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CALAMBA WATER DISTRICT

TITLE: LABORATORY SAFETY PROCESS = @
DOC. NO, CWD-OPN-010 I REVIGION NO. 00 ] EFFECTIVE DATE Dacomber 290, 2010 Page 2 of & |
1.0 PURPOSE

1.1 This procedure aima (o provide laboratory safety guidelines

1.2 The GWD shall determine, provide and maintain the infrastructure necessary for the operation of ita processes and
1o achiove conformity of products and sarvices

1.3 The CWD shall determine, provide and maintain the anvironment necessary for the operation of it processes and
to achieve conformity of products and sorvicos,
NOTE A suitable environment can be a combination of human and physical factors, such o,
o) woclal (0.0 nondisceiminatory, calm, non-confrontational),
bipsychologlcal (0.9, stress:reducing, burnout prevention, emotionally protegtive),
c)physical (w.g. temparature, heat, humidity, light, airflow, hyglena, noise),
These factors can differ substantinlly depending on the products and services provided

1.4 The CWD shall determine, provide and maintain the infrastructure necassary for the oparation of its processes and
1o achleve conformity of products and sarvicos

NOTE Infrastructure can include

a)  bulldings and associnted utiitios,

b)  equipment iIncluding herdware and software,

¢ transportation resources;

d)  Information and communication technology. :

2.0 SCOPE |

2.1 To tecolve, arrange, store, maintain, and dispatch of Toola and Equipment's of CALAMBA WATER DISTRICT.
2.2 This documented Information shall apply to all Laboratory Statf and other Authorized Parsonnel

3.0  RESPONSIBILITY

3.1 Head of Laboratory shall plan the programs and activities all related to laboratory safoty
3.2 All Laboratory peraonnal shall participata in the implementation and implamentation of all safety programs,

4.0 DEFINITION OF TERMS
4.1 Gataty - 18 the state of baing tafe, the condition of baing protected from harm of olher non-desirable outcomes

4.2 Preservation - can Include identification, handling, contamination control, packaging, storage, tranamission or
transportation, and protection

4.2 MSDE ~ Matarinl Safety Data Sheet
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CALAMBA WATER DISTRICT

6.0 __PROCESS FLOW STEPS

TITLE: LABORATORY SAFETY PROCESS
DOGC. NO. CWD-OPN.010 | REVISION NO. 00 | EFFECTIVE DATE: Dacember 28, 2016
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6.0 PROCESS DETAILS:

0.1 Sataty Training
6.1 All Laboratory Staff must recelve adequate safety training. This must include;
6.1.1 Health and safety legislation and the responsibilities of the employar or company,
(.1.2 Causen and pravention of fire including the use of fire extinguisher,
6,13 Specific hazard and risks associated with their work activites;

6.2 Mandling Chemicals and Equipment
€21 Laboratory personnel must be trained for safe handling of Iaboratory chemicals and equipment

.3 Infarmation
6.3.1 Information on hazardous chemicals must b available and roadily accessible to all staff in the form of MSDS
6.3,2 Accosn 10 Laboratory and Emergency L xits
6.3.3 Accest 10 the Laboratory Area muat be restricted to authorized person only.

6.4 The Laboratory must have cloarly dosignatod emergency exit A plan must be avallable
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CALAMBA WATER DISTRICT

TITLE: LABORATORY SAFETY PROCESS | ¢
DOC. NO CWD-OPN-010 | REVISION NO. 00 | EFFECTIVE DATE: Dacamber 28, 2018 Page 4 ot §
6.4 Good Working Praclices

G.4.1 Migh standards of housekesping and tidiness as well an uncluttered workbenchos are @ praraquiaite to safe
laboratory work

6.4 2 Chipped, cracked or broken glassware may be dangerous and must not be used in the laboratory
6,43 Smoking s not allowed In the Laboratory
6.4.4 Eating and drinking I8 restricted to designated areas, never on a workbench

6.5 Emargency Procedures
6.5.1 Procedures must be sot up for various types of accidents, aplllage of hazardous substances and fires

6,52 Emergoncy talophone numbers in caso of accidents of fire must clearly visible

0.6 Fire Procautionn
6,6.1 Fire and smoke detectars and fire alarms must be inatalled in accordance with local building regulations

6.6.2 Fire extinguishars must be maintained regularly (annually)
6,6.3 Rogular practices of fire drill, according to local regulations must be held

6.7 First Aid Training
B.7.1 Atleast 1 laboratory staff must have recelved spacific tralning in firet ald. This training muat be updated at ]
Intorval speaified by the training provider. ]
6.7.2 A rendily accossible first aid kit must bo avallablo. Its contants must be checked ragulary and replenishod
roquired, Expirad (tama must be replaced.

6.0 Maintenance of Laboratory Equlpmant
€81 Equipment In the laboratory must be:
o correctly Installed according to the manufacturer's Instruation
b sultable for intended use
. safe to oporate
d. woll maintained according to regular maintenance schodule

6.8.2 The electrical aafety of squipment must be chucked regulary according to defined schedulo
0,83 All squipment working under pressure must be regularly chacked for any defects
ou

4 Parsonal Protective Equipment and Clothing
6.8.41 All laboratory staff must wear protoctive clothing in rooms where analytical work (s carned out. This
protectiva elothing (ncludes:
6.8.42 Laboratory coat
6.8.4.3 Closed laboratory shoes
6.8,4.4 Safety Goggles
0.8.4.6 Gloves

6.0 Storage of Chemicals
0,91 Purchasod chemicals and reagonts must be stored in thelr original containera and with their original labels
6.9.2 An up- to-date inventary of all purchased reagonts and chemicals must be maintained.
6.0.9 Incompaltible reagents such as strong acids and alkalla must be stored well apart
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~ CALAMBA WATER DISTRICT
TITLE: LABORATORY SAFETY PROCESS o
DOC. NO. CWEOPN-010 | REVISION NO, 00 | EFFECTIVE DATE: Dacember 28, 2016 Page 5 of b

7.0 RECORDS RETENTION
71 Active  Retantion = [ndafinite  ratention  perod for ourrent or active documents for both electronic  and
hardeopy/Controlled Copy
7.2 Inactive/Archival Retention = shall bo kept for activa one (1) year or may roguest for an extension as deemed
necessary (hardcopy), for electronice/soft file; It ahall bo kept in @ separate folder named "Obsolete Copy”

0.0 REFERENCE DOCUMENTS
81150 90012015 QMS Standard
8.2 QM5 Manual
8.3 Approved DIl of Quantities
8.4 Statutory and Regulatory Requirements
115 Matarial Satety Data Sheet

9.0 ATTACHMENTS
9.1 Safety Training Record

10.0 DISTRIBUTION LIST

- COPY HOLDER NO. DEPT/$IC,/COPY HOLDER
el =iis General Manager ‘
8 Laboratory (Quality Conlrol Division)

Production

BT |
Note 2: Master Copy Is In the custody of the Document Control Conter
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