Centre for Microscopy,
Characterisation
& Analysis

SAFETY AND POLICY GUIDELINES

2008

A Handbook For All Staff, Students,
Users & Visitors

http//cmca.vwa.edu.au







The UWA Centre for Microscopy, Characterisation & Analysis - Safety and Policy Guidelines Handbook

This Handbook provides general advice about safety and gives Saff,
Sudents, Users and Visitors information about certain resources provided
within the Centre for Microscopy, Characterisation and Analysis. More
specific fadlities and advice on these resour ces can be obtained from the
CMCA administration.

The information is current asof 10h December, 2007.
Please check the University of Western Australia website at
http:/ / www.uwa.edu.au/ or the CMCA Office for future updates.
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SECTION 1 DEMERGENCY CONTACT TELEPHONE NUM BERS

Frrtrertrt1 GENERAL "t "prmpmpmge
24 Hours:

All Emergencies- 648822220r freeall 1800655222

Security - 64883020
perrrrmrtrtr CMCA "t

Office Hours:

CMCA First Aid Officer - John Murphy 64888070
CMCA Safety Officer - Seve Parry 6483 8057
CMCA Director BbDavid Sampson 6483 8062
CMCA Manager - Janette Hatch 64882770

Emergency After Hours:

General BMr Steve Parry 93983581

TEM - Dr Martin Saunders 63890129

SEM DPProf Brendan Griffin 62628784
SEM - Dr Peta Clode 0433 056947

lon Probe - Dr Matt Kilburn 94147505

CMCA Confocal - Prof John Kuo 93862705
CMCA Confocal/ SPM - Mr John Murphy 93775960
QEII Confocal BDr Paul Rigby 93883307
QEIl Flow Cytometry/ Laser Microdissection BDr Kathy Heel
93790647/ 0416085960
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SECTION 2 DUNIVERSITY EMERGENCY PROCEDURES

Medical Emergency

=

Immediately Phone 2222 or freecall 1800 655 222 (dial 55 at QEII)

2. Give your name, location, number of people involved, details of medical emergency. Await further
instruction and advice.

3. Render whatever assistance you can.

4. Contact the CMCA First Aid Officer.

Personal Safety

1. Inan Emergency - Phone 2222 or freecall 1800 655 222 (dial 55 at QEIl). Ring the police on 000.

2. Report of any threats to University security should be made to the Security Office, located on the
western side of Carpark 1 by telephoning Security on 6488 2222.

3. If you arefeeling unsafe, call Security on 6488 2222 at any time.

Important: Do NOT endanger your life

Whilst Security does an excellent job to ensure the well-being and safety of University students and staff, it
is important to take some simple precautions yourself, especially if you are studying or working late at
night.

If you are alone, phone Security on 6488 2222 before you leave the building. Security can provide an
escort to your vehicle, or between buildings. This serviceis available all night.

¥ Alwayswalk with afriend at night and stick to well lit areas and main pathways.

¥ If you areto be on campus after dark, move your car to awell-lit car park.

¥ Itissafertocall ataxi if you are unableto drive home or get aride with afriend.

Assault

1. Inan Emergency - Phone 2222 or freecall 1800 655 222 (dial 55 at QEIl). Ring the police on 000.

2. Do not wash, shower, change clothes or clean up in any way until after talking to the police and going
to the hospital. You could destroy vital evidence. Don't drink alcohol or take tranquilisers or other
drugsasyou will have to give a clear account of what has happened. Try to remember everything you
can about your attacker.

3. Remember, you are the victim. You have nothing to feel guilty or ashamed about. Police officers are
aware that a person who has been assaulted, sexually or otherwise, is likely to be suffering from
emotional shock. They will do all they can to make things as easy as possible for you.

N ote:

- CampusMedical Centre: 6488 2118

- University Counselling Services: 6488 2426

- Sexual Assault Referral Centre: 9340 1828 (24h crisis hotline) or Free Call: 1800 199 888 (Country callers)

Harassment
1. Inan Emergency - Dial 2222 (dial 55 at QEII)
2. If you are being harassed on campus, call Security on 6488 2222 at any time.
3. Report all incidents of harassment to a contact officer where confidentiality isensured.

Sexual harassment is not always violent - it takes place in many different forms. Sexual oriented comments,
jokes, abuse, gestures, and the display of sexually offensive materials are all examples of sexual harassment,
and the assailant does not have to be a stranger.

Evacuation

On hearing a verbal emergency warning, or an alarm
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PR

5.

If possible collect personal effects and turn off electrical equipment.
If fire, close all windows and doors prior to exiting workplace .
Proceed to closest exit at a fast walk (do not run).

Make way to building assembly area -

|CMCA Crawley Assembly point - Grassed area outside Engineering|

|CMCA QEIl Assembly point BCar Park 3 outside Faculty of Medicine & Dentistry|

All persons shall listen to and obey theinstructions of Area Wardens and/ or Building Wardens.

Emergency Evacuation Procedures in the Case of Fire

You discover afire:

N

o gk~ w

Help peoplein immediate danger

Warn others by shouting "Fire, Fire, Fire", raise the alarm if not already sounding and telephone
2222 (dial 55 at QEII)

Decideif you can put thefire out.

Be over cautious

Don't attempt to use afire extinguisher if you have never been instructed on how to use one.

If you can put out the fire then do so, if not proceed to evacuate the building.

You hear the firealarm ringing; you must prepare to evacuate the building:

1
2.
3.
4,

Switch off all computers, printersand electrical appliances.

Close all windows and doors.

Gather your personal belongingsin preparation to immediately evacuate the building.
Organise/ help other peoplein the room.

Evacuate the building and proceed to the building Assembly Area:

agrONDEDNPE

Move at aquick walk, do not run.

If you have to move through a closed door that you cannot see through:

Feel the door to seeif it ishot;

Look for smoke coming under the door;

Open the door slowly and look around it to seeif there isafire behind it;

If thereisno fire on the other side, proceed through and close the door behind you;
Move to the Building Assembly Area as quickly aspossible -

|CMCA Crawley Assembly point - Grassed area outside Engineering|

|CMCA QEIl Assembly point BCar Park 3 outside Faculty of Medicine & Dentistry|

Report to your Warden that you/ your group is there and if you know of anyone trapped in the
building;

Remain in the Assembly Area until you are informed that you may leave or move by either the
Building Warden or a member of the emergency services

You notice someone on the verge of panic:

oukrwbdpE

Give them atask or responsibility;

The person will still require constant monitoring;

Do not hit them;

Take hold of one of their hands and guide them out of the building to the Assembly Area;

If they will not cooperate or start to grab hold of things. Leave them where they are;

Evacuate yourself and inform your Warden, the Building Warden, one of the security personnel, or
the Police or Fire and Rescue Service immediately.

Mo bility impaired people

If you encounter a person with some form of physical disability that restricts their mobility, you may be
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required to assist them from the building. If you are unable to remove them from the building many
stairwells have respite areas for mobility-impaired persons. They can be left here, where they are shielded
from the fire, and retrieved by emergency personnel on arrival. It is important to inform the emergency
personnel or Warden of their location so that they can be retrieved as soon as possible. Leave the person's
mobility aids behind; they can always be claimed on insurance.

If you are trapped in aroom:

1. Exitthrough awindow if you are on the ground floor;

2. If you are not on the ground floor:

3. Closethedoor;

4. Go tothewindow;

5. If thereis smoke in the room open the window a little so you can breathe fresh air. If not, do not open
the window. This can assist in the spread of fire into your areafrom lower floors;

6. Attract people's attention to your plight. This can be achieved by writing on a paper and sticking it to

the window or calling out the window. If you open the window remember to close it again as this can
be an entry point for fire. Do not open the window up fully;

7. If the room is filling with smoke, stay close to the ground. The air is cooler and oxygen is more
plentiful in thisregion;

8. Wait for the Fire and Rescue Service to rescue you.

Do not procrastinate: REM EM BER

Fires spread rapidly;

Fires produce thick black smoke that is difficult to see through and causes suffocation;
The freshest air will always be near the floor;

Move quickly. Do not run;

Be decisive;

Think for 10 to 30 seconds;

Make adecision and follow that decision.

Nogak~owdE

Bomb Threat

If you receive abomb threat call try to obtain the following from the caller:
When isthe bomb going to explode?

Where did you put the bomb?

What does the bomb look like?

What kind of bomb isit?

What will make the bomb explode?

Did you place the bomb?

Why did you place the bomb?

What isyour name?

What isyour address?

Ring 2222 (dial 55 at QEIll) and notify Security

Do not panic. Careisrequired to avoid alleged bomb. Alternative escape routes may be required.
Evacuate building quietly and without panic.

CLoONoA~A®WDNE

e
NP

If You Find a Bomb (or Suspect You Have)

1. Do NOTtouch it. Ask all personsto leave the area within the building.
2. Seal the area asbest possible (e.g. block entrance).
3. Immediately go to another area and Phone 2222 (dial 55 at QEII).
4. Await further instruction and advice.
Earthquake

1. If you are outside - move to an open area away from any buildings. If you are inside a building - take
shelter under tables, desks or in doorways. Stay away from windows, shelving, and large free
standing furniture.
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2. After the earthquake, look for any injured persons in your area and follow Medical Emergency
Procedures if necessary.
3. Ifsafeto do so, leave the building as soon as possible.

SECTION 3- GENERAL UNIVERSITY GUIDELINES
The University of Western Australia Occupati onal Safety and Health Policy

Commitment

The University of Western Australia acknowledges that the provision of a safe and healthy work
environment for employees, students, contractors and visitorsisnot just a moral and legal responsibility but
also a prerequisite for it to achieve its primary mission of conducting teaching, research and scholarship at
the highest international standards. This commitment to protecting its human resources also extends to
ensuring the University's operations do not place the local community at risk of injury, illness or property
damage.

Objectives

The University will ensure compliance with the Occupational Safety and Health Act 1984 and Regulations,
other legislation and current industry standards by:

¥ providing and maintaining safe workplaces, plant and systems of work

¥ providing information, instruction, training and supervision to ensure safe systems of work
¥ ensuring that nominated safety personnel are adequately trained and supported

¥ consulting and cooperating with safety and health representatives, employees and others

¥ providing and maintaining personal protective equipment asrequired

¥ continuously reviewing and improving its safety performance.

Responsibilities

Each Head of School is accountable for implementing this policy in their area of responsibility. Management
isresponsible for:

¥ the provision and maintenance of a safe workplace and systems of work

¥ involvement in the development, promotion and implementation of safety and health policies and
procedures

¥ training and supervising employees and studentsin the safe performance of assigned tasks

¥ the provision of resourcesto meet the safety and health commitment.

Employees, students and contractors are to:
¥ take reasonable care of their safety and health and that of others
¥ follow all safety and health policiesand procedures
¥ report all known or observed hazards, incidents and injuries.

Application of the Policy

This policy is applicable to the University of Western Australiain all its operations and functions including
those situations where employees and students are required to work off site.

Smoking Policy
The University of Western Australia is a smoke-free working environment. All buildings and parts of

buildings are designated non-smoking, as are all University vehicles. Thispolicy appliesto circulation areas
such as corridors, stairs, lavatories, auditoriums, service areas, lifts and foyers.
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Children in the workplace

The University recognises that provision for staff and students with family responsibilities is a fundamental
prerequisite for achieving equality of educational and employment opportunity. The Human Resources
Policies and procedures manual detailsthese provisions and associated responsibilities at:

http:/ / www.hr.uwa.edu.au/ policy/ toc/ appointment _and employment/ equal opportunity/ children in t
he workplace

Security

Security Staff are provided by the University. After hoursincidents of theft, suspicious persons, damage to
property or premises should be reported to Security on 6488 3020 or 6488 2222. During working hours such
matters should be reported to Administration, so that an incident report form can be completed. Security
Staff will provide an escort to your vehicle when working on campus after hours, ie. at night or during the
weekend. Telephone 6488 3020 to request this.

Animals on campus

Pet animals are not permitted on the campusat any time.

UWA Support Services

There are a number of services available on campus through the Support Centre, these include counselling,
disability services, financial aid, housing. learning skills. The Support Centre can be contacted on 6488 2423

and islocated on the 2nd floor of the southern wing in the Guild Complex.

The University Medical Centre provides general practice clinical services on campus. It islocated on the
2nd floor of the south-west corner of the Guild Complex. Telephone 6488 2118 for further details.

Employee Assistance Programme (EAP).
The University provides free, confidential and professional assistance to employees and to other persons
whose care is the responsibility of the employee who are experiencing difficulties of a personal or work

related nature. Moreinformation at:

http:/ / www.safety.uwa.edu.au/ policies/ eap

University Safety Policies and Procedures.

The University has a comprehensive range of policies and procedures encompassing, but not limited by the
areas of hazard management (chemical, biological, radiation, physical, and ergonomic), waste management,
risk (insurance) management, incidents and emergencies, and safety management-type issues. Existing
Policies are listed below but more information is available at:

http:/ / www.safety.uwa.edu.au/ policies
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UWA SAFETY POLICIES

Management

¥ Occupational Safety and Health Policy

¥ Consumption of Alcohol on Campus

¥ Contractor Safety and Health Policy

¥ Drug Management on Campus

¥ Employee Assistance Programme (EAP)

¥ Food Hygiene Procedures

¥ Imm unisation Policy

¥ Injury Manageme nt

¥ Inspecting the Workplace

¥ Job Safety Analysis Guidelines

¥ Material Safety Data Sheets (MSDS)

¥ Permit to Work Policy

¥ Pregnancy and Work Guidelines

¥ Purchasing Safety Guidelines

¥ Resolving Safety & Health Issues

¥ Responsibility and Accountability

¥ Training - Safety & Health Guidelines

¥ Safety and Health Representatives and
Committees

¥ Safety Induction Checklist

¥ Safety Risk Management Procedures -
Guidance Note

¥ Safety Risk Management Procedures

¥ Safety Signage Audit Tool

¥ Smoking Policy

¥ Student Guide to Safety and Health

¥ Standard Operating Procedures

¥ USC Minor Works Funding Guidelines

¥ Visitor Safety

¥ Working in Isolation

¥ Working in Remote Locations

¥ Workplace Related Social Functions

Incidents and Emergencies

¥ Critical Incident Counselling Policy

¥ Emergency - Fire & Evacuation

¥ Emergency - General

¥ First Aid Policy

¥ Guidelines for the Use of Asthma First Aid Kits
at UWA

¥ Incident/Injury (Accident) and Hazard
Notification and Investigation Procedures

¥ Laboratory Emergency Response Procedures

Hazard Management

Chemical

¥ Eyewash and Emergency Showers

¥ Handling and Storage of Chemicals

¥ Safe Use of Pesticides

¥ Safe Handling of Capacitors Containing PCB's

Radiation

¥ Autoclaves

¥ Radiation Safety Policy

¥ X-Ray Equipment

¥ Radioactive Materials

¥ Lasers

¥ Ultraviolet Light / Transilluminators
¥ Microwave Oven Safety Guidelines

¥ Nuclear Moisture/Density Gauges

¥ Personal Radiation Monitoring

¥ Generic Working Rules for X-Ray Analysis
Machines

¥ Thyroid Monitoring

¥ UV Transilluminator Working Rules

¥ Working Rules for the Dental XRay Machine

¥ Working Rules for OHCWA Intra-Oral Dental X-
ray Units

Biological

¥ Animal Handling Safety and Health Procedures

¥ Biological Hazards

¥ OGTR Certified Facilities

¥ Infectious Diseases

¥ Gene Technology Regulation Administrative
Procedures

¥ Granting Clearance of Projects involving use of
Carcinogens, Mutagens and Teratogens - For
NH&MRC and ARC Research Project Grants

¥ Sharps Injury and Disposal of Sharps

Physical

¥ Confined Space Safety Procedures

¥ Electrical Equipme nt Safety Procedures

¥ Electrical Equipment Testing and Tagging
Policy

¥ Electrical Equipment Tagging and Testing
Compliance Guidelines

¥ Electrical Equipment Tagging and Testing
Compliance Checklist

¥ Marine Vessel Safety and Regulations

¥ Personal Protective Equipment Guidelines

¥ Plant and Equipment Safety Procedures

¥ Safety in Workshops

¥ Thermal Comfort

¥ Underwater Diving Procedures

¥ Use of Microscopes

¥ Use of University Vehicles

Ergonomics

¥ Comp uter Laptops

¥ Comp uter Workstation and Office Safety
Checklist

¥ Comp uter Workstation Ergonomics

¥ Ergonomics Policy

¥ Exercises and Stretches at Work

¥ Home -based Work Guidelines

¥ Improving Manual Handling Safety

¥ Manual Handling Guidelines

¥ Summary for Good Seated Posture at the
Computer

¥ Use of Fitballs at UWA

¥ Use of Wheelchairs

¥ Vision Testing and Prescription

¥ Working Comfortably With Computers

¥ Working Comfortably with Comp uters brochure

¥ Ergonomic Equipment available from the
Safety and Health Office

Waste Management

¥ Laboratory Waste

¥ Disposable Biological Material

¥ Non-Disposable Containers of Biological
Materials

¥ Contaminated Pipettes
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¥ Non-Contaminated Reusable Pipettes
¥ Non-Contaminated Disposable Glassware and
Broken Glass

Specialised Waste Disposal Procedures
¥ Biological Waste

¥ General Laboratory Waste

¥ Gaseous Waste

¥ Miscellaneous Waste

¥ Needle and Syringe Disposal

¥ Ethidium Bromide Disposal

Specialised Waste Disposal Policies

¥ Disposal of Capacitors and Waste Containing
PCB's

¥ Disposal of Asbestos Waste

¥ Disposal of Used Pesticide Containers

¥ Recycling of Solvent Wastes

¥ Disposal of Clinical Wastes

¥ Radioactive Waste Disposal Procedures

Insurance Policies

¥ Corporate Travel Insurance

¥ Student Plan Insurance

¥ Motor Vehicle Insurance

¥ 418 Visa Insurance

¥ Industrial Special Risk (University Property)
Insurance

¥ Marine Hull Insurance

¥ Marine Equipment Insurance

¥ Transit (Overseas) Insurance

¥ Professional Indemnity Insurance (excluding
Medical Malpractice & Clinical Trials)

¥ Public Liability

¥ Volunteer Workers Insurance

¥ Construction Risk Insurance

¥ Workers' Compensation Insurance

¥ Clinical Trials Insurance

¥ Guidelines for Equipment Belonging to the
University being Taken Overseas

¥ Workers' Compensation Claim Procedure

¥ Personal Liability of the University of Western
Australia Safety and Health Representatives

¥ Protect Academic Staff from Potential
Negligence Case

SECTION 4 - ETHICS

The goal of research isto uncover missing links and solve problems. This can only be done when the process
of research is true and honest. Solutions can not be based on questionable research technique or unreliable
data. Plagiarism is highly unethical, and is viewed most seriously by the University. Research etiquette also
includes the importance of adhering to ethical issues that ensure that processes are equitable and that due
careisgiven to issues of intellectual property.

Some principlesto consider are:

¥ Ensure that all data collection is accurate and that analyses adhere to ethical use of statistical
processes.

¥  Give full acknowledgment to the source of all ideas. If they are not published then refer to them as
(personal communicationQ

¥  Obtain full permission for use of equipment, land, plants animals etc.

¥ Maintain high quality data sets (both a hard and soft copies) so that they can be retained and possibly
resourced by otherslater.

¥ Givedueconsideration to othersin your work area.

Intellectual property
The University hasdetailed guidelines on IP. Seek advice from your supervisor or school administration.
Equity

The UWA has a legal responsibility to maintain equity under Acts of the State and Commonwealth
Governments.

The University is committed to a policy of equal opportunity in employment and education. Thisincludes
an environment free from discrimination. The University will act to ensure that its structures are free from
direct or indirect discrimination on the grounds of sex, marital status or pregnancy, race, age, sexual
preference, religious or political beliefs, impairment, family responsibility or family status.
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Students and staff are required to respect the rights of others

If you are working or studying on or off campus and you experience discrimination, harassment or unfair
treatment or if you feel uncomfortable about the behaviour of a colleague, workmate or staff member you
can do something about it. Often problems can be resolved informally by talking to the people involved. If
you are unable to deal with it directly help is available. The University Equity and Diversity Office can be
contacted on 6488 3873. Information is also available on the web at:

http:/ / www.equity.uwa.edu.au

Research Ethics and Animal Care

The Office of Research Ethics and Animal Care is responsible for ensuring the ethical treatment and high
quality care of all animals approved for research and teaching and ethical human use in experiments. The
Office is accountable to the Human Research and Animal Ethics Committees for welfare-associated issues,
and to the Board of Animal Facilities for financial management. The Ethics Committees ensure procedural
and policy compliance with State Government legislation and associated Regulations. Further information
can be accessed at:

http:/ / www.research.uwa.edu.au/ welcome/ research services/ Ethics2

SECTION 5- ACCESSTO CM CA LABORATORIES

The rest of thispublication is dedicated to the specific services and policies existing within the Centre for
Microscopy, Characterisation & Analysis at The University of Western Australia.

CMCA Access & Registration
For you to gain access to any instrument within the CMCA you must have successfully completed the
relevant training course(s) and registered as a User. There are access fees associated with using all CM CA

facilities, which vary depending upon your status and usage. Entry to the CMCA sitesis by access card only.

To register you must visit: http:/ / www.cmca.uwa.edu.au/ user_registration and complete two documents:

Part A - our on line registration form; and

Part B - project details B including a project risk assessment, previous publications and payment
details - which can be downloaded from the CMCA website. This form requires signatures where
appropriate.

Once Part A and B have been received by the CMCA office, an e-mail confirming your User status and
activation of your access will beinitiated.

To enroll in relevant training courses, course outlines and timetables can be found at:
http:/ / www.cmca.uwa.edu.au/ microscopy_training_courses

Instruments that you are qualified to operate can then be booked at your convenience through the website
at: http:/ / 130.95.124.111/ cmca/ book.dll. Limitations are imposed on advanced instrument bookings b for
more information see: http:/ / www.cmca.uwa.edu.au/ information/ booking information. Extended hours,
where justified, may be accommodated on application to the CM CA Director.

If you would prefer for CM CA technical staff to complete work on your behalf please contact the CM CA
office for details.

CMC A Access Fees (UWA staff and studentsonly)

Access arrangements are based on a member subscription model at the individual User level combined with
Faculty and Vice-Chancellery contributions. Full details of CMCA access fees for UWA staff and students
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can be found at: http://www.cmcauwa.edu.au/ information/ access charges. Please note that a
subscription isfor a 12 month period i.e. 1 February 2007-31 January 2008, except for honours projects, which
isrestricted to that period only. Hourly feeshave a monthly administrative fee.

CMC A Access Fees (non UWA)

For external users there are hourly rates or subscriptions available. Curtin University has an access
subscription arrangement. Please contact the CMCA administration on 6488 2770 or
admin.cmca@uwa.edu.au to discuss your particular needs.

After Hours Access

# After hours access to CMCA Crawley site instruments is only available to approved Users and
requires a current valid UWA staff/ student/ visitor ID card. Approved Users will be issued with
out of hours access to enter via the Physics West door and through the main CM CA entrance on the
first floor. It is essential that the front door is kept locked AT ALL TIMES after hours. After hours
Users must also sign in on the sheet provided at the main door, and sign out again on their
departure.

# After hours access to CMCA QEIl instruments is only available to approved Users. Access to all
QEIIl laboratories requires a current valid UWA staff/ student/ visitor ID card. Approved Users will
be able to enter M block via the north, south and west ground floor doors, the first floor west
stairwell door and either Room 1.42 or 1.21 depending on the instrument booked. It is essential that
the laboratory doors remain closed AT ALL TIMES after hours, propping a door open will result in
an alarm sounding at UWA Campus Security and a visit by the security guards.

# After hours users in QEIl will need to switch on individual air conditioning units. Check if the
building air conditioning is working (streamers on vent above entrance door to laboratory). If itis
not working, switch on individual air conditioning units with the remote control (simply press the
orange Gon/ offObutton while pointing the remote at the unit on the wall). Please do not alter the
temperature from 23 degrees. Remember to turn off the unit when you are leaving.

# Itisnot recommended that staff or students carry out experimental work after hours. Todo sois at
your own risk. If experimentation after hours is unavoidable then a second person should be
present to raise the alarm should an accident occur. This must only be done in compliance with the
Working in Isolation policy at:

http:/ / www.safety.uwa.edu.au/ policies/ isolation

# At a minimum, Security should be notified of your presence on campus, your intended period of
stay and the activity being performed. It may be possible for Security to check on you during their
usual rounds. Pleasetalk to your supervisor or Safety Officer to discuss alternatives.

# Staff and students who are on the premises after hours will need to carry their staff or student
security access card. Failure to produce proper identification when asked by Security staff will
result in you being escorted from the premises.

# Departure from the CMCA Crawley building after hours is by press button exit from the main
Physics entry. Emergency exit is provided from other doors, eg. fire escapes by breaking glass exit
buttons or automatically in the event of afire alarm.

Library Access

The University staff or student card issued to you will also give access to borrowing from the library. These
cards will give access to library photocopiers if they are in credit. Details for crediting your card are
available from thelibrary.

Common Areas

Inthe CMCA Crawley thereisasmall kitchen, available for use by all CM CA Staff, Students, Usersand
Visitors at the end of thefirst floor corridor. Coffee and tea are complimentary for Users.
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CMCA Crawley & QEII staff and laboratories:

Person or Facility Phone (6488-) | Room No. Email
General Office - Phone 2770 1.71 admin.cmca@uwa.edu.au
General Office - FAX 1087
Syd Hall Discussion Room 8096 1.71A
Seminar & Teaching Facility 8095 1.80
Staff
Prof. David Sampson (Director) 8062 1.73 david.sampson@uwa.edu.au
Dr Peta Clode 8098 1.83 peta.clode@uwa.edu.au
Prof. Brendan Griffin 2739 1.77 brendan.griffin@uwa.edu.au
Dr Kathy Heel (QEII) 9346 4525 1.21 kathy.heel@uwa.edu.au
A/Prof. Andrew Johnson (Honorary) 2764 1.87 bill@physics.uwa.edu.au
Dr Matt Kilburn 8068 1.81 matt.kilburn@uwa.edu.au
Prof. John Kuo 2765 1.79 john.kuo@uwa.edu.au
Dr Janet Muhling 8085 1.85 janet.muhling@uwa.edu.au
Dr Paul Rigby (QEII) 9346 2819 1.42b paul.rigby@uwa.edu.au
Dr Martin Saunders 8092 1.75 martin.saunders@uwa.edu.au
Dr Alexandra Suvorova 8064 1.89 alexandra.suvorova@uwa.edu.au
Jeanette Hatch 2770 1.71 jeanette.hatch@uwa.edu.au
Dana Crisan 2770 1.71 admin.cmca@uwa.edu.au
Peter Duncan 8056 G71 peter.duncan@uwa.edu.au
Lyn Kirilak 8056 G71 lyn kirilak@uwa.edu.au
Tracey Lee-Pullen (QEII) 9346 4569 tracey.lee-pullen@uwa.edu.au
Monika Mathyssek-Kilburn 8074 1.68 accounts.cmca@uwa.edu.au
John Murphy 8070 1.78 john.murphy@uwa.edu.au
Steve Parry 8057 1.78 steve.parry@uwa.edu.au
TEM laboratories
JEOL 3000F 8090 G.83
JEOL 2000FX 8085 G.75
JEOL 2100 8060 G.79
SEM laboratories
ElectroScan E3 ESEM 8054 G.78
JEOL 6400 8055 G.77
JEOL 6400 microprobe 8084 G.82
ZEISS VPSEM 8066 G.84
Philips XL30 ESEM 8083 G.76
CMCA Confocal laboratories
Bio-Rad 1000 8061 1.72
Leica Multi-Photon 8063 1.74A
NanoSIM S laboratory 8082 G.81
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Person or Facility Phone (6488-) | Room No. Email

CMCA General laboratories

Seminar & Teaching room 8095 1.80
Chemistry Lab 8093 G.58
Polishing room 8094 G.72

Coating room 8081 G.73
Darkroom 8086 G.74
Computer Suite 8059 1.70
Microtomes 8072 G.59

QEII laboratories

Main laboratory 9346 4569 1.42
Confocal microscope 9346 1841 1.42a
FACSCalibur 9346 4569 1.42¢
FACSVantage (cell sorter) 9346 2821 1.40
Laser microdissector 9346 4569 1.42d

SECTION 6 - THE CENTRE FOR MICROSCOPY, CHARACTERISATION AND ANALYSIS
First Aid Officer & Supplies

LOCATION NAME CONTACT NUMBER
Physics Bld Room 1.78 John Murphy 6488 8070

There are first aid boxes in the Chemical Laboratory (Room G.58, Ground floor) and the Optical Microscope
Lab (Room 1.74, 1< floor). Do not take anything from the first aid cabinet except for genuine emergency use.
Cabinets are checked and restocked about twice a year. If a cabinet is depleted please contact the first aid
officer.

EMERGENCY PROCEDURES:

Building Evacuation

The building wardens or emergency control organisation (ECO) facilitates the safe and orderly
implementation of the emergency proceduresin a building, including the evacuation of the occupants from
the building when appropriate. The ECO is a structured organisation of people working within a building
that takes command in the declaration of an emergency in the building, pending the arrival of the fire
brigade or other emergency service. In the event of an emergency situation, instructionsissued by an ECO
warden must be obeyed. Evacuees must assemble at the designated area for each building until given the all
clear to leave. Assembly pointsand web addresses for building warden information are:

Building wardens - http:/ / www.safety.uwa.edu.au/ people/ wardens/ physics

|CMCA Crawley Assembly point - Grassed area outside Engineering|

|CMCA QEIl Assembly point BCar Park 3 outside Faculty of Medicine & Dentistry|
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Emergency Alarms

Emergency and fire alarm buttons are located at stairwell entrances and other main entry areas. These will
set off the local emergency evacuation system and alert both University security and the fire and emergency
services. Familiarise yourself with their location in your area.

Fires

Fire extinguishers are distributed throughout the School buildings. Note their position and how to operate
them. In case of afire-

1. ALERT those around you to the danger and activate emergency alarm.
2. EVACUATE the area.
3. REPORT the emergency on 6488 2222 - (dial 55 at QEII)

1. Request Emergency Service required
2. Advise-
Your name
Location
Telephone Number
Any other information requested.

4. DONOTATTEMPT TO PUT OUT THE FIRE unlessit is safe to do so.
5. Use afire extinguisher (preferably carbon dioxide type) operated at a safe distance.

Never attempt to blow out afire, even a small one, severe facial burns may result.
Never attempt to extinguish alaboratory fire with water, thisonly spreadsa fireinvolving solvents.

Fire and Smoke Detectors

Automatic fire alarms are built into the ceilings of all our buildings. When the alarm sounds the fire station
is automatically informed of the location of the fire. When the alarm sounds continuously, evacuate the
building.

Other CMC A Crawley alarmed services

There are two additional CMCA alarm panels located at the bottom of the central stairwell on the ground
floor. These alarms are related to services within the CMCA. If the UPS (Uninterrupted Power Supply)
Alarm is activated, press @udible cancelOand follow the instructions. If the Services Alarm Panel is
activated, follow the instructions on the alarm panel to scroll down and locate which alarm is activated, and
contact one of the peoplelisted.

Inspection of the workplace

The aim of these inspectionsisto identify hazards and implement measures to eradicate problems or protect
staff membersand students.

Type of inspection Frequency

Informal checks by staff members Daily
and supervisors

Formal inspection by supervisor and Quarterly
OH& Srepresentative

Formal Inspection by Safety and Health Office Annual
and OH &S Committee representativesto
establish compliance with the Act and Regulations.
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For further information on the Inspection Process see the University Health & Safety Manual.

Notification of Hazards & Accident Reporting

Every user and staff member of the CMCA has a duty to report any situation that they believe could
constitute a hazard to any person that they cannot themselves correct. Hazard & near miss forms are

available at:

http:/ / www.safety.uwa.edu.au/ forms/ hazard identification report form

All'injuries and accidents must be reported to the CM CA safety officer, Health and Safety Representative or
CMCA Director.

SECTION 7 - OFFICE SAFETY

An office or study isnot normally considered a hazardous area, but there are several factors concerning the
office asa workplace that deserve attention.

Housekeeping

Keeping an area neat and tidy. Floors, particularly access ways should be kept free of clutter to prevent
accidental tripping. Electrical cords should be taped to the floor if traversing a traffic area is unavoidable.
Circuit breaker protected power boards should be used for multiple connections to a power point. Any
frayed electrical cords or malfunctioning equipment should be reported to Administration or the Laboratory
Manager as soon as possible.

Occupational Overuse Syndrome (OOS)

OOS, formerly known as RS, is an injury believed to be due to over-stressing certain soft tissue components
of the body. OOS can affect workers in many different occupations, particularly those involving repetitive
movement, and is not restricted to keyboard operators.

Many factors other than repetition and strain may beinvolved in OOS. These include posture, physiological
stress, pre-existing injury or illness, work patterns and routines. Examples of "pause exercises' developed to
prevent overuse injury are given in the University Health & Safety Manual, and pamphlets from the Safety
& Health Office, eg. Working Comfortably with Computers.

An ergonomic advisory service is provided by the Safety and Health Office. Individual and general work
areaswill bereviewed on request. Further information is at:

http:/ / www.safety.uwa.edu.au/ policies/ computer workstation ergonomics

Manual Handling

About one-third of non-fatal industrial accidents in Western Australia are caused by incorrect lifting
techniques. However little or much you lift, you still need to become aware of how to prevent back injury or
hernia. Correct lifting takes practice. Here are a few tipsto prevent problems-

1. Size up your load first - do you really need to lift it, or can you use a trolley or other aid? Get help if you
need it.

2. Bend your knees - Keeping your back straight.
3. Hold the load firmly - using the palms of your hands as well asfingers.

4. Lift by using leg muscles and body weight - dump the load as soon as possible, but DO NOT FORGET that
putting the load down isjust asimportant aspicking it up.....Bend those Knees !!
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For further information go to:

http:/ / www.safety.uwa.edu.au/ policies’ manual handling

SECTION 8- LABORATORY PROTOCOL

General Rules of Safe Laboratory Conduct

Safety in laboratories is an individual and personal responsibility. Staff and Students should ensure that
they are aware and informed of the safety considerations pertaining to each laboratory procedure they
undertake.

A folder containing information on CMCA laboratory guidelines and protocols, chemical information,
MSDS, protocols and product information can be found in the CMCA chemical laboratory. Read it and
become familiar with its contents. The safety information provided isthere to ensure everyone can work in a
safe environment.

Anyone entering the CMC A Crawley chemical laboratory must have completed an induction first. This
can be done by Steve Parry or John Murphy.

When working in a laboratory, the following guidelines should always be adhered to -

¥

¥

Always be conscious of potential hazards. A casual attitude can Kill or injure.

Clothing suitable to laboratory conditions must be worn; eg. closed shoes with non-slip soles,
laboratory coats, etc. Thongs must not be worn. Personal protective equipment and clothing should
be utilised when required, eg; safety glasses and gloves must be worn when handling corrosive
chemicals.

Never run in thelaboratory or along corridorsin alaboratory area.

Do not store, handle or consume food or drink in laboratories.

Do not undertake any work unless the known and possible hazards of the operation can be
determined with precision and the appropriate safety precautions adopted.

All laboratory glassware must be washed and dried thoroughly after use and returned tidily to
shelvesfor re-use.

Laboratory benches must be left tidy at the end of working sessions. They must be cleaned of rubbish
and wiped down. Thisappliesto all work areas.

Any service (water, lights, etc) that is required to be left in use while it is unattended must carry a
signed and dated notice, which advises 'Please Leave On'.

Specimens and samples retained by a student for future use must be placed in a suitable container
and labelled. The label must be affixed to the container and have the full name of the contents (not an
abbreviation), the date and full name of the user with contact details printed on it.

Washing facilities are available in laboratories and should be utilised after any laboratory operation.

Persons working in a laboratory should make themselves aware of the positioning of fire and safety
equipment within the room.

Fire escape routes must be kept clear at all times.
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In addition the following procedures should always be observed -

NEVER allow toxic materialsto get into the mouth or touch thelips
NEVER pipette substances by mouth

NEVER put bottles of acids or alkalis on high shelves

NEVER pour water onto concentrated acids

NEVER sniff at possibly toxic substances

NEVER store flammable solventsin a domestic refrigerator

NEVER store organic solventsand acids together

NEVER work alone

Chemicals

Many chemicals are known to be toxic, some are even known carcinogens. Comparative toxicity varies
enormously. You should always read the M aterial Safety Data Sheet (M SDS) for every chemical you plan
to use. The chemical supplier has a responsibility by law to provide this information and these are usually
requested at the time of ordering. See your supervisor, safety officer or purchasing officer to obtain copies
of these or any other information pertaining to the safe use and handling of chemicals.

¥ ANY CHEMICALS BEING BROUGHT INTO THE CMCA MUST BE CHECKED BY THE
LABORATORY MANAGER, STEVE PARRY, BEFOREHAND.

¥ ALL CHEMICALSAND SOLUTIONSNOT IN THEIR ORIGINAL CONTAINER MUST HAVE AN
APPROPRIATE CHEM-ALERT STICKERATTACHED.

¥ Regard all substances as hazardous unlessthere is definite information to the contrary.

¥ Safety carriersare to be utilised for transporting glass or plastic bottles with a capacity of two litres or
greater. Exercise particular care when carrying containers of mutually reactive substances. If you
cannot find an approved carrier a sturdy bucket is an acceptable substitute.

¥ All spills must be cleaned up immediately and thoroughly. Be aware of the correct method for
cleaning up various chemical spills. Most laboratories have a supply of vermiculite, which is a safe
absorbent to deal with all spillages.

¥ Alwayswork with the smallest possible amounts of chemicals.

¥ All chemicals must be handled with care. Due regard must be given to safety when using noxious or
corrosive chemicals. Inform yourself of safety instructions relating to the use, handling and first aid
procedures for the chemicals being used. If you don't know, ask!

¥ Do not use chemicals or equipment without the consent of the 'owner'. Your chemical residues can
ruin someone else'san ongoing experiment.

¥ Fume-cupboards are to be used for removing gases, dusts, mists, vapour and fumes from laboratory
operations. Alwaysuse afume-cupboard when mixing chemicals. On completion of the operation all
equipment and chemicals must be removed from the fume-cupboard. Fume-cupboards are not to be
used for the storage of chemicals unless specifically required.

¥ All containers of decanted chemicals, reagents, etc. must be fully labelled and include all details of
hazards (toxicity, flammability).

¥ The CMCA induction course must be completed prior to gaining access to the Chemical Laboratory.
¥ A register is maintained of all chemicalsheld in the CMCA.
¥ A central file of all relevant MSDSis kept in the CMCA laboratory Manager@® office. A computer will

be set up in early 2007 with this data available on it. This will be located in the Chemical Laboratory.
A good resource for MSDS@ can be found at: http:/ / physchem.ox.ac.uk/ MSDS/
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Gas Cylinders
Cylinders of compressed and liquefied gases must be turned off at the cylinder valve when not in use.

Gas cylinders must be firmly anchored by chain or clamp to the bench or wall and must only be moved with
trolleys specifically designed for the purpose.

Note: Fires and explosions from flammable gas leaks are often caused by poor connections. If aleak is
ignited the risk of explosion is more dangerous than the flame. The cylinder valve should be turned off
before putting out the flame. If the flameis put out first the gas can create an explosive atmosphere.

Precautions for specific gases

Oxygen Do not use grease/ oil on oxygen cylinders or pipework
Do not use as a substitute for compressed air

Acetylene Use only approved regulating valves
Avoid pipefittings containing 65% copper (these cause formation of explosive acetylides)
Explosive range of acetylenein air 2%-82% acetylene V/ V

Nitrous Oxide Similar to those of oxygen
Propane Explosiverangein air 2%-10% V/ V, in oxygen 2%-93% propane V/ V.

Hydrogen Explosiverange in air 4%-75% hydrogen V/ V

Resources and References

UWA Occupational Health and Safety policy and procedures manual (also on the WWW).
Dangerous properties of Industrial Materials

SAX - 5th Edition, over 10,000 entries on basic toxicological information, etc
CRC handbook of chemistry and physics (63rd edition)

CRC handbook of laboratory safety (2nd edition)

Toxic Gases - first aid and medical treatment

Electrical Safety Manual - IFAP

Accident Prevention - ILO

Radiation Safety Notes

Merck Index

MSDS (Material safety data sheets) for individual chemicals (also on the WW W)
Assorted Dept of Occupational Health, Safety and Welfare publications

Within the University

Chemsafe Database - Biological Sciences Library (also on the WW W)
Various publications - Safety and Health Office and QEII Library

Within the CMCA - see the safety officer
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First Aid

In the case of personal injury resulting from chemical spillage - remove chemical affected clothing and, if
possible, wash affected areas copiously with water. If the chemical isin the eye - immediately wash eye
copiously with water and seek medical assistance. Call -

University Medical Centre on 64882118
or
Sir Charles Gairdner Hospital on 9389 3333

All injuries and accidents should be reported to your Supervisor, Health and Safety Representative,
Laboratory Manager or Safety Officer.

Waste Management
The University has specific policies for the disposal of contaminated and non-contaminated, hazardous and
non-hazardous, biological, clinical, radioactive, gaseous, asbestos and solvent wastes. The University

Health & Safety Manual outlines these proceduresin great detail at:

http:/ / www.safety.uwa.edu.au/ policies#\Waste

If you are unsure about any substance you are using or disposing of contact your Safety Officer
immediately.

Equipment

¥ A list of major equipment available is on our website under QUser InformationO

¥ All Users must be inducted before entering specimen preparation areas or using equipment. Contact
John Murphy or Steve Parry for an induction.

¥ Electrical/ electronic instruments: Staff and students should become familiar with the correct
operation of an instrument prior to using it for experimental work. Instruments that malfunction
should be reported immediately to a member of the technical staff and be noted in the logbook.
Repairs to appliance cords, plugs and sockets must be undertaken by an appropriately licensed
person.

¥ Never move a balance while it is connected to power. Always check that the balance is level before
using.

¥ Microscopes must be handled with extreme care. Optical surfaces must be kept clean and moving
parts must not be subjected to rough treatment. Microscopes must be kept dry and immersion oil
cleaned from lenses after use. When not in use microscopes must be covered to keep dust away from
optical surfaces.

¥ When using furnaces and heating equipment suitable gloves, tongs and face or eye protection must be
used. Do not use or place flammable materials near heating equipment.

¥ High Pressure or vacuum equipment - if glass apparatus is used it must be screened and full face
protection worn by the operator. Use metal or plastic tubing instead of glass whenever practical.
Exhaust gases from vacuum pumps should be safely vented.

Use of Mi croscopes

Microscope users often report eye fatigue and back, neck and shoulder discomfort associated with the
posturesrequired whilst using the microscope.

Issuesto be examined in relation to microscope use include:
Problem awarenessin the user

Appropriately trained personnel

Providing microscopes with ergonomic features
Providing ergonomic workstations

Variety within the work process

Regular breaksin posture

K K K K K K
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Some recommendationsinclude:

1. Viewing height and angle of the microscope should be adjusted to the user (variable binocular
tube).

2. Position of controls such as zoom and focus should be as far down as possible on the microscope
and should be operated with the forearms supported in a horizontal position and shoulders
relaxed.

3. Chair should have a high back with adjustable height; back rest; and lumbar support to contour

to the user® back.

An adjustable microscopy table height or suitable footrest may be required.

Arm and hand supports are required for use when positioning, manipulating and preparing
objects.

High quality lens systems and eyepieces that reduce fatigue and long term eye strain are
desirable.

Matching room lighting to the microscope field brightness to reduce eye strain.

Frequent breaks away from the microscope with physical stretches to relieve static sitting
postures should be performed.

a k&

o
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The Safety and Health Office has useful information re minimising the physical stressors associated with
prolonged use of microscopes. A checklist is also available that coversthe following areas:
¥ Organisation of work (tasks, physical exertion, working time, breaks, repetition, precision work)
¥ Assessment of the microscope (optical properties, microscope illumination, ergonomics of the
microscope and displays)
¥ Work environment (workstation, climate, lighting, noise etc)

Please contact the Occupational Therapist on 6488 2784 for a copy of the checklist or for further advice.

Local Laser Working Rulesfor QEII Confocal Mi croscopes, Flow Cytometers and Laser Mi crodissector
Working rules are essential for all Class 3B and Class 4 lasers to ensure they may by used with a high
standard of safety. Australian Standard AS 2211 details the main procedures and check lists which are

appropriate for these Lasers. The Standard specifies the following working rules which are common to all
Class 3B and Class 4 lasers.

=

Do not look into the laser beam. (For any class of laser thisis a hazardous practice)
2. The confocal microscope system isa Class 1 laser product whilst all coversare in place. The laser
beam isfully enclosed within the system coversand isinherently safe.
3. Only approved and licensed service engineers may remove the laser covers or service the laser.
The covers must have interlocks to prevent operation of the lasersif they are removed.
4. Use of the laser system:
» Usethe correct signs, according to AS2211, on the laser and the laser system covers.
+ The power supply is keyed, with the key stored safely whilst the laser is not in use, or
with password access if a computer key system.
+ No cover may be removed or interlock disabled by personnel at any time, other than by
the service engineer or with the approval of the SLSO.
5. Immediate measures must be taken to remove potentially hazardous situations arising from laser
beams that may be emitted due to equipment defect, misalignment or any other reason.
Additional working rulesfor servicing the laser system are required.
7. All users of the laser system are to be an induction into its safe use, and must read these working
rules Brecords are to be kept of personnel inducted.
Accidents and incidents must bereported to the Safety and Health Office
9. The School Laser Safety Officers (SLSO) in QEll are Paul Rigby and Kathy Heel

o

©

SECTION 9- COMPUTING FACILITIES

All aspects of the Centre®@ computer facilities are controlled by Martin Saunders (Security), John Murphy
(General Support) and Paul Rigby (QEII netw ork).
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This service is mainly for network or hardware problems but limited support for specific software
applicationsisavailable.

The CMCA computing laboratory has five iMac computers, two PC@, two Hewlett Packard LaserJet
printers, an Epson Scanner and a CD writer. Each of these computers carries a range of software for user
use. Programs available include the Office Suite of Word, Excel and PowerPoint, Adobe Photoshop,
Graphic Converter, Freehand, Image Jand other specialist imaging software B contact John Murphy, Peta
Clode or Martin Saunders for more information on some of the complex image analysis programs available.

The QEII computing laboratory has 3 Windows PCs, one eMac, one iMac, two Hewlett Packard LaserJet
printers, and CD/ DVD writers. Each of these computers carries a range of software for user use. Programs
available include the Office Suite of Word, Excel and PowerPoint, Adobe Photoshop, Image J Imaris,
ImagePro Plus, CellQuest Pro, FlowJ, ModFit, WinMDI, CytoWIN and other specialist software b contact
Paul Rigby, Kathy Heel or Tracey Lee-Pullen for more information on some of the complex image analysis
and flow cytometry programs available.

Internet accessisavailable for booking CMCA instruments and facilities ONLY
Other sites (including E-MA IL) CANNOT be accessed

Please report problems with the laboratory computers to John Murphy (CMCA) or Paul Rigby (QEII)
immediately.

No printing accessisincluded in the CM CA registration fee. The CMCA hastwo HP LaserWriters available
to userson a cost basis.

Food and drink are not to be consumed in the computer laboratories.
All users are required to use the facilities in a responsible manner and observe all Computer and Software
Use Regulations of the University of Western Australia. More information about these IT rules and

regulations can be found at:

http:/ / www.uwa.edu.au/ it/ rules

Additional guidelines on ergonomics and long-term use of computers can be found at:

http:/ / www.safety.uwa.edu.au/ policies
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ADDITIONAL NOTES

*The CM CA isgrateful to Tom Stewart for allowing usto usethe Animal Biology Safety Handbook as a
template for the design and content of our handbook .*
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