles, to offer extra containment in case of breakage.  Aqueous waste may 
be stored in either plastic-coated glass bottles or plastic bottles.  Empty pre-labelled solvent waste 
bottles can be collected from the lab store (ENV/119). 

Solvent waste should not contain reactive substances (e.g. concentrated acids, alkalis, peroxides, 
oxidising or reducing agents).  These should be segregated and disposed of as individual waste 
chemicals (Section 9.8). Halogenated waste must not contain acetone. 

Waste bottles should be collected on the bottom shelf of a flammables cupboard until disposal via 
Biology stores. 

9.8. Individual (non-solvent) hazardous waste chemicals 

The following specific individual hazardous waste chemicals need to be collected separately: 

 Reactive substances such as concentrated acids, alkalis, peroxides, oxidising and reducing 
agents. 

 Waste containing heavy metal elements. 
 Silicone oil. 
 Out of date or unwanted stock chemicals in their original packaging can be disposed of via 

Biology stores (no additional labelling is required).  

Waste containers must be clearly labelled with the appropriate waste labels detailing the name and 
approximate amounts of the solvent(s) and any dissolved chemicals, the originating lab, department 
and the date of disposal (Fig. 1b). 

9.9. Sink 

No waste substances should be put down the sinks that could ultimately harm the environment, the 
health and safety of the public or have the potential to interact with other substances to cause effects. 

Innocuous waste containing low or trace levels or organic or water soluble chemicals (Hazard Code 1 
or 2) can be disposed of down the sink accompanied by large volumes of water.  Examples are dilute 
acids, alkalis, alcohols, disinfectant solutions, sodium hypochlorite and dissolved salt solutions (e.g. 
sodium chloride).  Toxic substances and substances labelled hazardous to the environment (such as 
pesticides and certain metals) should never be disposed of via the sewerage system. 
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Table 2.  Summary of the segregation and disposal of waste in the Department of Environment and 
Geography.  
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a)

 

b)

Figure 1.  Solvent waste labels:  a) halogenated, flammable and aqueous solvent waste, b) Individual 
chemical waste. 
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10. Laboratory work covered by additional regulations 
 

10.1. Working with DEFRA licenced material 

The department holds a DEFRA licence to import prohibited soils and sediments from non-EU 
countries. If you wish to bring such material into the department, it is imperative that you speak in 
good time to the Departmental Manager, Dave Hay, or Senior Research Technician, Rebecca Sutton. 
The material needs to be logged in on arrival and there are restrictions placed by DEFRA on handling 
the material once in the department. In order to comply with the terms of the licence, we have 
designated areas within the laboratories for handling imported material and special protocols for 
cleaning work areas and handling waste. 

Please note that while dried plant material originating from outside the EU can be brought into the 
department under our licence, we do not have any SOPs registered that would allow that material to 
be processed in our laboratories. 

Please speak to a member of the technical team for further information. 

10.2. Working with microorganisms 

The microbiology lab (ENV/109) has biosafety facilities for working with microorganisms.  Before 
commencing any work with microorganisms, staff and students must have received appropriate 
training and have completed risk and CoSHH assessments.  While work in the lab is confined to 
microorganisms that pose low risk to human health, they may be harmful to the environment and 
potentially to people with compromised immune systems so utmost care must be taken to avoid 
their release. 

Lab coats, gloves and lab spectacles must be worn at all times.  All work with open containers of 
microorganisms should be performed inside the Class II Biological Safety Cabinet.  Care should be 
taken not to block the air grilles inside the cabinet.  The cabinet should not be used for the storage 
of chemicals. 

Wipe down surfaces after work with a 70% aqueous solution of ethanol. Wash hands thoroughly 
after removing lab coat and before leaving the laboratory.  The hand wash sink should be kept clean 
and the sink area should not be used for storing waste.  

Appropriate precautions to prevent spillage, such as use of sealed containers, must be taken when 
transporting microorganisms out of the lab. 

All solid and liquid waste arising with activities with microorganisms must be autoclaved before 
disposal.  Place solid waste inside autoclave bags before autoclaving.  Autoclave bags must not 
contain sharp objects, these should be disposed of in sharps boxes.  If waste is to be transported out 
of the labs to central autoclave facilities, leak proof containers must be used. 
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10.3. Working with radioactive materials 

The radioisotope lab (ENV/108) is licenced for work involving 14C radioisotope labelled materials.  
Access to the radioisotope lab is restricted to authorised personnel only.  All users of ionising 
radiation must be registered and approved by the Departmental Radiation Protection Supervisor 
(Dave Hay), have completed the appropriate online training modules and received local training.  

11. Visitors 
 

You should inform the Departmental Operations Manager (Dave Hay) of any non-members of the 
department that you wish to bring in. Should a visitor be required to enter labs they must be 
supplied with lab spectacles.  If they intend to carry out any lab work they must complete a Lab User 
Agreement, Risk and CoSHH Assessment, and receive a lab induction before doing so (see Section 2).  
Lab users should not allow anyone they don’t recognise through any security doors in the building 
and should be vigilant for people tailgating to gain access. 


