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WELCOME TO THE CEES LAB 2012 
 
 
We are pleased to have you here! As the CEES lab is a multi-user facility, it is necessary to 

state how the lab works and which rules apply during various activities. In this folder you 

will find information regarding the laboratory routines and regulations, handling of 

chemicals and safety instructions.  

 

The purpose of this document is to ensure that all persons follow the same rules and 

procedures in the CEES laboratory areas. You are obliged to work as per the guidelines 

given below and by signing a form you have stated that you have read and understood all 

the information in this folder.  

 

Please read the text carefully and make sure that you understand everything, before you 

begin your work. Take your time to get everything right and never hesitate to ask if you 

have any questions or suggestions regarding our routines and safety. We all want good 

laboratory results! 

 

Any questions may be directed to our lab technicians Nanna Winger Steen and Emelita 

Rivera Nerli in room no 3428 (Phone: 2285 8171). 
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GENERAL INFORMATION 
 
 
Lab board (cees-labboard@bio.uio.no.) 
The CEES lab board is responsible for all the CEES laboratory areas and all its users. They 
will ensure that the safety in the lab follows the regulations. Please contact the lab board if 
you have a new student, member of the group or guest who wants to use the lab.  
 
Access 
You are to sign the form in the back of this folder and hand it in to Nanna for registration. 
This will give you access to the CEES lab. 
 
All of our labs have card readers. The key card will let you in from 08.00 till 16.00. After or 
before this time frame, you will need to type your personal PIN code as well. This may also 
apply during holidays. If you have any problem with the doors call the Security and Alarm 
Center for help. 
 
During an emergency (fire alarm) the card readers should work, but if you have problems 
opening the door - use the emergency handle.  
 
 
Bench fee 
Everyone working in the lab have to pay a bench fee. This will cover the costs of all 
common articles of consumption (gloves, tips, and tubes), lab coat wash and common 
chemicals. At present the fee is 5000, - NOK per month for all users (internal and external).  
 
 
Manuals 
Manuals should always be in the folder ‘Instruction manuals’ in the same room as the 
equipment is located. Do not remove it. If you need certain information from the manual 
please make a copy. 
 
 
Freezers 
There are common freezers in all rooms. As a newcomer you should make sure that you are 
allocated space where you can store your stuff. For storage of cultures and long term 
storage of DNA or tissue samples, or of voluminous packages, please use the -80°C freezer, 
called Pingu, in room no. 3424. The key to Pingu is situated inside the door at room 3426. 
 
The common freezers are mainly to store common supplies. If you have a lot of samples 
and need extra space you or your project may have to purchase your own freezer. Write 
your name on the door of the freezer where you store your samples; also remember to 
label your samples with name, date and what it is. Please make it a habit to every now and 
then to go through your stuff and throw away things that are not necessary to save for the 
future. 
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Computer 
We have a computer in the Post PCR lab, Sequencing lab and in the ‘kitchen’ available to 
everybody - mainly intended for analyses of genotype and sequence data. Log on by using 
your Platon password. 
 
 
Ordering 
All lab-related purchases should be ordered through the ‘Innkjøpskontoret’ (room no. U-
157). Opening hours: 9.00 – 14.00 every weekday. Coordinator for this office is Steinar 
Mortensen. 
 
To order something you need to fill out an ordering form and hand it in to the office in 
room U-157 or mail to bestillere@bio.uio.no. You can order primers on your own, but you 
are still obliged to report what you ordered to this office. 
 
More information and ordering form can be found on webpage (only in Norwegian): 
http://www.bio.uio.no/intern/db07-innkjop/internet/html/sone011.html 
 
Delivery address 
 
YOUR NAME 
University of Oslo 
Department of Biology 
Room no. U-157  
Blindernveien 31  
0316 Oslo 
Norway 
 
 
 
 
Phone numbers 
To call within the University of Oslo, dial 5 + extension number. To get connected to an 
external line, dial 0 and await the signal. For long distance calls, dial 9 to get connected 
through the switchboard (08.00-16.00). 
 
 

Pre PCR lab       room 3404 228 5 72 90 
Isolation lab       room 3406 228 5 46 10   
Post PCR lab      room 3416 228 5 45 37   
Sequencing lab room 3418 228 5 72 92   
   

 
 
 
 

Mail and invoice address 
 
University of Oslo  
Account Section - Central Invoicing  
P.O. Box 1074 Blindern  
0316 Oslo  
NORWAY 
 
All invoices must be marked with 152101 

mailto:bestillere@bio.uio.no
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Who do I contact concerning… 
 
Administration  Eva (room no. 3336B)  2285 4400 
    Gry  (room no. 3328)   2285 7289 
 
IT department  Bobben (basement)   2285 5090 
Laboratory issues  Nanna (room no. 3428)  2285 8171 
 
Security and alarm centre      2285 5007 
Facility problems (emergency only!)    2285 6666 
 
 

 
LABORATORY ROUTINES 

 
 
Lab meeting  
Every second Friday at 10:15 am there is a meeting in the CEES seminar room (room no. 
3313). The lab meeting is a forum for information sharing and discussion of common lab 
procedures. Attendance is compulsory for everyone using the lab since it is essential that 
everyone remains up-to-date on current procedures. You are also encouraged to present an 
update of your project and work in the lab during these meetings. 
 
Notes are taken and distributed by email (cees-lab@bio.uio.no). Please let Nanna know if 
you can’t attend. 
 
General cleaning and autoclaving 
While the cleaning staff clean the floors and empty the wastebaskets, we have to take care 
of everything else in the laboratory area. The labs are shared by many, and it is important 
to keep things tidy and clean. Always make sure that you have cleaned up after you and put 
common things back where they belong. 
 
Everyone is responsible to rinse glassware and plastic, remove all labels and place the stuff 
in the grey dish tray (one in each lab). Remember to always use gloves when handling 
dishes. 
 
Goods to be autoclaved are marked with autoclave tape and labelled with your name. Place 
it to be autoclaved in the grey box next to the autoclave in the Post PCR lab (room no. 
3416). When autoclaving flasks with liquid do not fill them more then half way up, and 
leave the lids slightly open.  
 
 
 
 
 
 

mailto:cees-lab@bio.uio.no
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Dish week 
We take turns in handling the dishes and autoclaving etc. by having ‘dish week’. If you are a 
newcomer you should learn these routines together with Nanna or Emelita.  
 
Dish week responsibilities include:  
 
 * autoclaving 
 * cleaning racks in bleach  
 * gather dishes from all labs, empty and run the dish washer 
 * empty paper recycling boxes in the lab (Thursdays) 
 * change the paper under the electrophoresis trays if necessary  
 * taking notes on the lab meeting and distribute this information   
  by email (cees-lab@bio.uio.no) 
 
 
Cleaning duties 
Cleaning duties are shared in a way that each person is responsible for a particular area or 
room. Cleaning of these particular areas as well as a safety check of our safety equipment is 
done once a month, the first Friday each month at 10 am. Nanna will send you an e-mail 
with dates and list with duties. 
 
ECOonline  
ECOonline is an internet-based tool and an electronic library for Safety Data Sheets. All 
chemicals and substances used in the lab should be registered here. Always notify 
Emelita/Nanna when you buy a new chemical, so we can keep track of CEES lab’s safety 
datasheets and maintenance of the substance library. 
 
ECOonline includes documentation, risk assessments and substitution of hazardous 
chemicals, if applicable. You can access ECOonline on http://www.ecoonline.no/ and log in 
as described under: 
 
Company code: 4 
Username: CEESlab 
Password: CEESlab 
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LABORATORY INFORMATION 
 

Different rooms for different use 
There are several rooms that belong to the CEES lab. It is very important that you 
understand the concept of the borders between the different rooms. The borders are there 
to avoid contamination and mixing of samples. Please make it a habit to think about what 
you take from one room to another. Show respect by following the guidelines below for 
each room.  
 
However there are some rules that apply in all of the rooms. 
 
* Eating and drinking is forbidden in the labs. 
 
* Always wear gloves in all laboratory areas.  
 
* Wear different lab coats in each of the rooms and leave the coat inside the room 

when you leave it. Lab coats and gloves are not allowed outside the lab, in the 
corridor, lunchroom or offices. 

 
* When you open a new package of something write the date and your name on it and 

don't open a new one until it is finished. Please let Nanna or Emelita know when you 
open the last one. 

  
* All labelled things that belong to a person or project are private. 
 
* Do not move laboratory equipment, except for racks, between rooms. 
 
* Radioactive substances are NOT to be used in our labs! 
 
* Keep the lab bench clean and keep your things in your personal cupboard. It is 

everybody’s responsibility to clean up after using the common work spaces. 
 
* Refill tips and tubes when you empty a box. We are not autoclaving tips and tubes. 

They are DNase/RNase-free and should be refilled within the room you work.  
 
* You must not use any instrument without having been trained by an experienced 

user. Do not use it if you are unsure – ask for help. 
 
* Always leave the equipment in a condition that you would like to find it yourself. If 

equipment is broken or not well functioning, please notify Nanna. 
 
* Please be careful with the pipettes! 
 
* Do not leave dishes anywhere, place dirty goods in the grey dish trays inside each 

lab.  
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Pre PCR lab (room no. 3404) 
This room is only for preparing PCR reactions. Everything that you need should be 
available inside this room. If you bring something in here it stays in here. Never bring in 
PCR products or equipments from another lab.  
 
Always wear a lab coat and only use filter tips when setting up PCR reactions. Please make 

sure to keep the door into this area closed entirely. 
 
 
DNA Isolation lab (room no. 3304)/ RNA Isolation lab (room no. 3406) 
This room is mainly used for DNA extractions from different types of raw material. Show 
respect for each others samples and never bring PCR products or equipment from another 
lab. Some people work with very sensitive samples in here, meaning, the samples have a 
very low concentration of DNA or RNA therefore this room must be extra clean. Please 
respect this!  
 
Work with phenol-chloroform only in the hood. Phenol-chloroform goes straight through 
latex gloves, so always use blue nitrile gloves to obtain maximum protection. Please change 
gloves when necessary. Phenol and chloroform waste should go into the labelled bottle. Put 
tips etc in the beaker placed there for this purpose. Leave it to let the phenol evaporate 
before throwing away into a hazardous waste box. 
 
If the bottle of phenol-chloroform waste is full, put it in the chemical cupboard in the 
chemical room (3404). 
 
Read more about phenol-chloroform in the safety chapter. 

 
 

Storage room (room no. 3408) 
In the storage room you will find all common things that we share in the lab, like gloves, 
tips, tubes, plates and so on. If you need anything in the lab, this room is the first place to 
look, otherwise ask Nanna or Emelita.  
 
The storage room is not for storage of samples. This room has to be kept clean to avoid 
contamination between the different lab areas. 
 
The First Aid kit is also placed inside the storage room. If you need to use it, let Nanna or 
Emelita know what you used, so we always have a full kit. 
 
If you break some glassware there is a collection box for this purpose inside the storage 
room. The storage room should always be locked. 
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Equipment room (room no. 3412)  
In this room you will find the ice machine and the incubator shaker. Each lab has white 
boxes intended for ice. Use the box from the lab in which you will need the ice. You can 
book a particular time in the calendar by the shaker. Write your name and between what 
times you need to use it. 
 
Post PCR lab (room no. 3416) 
This room is for many different types of work. Some have their own space and cupboard. 
You are not allowed to use things that belong to someone else. It is very important to 
maintain the routines for different types of equipment. Try to keep the room as tidy as 
possible. 
 
Here you will find the Milli-Q water, dishwasher, autoclave, water bath, a sterile hood and 
incubators. 
 
Gel running and Agarose area. We have been using EtBr in our gels since 2004. In 2011 
we started to use GelRed, but we are still treating the area as it’s EtBr-contaminated.  
Always use blue nitrile gloves to obtain maximum protection. Please change gloves when 
necessary. There are special lab coats available when handling gels. 
 
The agarose solutions in the incubator are common. If you take the last (if there is less than 
100 ml left) you are responsible to make a new solution. Mark on the bottle with your name 
and date.  
 
When you are to make a gel, pour some (50 ml for small gels) agarose mix in an Erlenmeyer 
flask and bring it into the hood. We have special E-flasks for this purpose, placed inside the 
hood. Add GelRed inside the hood (3ul GelRed pr 50 ml agarose-mix).  
 
Always wash the combs as soon as possible, so that pieces of gel won’t dry onto the combs. 
The same goes for the E-flasks – wash thoroughly as soon as possible with warm water. 
Never put these flasks in the dishwasher.  
 
Keep the lids on the electrophoresis trays. Otherwise we will not be able to know the 
concentration on the buffer because of the evaporation. When you change buffer in the 
electrophoresis trays write the date and then mark every time you run a gel. After ten runs 
the buffer must be changed. 
 
When changing the buffer, the liquid can be poured into the sink.  
 
To prevent drip on the floor while you transfer the gel from the electrophoresis tray to the 
gel dock and UV camera, use a plastic board. Discard the gel in a hazardous waste box. 
Wash the glass inside the gel dock with EtOH and wipe dry with paper. Throw paper and all 
contaminated gloves in the hazardous waste box. 
 
Please note that we have tip boxes for use only in the gel running area. 
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Sequencing lab (room no. 3418) 
This room contains a lot of instruments that are essential for all of us. Most of the 
instruments and its accessories are sensitive and very expensive, meaning that we have 
special routines for their use. Make sure that you get proper training before you take the 
instruments in use for your own samples.  
 
Take good care of the equipment and they will work smother and give reliable results for 
everyone. 
  
 
PCR machines. You can book a particular time in the calendar by each PCR-machine. Write 
your name and between what times you need to use it. When you program the machine 
with you PCR-profile please save this in a folder of your own. If you're not sure how long 
time the program will take - book excess time. If you won't be able to finish your run on 
time, ask the persons after you in the booking list if it is OK for you to run anyway. 
Otherwise you have to skip the run. 
 
To prolong the life time of the PCR machines do not program the last step to be +4˚C over 
night or weekend, +10˚C works fine and experience show that also +20˚C or room 
temperature is adequate. For the same reason, please avoid leaving samples in the PCR 
machines over a weekend. 
 
 
2 x ABI sequencer. Make sure you know all the routines about this instrument since it is 
the key instrument in the laboratory, being used both for DNA sequencing and for micro-
satellite genotyping.  
 
To hand in samples for sequencing you may find all necessary information at: 
http://www.bio.uio.no/ABI-lab/ Any questions can be directed to Nanna. 
 
 
Nanodrop. Nanodrop is a spectrophotometer used for measuring RNA and DNA 
concentration. To log in on the computer connected to the Nanodrop use your Darwin 
password. You can book a particular time in the calendar. 
 
A final measurement with de-ionized water is recommended after your last sample.  
 
Eppendorf Centrifuge 5810R. This is a centrifuge with the ability to cool your samples 
while running. Make sure it uses the right temperature for your samples. There are 
different adapters available to fit different tubes and plates.   
 
It is very important that your samples are balanced when running, otherwise the 
centrifugation will not work properly and you will destroy the centrifuge. Keep it clean and 
dry it with paper from condensed water after your run. Leave the lid open when not in use. 
 
 

http://www.bio.uio.no/ABI-lab/
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Chemical room (room no. 3404) 
This area is for preparing solutions and so on. Please work inside the hood while preparing 
your stuff. Clean the hood thoroughly after use. Here you will also find the chemical 
cupboard, material safety data sheets (HMS datablad) folder and a pH-meter.  
 
Read more about chemicals in the safety chapter as well as in the HMS folder. 
 
 
Class 2 lab (room no. 3314) 
The room is equipped for working with class 2 pathogens. This room is currently used for 
work in the UiO-NorDiag project, where an objective is development of isolation methods 
for human respiratory pathogens (virus and bacteria). It may also be used for other class 2 
work. 
 
The lab is also equipped with a sterile hood and a Steri Cycle CO2 incubator. If you have 
questions regarding this lab, please contact project leader Kjetill S. Jakobsen. 
 

 
LABORATORY SAFETY 

 
It is very important to know the safety procedures and how to work appropriately in a 
laboratory area to protect yourself and others from dangerous situations. Please remind 
each other to be safe. 
 
Try to learn emergency phone numbers and our address by heart. Please also note the fire 
instructions and the contact/emergency phone numbers posted at the inside of the 
entrance door in every lab. 
 
 
IN THE EVENT OF FIRE AND ACCIDENTS 
 
You have a duty to know the location of: 
 

 Emergency showers  
 Eye showers 
 First aid board 
 Fire alarm 

 Fire extinguisher 
 Fire blankets 
 First aid kit 
 Emergency exits

 
Emergency showers are installed in each room. They are used as first aid in accidents 
causing burns, scalds, chemical contamination etc.  
 
Instruction:   
PULL DOWN the pull rod 
Start flushing immediately, every second counts 
Remove contaminated clothing if possible 
Continue flushing until help arrives 
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Eye showers, fire extinguisher, fire blanket and a first aid board that contains band-
aids and wound cleanser are available in all laboratory areas. Learn how to use this. 
 
 
The First Aid kit is located in the storage room. 
 
 
FIRE 
1. Make sure people are SAFE. 
 
2. Activate the FIRE ALARM. 
 
3. CONTAIN the fire by closing doors and windows. 
 
4. CALL the fire department 110 and the Security and alarm centre 5 66 66.  
Speak calmly and distinctly, tell them Blindernveien 31, Kristine Bonnevies hus, 2nd floor 
(tredje etasje) and CEES lab. 
 
5. (If possible, put out the fire) 
 
6. EVACUATE  
 
 
ACCIDENT 
1. Find out WHAT HAS HAPPENED. Call others for help. 
 
2. Provide FIRST AID. 
 
3. Call the AMBULANCE 113 and the Security and alarm centre 5 66 66.  
Speak calmly and distinctly, tell them Blindernveien 31, Kristine Bonnevies hus, 2nd floor 

(tredje etasje) and CEES lab, kind of injury and number of people injured. 
 
4. Send someone to wait for the paramedics and show them the way. 
 
5. Do not leave the injured person alone. 
 
Ullevål University Hospital 
Emergencies (Akutt Mottaket): 22 11 73 50 
 
The Student Health Centre (Helsetjenesten UiO): 
Emergencies: 22 85 31 74 (8.00am - 16.00pm)  
 
Outside office hours    
The Emergency Service in Oslo: 22 93 22 93 
(Oslo Legevakt, Storgata 40)  
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EYE INJURY 
Always use eye protection when working with dangerous chemicals 
 
In case of an eye injury keep the eyelid open and flush continuously until you get medical 
attention.  
 
Victim  Co-workers       
  
•Call for help  • Assist the victim to the eye shower  
      turn it on 
 
•Flush it with lots of water     • Position the water in the eye and  
   hold the eyes open for the person                               
  
Keep flushing the person’s eyes until you get medical attention. 
 
Call the ambulance 113   
Speak calmly and distinctly. Tell them Blindernveien 31, Kristine Bonnevies hus, 2nd floor 

(tredje etasje) and CEES lab and what kind of injury 
 
Ullevål University Hospital 
Ophthalmologist (Øyeavdelingen): 22 11 85 45 or 22 11 85 84  
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Handling of chemicals  
All containers, even if very temporary, must be marked with content, date and your 
signature. Never leave anything without a label! 
 
ALL USERS SHOULD BE FAMILIAR WITH THE DIFFERENT CHEMICALS USED IN THE LABS. 
THIS INFORMATION CAN BE FOUND IN THE DATABASE ECO-ONLINE (www.ecoonline.no), 
AND A COPY OF ALL THE RELEVANT MSDS (HMS-DATABLADER) CAN BE FOUND IN THE 
RESPECTIVE LABS.  
 
Chemicals are stored in the chemical storage cupboard in the Chemical room (room no. 
3426) and there is a list of all common chemicals placed on the cupboard door. When you 
open a new bottle or kit, please date it. 
 
Make it a habit to always read the labels on the chemicals before using them so that you are 
aware of the potential dangers. Certain dangerous chemicals may not be used without 
special permission. It is not just a matter of your own health but also that of everyone else. 
 
Material safety data sheets (HMS datablad) are collected in a folder marked HMS in the 
Chemical room and also located in each lab. These sheets provide information on handling 
of chemicals, decontamination and actions in case of accident. Please read these sheets 
before you start to handle chemicals. These data sheets are continuously updated by the 
companies that provide the chemicals. You must always wear the protective equipment 
that is stated in the material safety data sheets (HMS datablad). 
 
Phenol-chloroform. Phenol-chloroform is toxic and harmful if inhaled, swallowed or in 
skin contact. Be very careful and work safe, always wear blue nitrile gloves. It may cause 
reproductive or foetal defects, liver and kidney damage, as well as central nervous system 
depression. 
 
Phenol-chloroform is collected in brown glass bottles, marked with content and the correct 
hazard symbols.  
 
Ethidium bromide (EtBr). EtBr is mutagenic, meaning it will directly incorporate into DNA 
and change its structure. EtBr is harmful if inhaled, swallowed or in skin contact. Be very 
careful and work safe. 
 
When using EtBr in the CEES lab you must;  
1) prevent evaporation and minimize dripping 
2) prevent contact with your skin by always wearing blue nitrile gloves and lab coat for this    
purpose 
3) protect others by not spreading EtBr anywhere outside the allocated area 
 
Gloves that have been in contact with EtBr and gels stained with EtBr should be discarded 
in a hazardous waste box. 

 
 

http://www.ecoonline.no/


 

 Welcome to the CEES lab 2012   

 

15 

WASTE ROUTINES 
 
 
General 
There are hazardous waste boxes allocated in each lab area. They are all labelled 
“Riskavfall”. When they are full, mark the box with CEES lab and replace it with a new box 
from the storage room.  
 
There is a cage outside the basement (U floor) where all hazardous waste boxes are 
collected. The key for this cage is located in Nanna’s office. At the same location (U floor) 
you will find the container for larger waste.  
 
 
Hazardous waste 
Gels and blue nitrile gloves are treated as hazardous waste and disposed in the hazardous 
waste box.  
 
Agar plates should be autoclaved after use. Tubes and tips etc. that has been involved in 
this kind of work should all go in the same plastic autoclavable bag. Finally this bag ends up 
in the hazardous waste box. 
 
Glass and sharp objects 
All kind of sharps and small glass objects are collected in hard yellow plastic containers. 
The whole container are then disposed in hazardous waste boxes. Remember to label the 
container “ sharp objects”. Broken glass is collected in the glass waste box, located in the 
storage room. 
 
 
Recycling 
Paper collection. No paper should be thrown in the regular garbage. Deposit all sorts of 
paper in the recycling boxes in each lab. 
 
 
Ethanol bottles. These bottles will be refilled when empty and should not be thrown away. 
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Personal information 
 
Name_____________________________________________ 

Date of birth_______________ 

Email______________________________________________ 

Room no._________ Phone_____________________ 

Supervisor________________________________________ 

 
 

Received and read the folder ‘Welcome to the CEES Lab’ 
 
 
   Lab & Safety tour  
    
 

Introduced to members of the lab. 
 
  
 
 
I hereby state that I have read and understood the contents of the folder ‘Welcome to the 

CEES lab’. I have been taking part in the Lab & Safety Tour. 

 
 
 
Signature____________________________________ Date___________ 
  

Lab guide __Nanna Winger Steen____________ 

Access to the CEES lab            


