BNL Housekeeping Guideline   

Policy: BNL strives to provide a safe and healthy environment for its staff, guests, contractors, and visitors. Good housekeeping reduces the likelihood of injuries & near-misses. Housekeeping is an integral part of every process, operation and task.  This guideline establishes the acceptable housekeeping practices for the Laboratory. 

Applicability: This guideline applies to the entire site including office, laboratory, experimental, industrial, storage and construction spaces and sites. All workers, contractors, guests, and users are responsible for performing their assigned tasks for meeting this housekeeping guideline. 

Procedure

1.0    General Housekeeping 

Supervisors and workers ensure that:

1.1               Floors are dry and free of debris that create slip, trip and fall hazards.  

1.2              Leaks are properly contained or repaired. 

1.3               Spills are cleaned up immediately by qualified individuals.  (Note: call 2222 for spills beyond your level of ability to cleanup or that are released to the environment (sinks, storm drains or to soil).
1.4              Stairways, hallways, passageways/aisles and access to emergency exits are dry, free of obstruction and adequately lit. Handrails and treads are adequate and in good condition. Proper width of aisles is maintained (minimum 30”).

1.5               Emergency equipment (e.g., lighting, showers, and eye wash) is operable and routinely tested.  

1.6               Access to safety/emergency equipment (i.e., fire extinguishers, eyewashes, safety showers) and electric panel boxes is not obstructed.

1.7              Combustible materials, such as paper, cardboard boxes, or pallets, are not allowed to accumulate to create a fire hazard, impede egress or block access to other equipment.

1.8           Cords and hoses are properly routed to not constitute a safety hazard and protected from damage (e.g., not stored adjacent to a heat source, in traffic areas, etc).

1.9              Work area surfaces are clean and free of clutter.

1.10            Materials, chemicals, and equipment no longer needed are excessed or otherwise appropriately disposed of. 

1.11            Storage cabinets, freezers, and refrigerators are free of un-needed and inappropriate material.  Stored materials should be adequately labeled, identifying the responsible owner.
1.12            Work area illumination provides for the safe and efficient work.

1.13            Shelved items are placed in an orderly manner and arranged so that the items cannot easily fall while nearby items are being retrieved.  Heavy items (> 30 pounds) are not stored above 4 feet and free standing shelves and filing cabinets are loaded from the bottom-up to prevent tipping.

1.14            Outside areas between buildings are maintained clear of un-necessary materials & equipment, rubbish, leaves, weeds, and snow/ice. 

1.15            Locker rooms, wash rooms, toilets, drinking fountains, kitchens, conference, and common areas are maintained in a safe, sanitary and clutter-free condition.

1.16            Safety signs & postings are legible and in good condition.

1.17            Un-occupied storage buildings/areas are maintained, kept free of clutter, and used to the best advantage.

1.18            Keep items at least 18" below sprinkler heads (not applicable storage shelves/cabinets along walls). 

1.19            Work areas (inside or out) are returned to a clean and orderly condition upon the completion of maintenance or repair work.  Obsolete parts are to be excessed or appropriately disposed of and spare parts are to be stored in their appropriate locations.
1.20 
Draws and cabinets are closed when not in use.

2.0     Laboratories

Supervisors and workers ensure that:

2.1           Areas, surfaces, and equipment are kept clean as the work progresses (e.g., end of day, process, or experiment).

2.2           Material/equipment is cleaned and returned to storage location upon completion of usage.

2.3           Frequently used or heavy items are not stored on top shelves.

2.4           Equipment (e.g. open flames, heating mantles, soldering guns, heat tape) is properly staged to minimize fire and burn hazards and is monitored to minimize the threat of fire.

2.5          Laboratory hoods are free of excessive material storage to allow for proper airflow.  Lab/work benches are kept clean and uncluttered.

2.6           Collection containers for wastes, sharps, and trash are available, adequate in size and not over-flowing.

2.7           All materials (e.g., chemicals, waste containers, and cylinders) are properly labeled, stored, and secured. 

2.8           Proper secondary containment is provided for storage of liquid materials (e.g. satellite areas and reagents).

2.9
Chemical storage shall be kept at a “reasonable” level and expired or un-needed chemicals are excessed as soon as possible when deemed unusable.

2.10 
Draws and cabinets are closed when not in use.

3.0     Industrial Areas, Staff Shops, Accelerators, Electrical Equipment Areas, and Mechanical Equipment Rooms

Supervisors and workers ensure that:

3.1           Working and walking surfaces and equipment are kept clean and free of debris as the work progresses (e.g. at the end of day, process, or project).

3.2           Material/equipment is cleaned and returned to storage location upon completion of usage.

3.3           Tools and ladders are properly stored and secured in work area staging locations, and returned and stored in these locations when not in use.  Defective equipment must be tagged, then promptly repaired or disposed of.
3.4           Work area barricades (when applicable) are in place and maintained in good condition.  

3.5           Protrusions into aisle ways have protective devices or warnings.

3.6           Scaffolding is properly installed, secured, and maintained.

3.7           Trenches, pits, or sumps are to be covered, barricaded, or otherwise protected (i.e., to prevent falling/tripping in them) and free of any liquid accumulation.

3.8           Drains and associated screens are free of blockage. 

3.9           Welding splatter or slag and solder dross is cleaned up before leaving the work site for an extended period of time. 

3.10        Heat source equipment (e.g. open flames, soldering guns, and heat tape) is properly staged to minimize the fire and burn hazards and is monitored continuously to minimize the threat of fire. 

3.11        Suitable collection containers for waste, debris, and trash are available, adequate in size and not over-flowing.

3.12        Proper secondary containment is provided for storage of liquid materials (e.g.  Hydraulic oils, chemicals, and paint).

3.13 
Cables, hoses and cords are placed in a manner to avoid tripping hazards or damage.

3.14
 Safety signs and postings are legible and in good condition.

3.15 
Any Departmental/Programmatic stored materials shall not be stored for speculative purposes and must be labeled with an appropriate owner or designee (speculative – if a piece of equipment has not been used in the past 3 years and is not scheduled to be used within the next 3 years, then the equipment shall be deemed as un-needed material.  See Section 5.0 (Storage of Materials) for further clarification and exemption).

4.0     Construction Areas 
Supervisors and workers ensure that:

4.1           Working and walking surfaces and equipment are kept clean and free of debris as the work progresses (e.g. at the end of day, process, project or per contract specification or work plan).  This includes staff shop tools such as drills, lathes and saws.  Areas are to be broom clean upon completion of the job or the end of each working day.

4.2           Material/equipment is cleaned and returned to storage location upon completion of usage.

4.3           Tools and ladders are properly stored and secured in work area staging locations, and returned and stored in these locations when not in use.  Defective equipment must be tagged, then promptly repaired or disposed of.
4.4           Work area barricades (when applicable) are in place and maintained in good condition.  

4.5           Protrusions into aisle ways that obstruct safe egress have protective devices or warnings.

4.6           Scaffolding is properly installed, secured, inspected, and maintained.

4.7           Trenches, pits, or sumps are to be covered, barricaded, or otherwise protected (i.e., to prevent falling/tripping in them) and free of any liquid accumulation.

4.8           Drains and associated screens are free of blockage. 

4.9           Welding splatter or slag and solder dross is cleaned up before leaving the work site for an extended period of time. 

4.10        Heat source equipment (e.g. open flames, heating mantles, soldering guns, heat tape) is properly staged to minimize fire and burn hazards and is monitored continuously to minimize the threat of fire.

4.11        Suitable collection containers that are provided for waste, debris, and trash shall be adequate in size and not over-flowing.

4.12        Proper secondary containment is provided for storage of liquid materials (e.g. fuel, hydraulic oils, and paint).

4.13        Adequate lay-down areas are effectively planned and maintained. 

4.14        Vehicles and equipment shall be parked on impervious surfaces to avoid environmental issues from leakage and spills.   Vehicle and tool refueling shall be conducted over an impervious surface.

4.15
Construction equipment must be inspected daily and maintained per manufactures recommendations.

4.16
Site protection features and security measures must be maintained per written plans and project designs (e.g., erosion control, fencing etc.)

4.17 
Applicable safety signage (noise, rad, confined space, etc…) shall be properly posted and legible.  Postings will be maintained as required.  Postings which are no longer required shall be taken down.
4.18
Cables, hoses and cords are placed in a manner to avoid tripping hazards or damage.

5.0     Storage Areas (Warehouse, Bins, Basements, Rooms, Cargo Boxes)

5.1
Equipment/materials will be stored in a secure area, orderly, and will be accessible for inspection from all sides.  Any equipment found to be leaking or showing signs of excessive deterioration shall be immediately repaired or disposed.

 
Chemicals must be stored in accordance with the Chemical Hygiene Plan and inspected as part of the line organizations Tier 1 inspection process.
5.2          Equipment that requires long-term storage must be done in accordance with BNL policy - PPM SOP 340.7. Employees can consult with their respective Property Representative or contact the Property Management group for assistance.

Storage of equipment (research, educational, scientific, presentations, and storage/travel boxes – excluding chemicals) must be reviewed on a periodic basis to ensure that they do not become legacy items.  Equipment that requires long-term storage must be done in accordance with the following BNL policy- PPM SOP 340.7.   A”recommended” guideline method to ensure surveillance compliance is presented below, however a Department may enact its own method.  

· Equipment may be stored by a researcher for up to 3 years as long as the components are labeled with the researcher’s name, or designee and date of initial storage.  When the researcher leaves, then the equipment must be properly dispositioned (taken with them, reassigned to a different researcher, or excessed/disposed of as un-needed materials).


· Equipment may be stored for up to 7 years as long as the Department Head has signed off on the dated label.  If a new Department Head is assigned, then within 1 year of filling the position the equipment must be re-evaluated for storage and signed off.  
· Equipment stored for greater than 7 years (i.e., equipment of historical significance or having definitive future use) must be approved and signed off by the ALD.

As stipulated above, these steps are presented as a “recommended” guideline method.  It is up to the Department to decide on their own method of surveillance to ensure compliance with housekeeping.

5.3
Equipment from large “machine-based” facilities that operate under the governance of a Safety Assessment Document and have a specific Decommissioning and Decontamination Plan described in the SAD shall be exempt from the requirements specified in section 5.2 and 3.13. The Decommissioning and Decontamination Plan establishes Baseline Conditions, End Point Goals, Decommissioning Methods and Waste Streams for equipment in such facilities. All other paragraphs in this section apply. 

5.4
When use of experiment at large “machine-based” facilities ends, an evaluation shall be performed by appropriate management as to the potential future use of the equipment, whether at BNL or at another facility. If a decision is made to dispose of the equipment, the department will pursue funding for disposal from the appropriate agencies and when funding is obtained the equipment shall be disposed.

5.5
Oversight of equipment storage (i.e., time and condition) is the responsibility of the Building Manager.  Areas will be inspected as part of the Tier I process.
5.6
Storage areas having a lock/hasp locking arrangement shall utilize (key) locks purchased through the F&O Locksmith only. Personally owned or purchased padlocks are forbidden.
