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Uréeno véem zaméstnancim

1. Povoleni vstupu a prace v laboratofi

1.2, Do molekuldrné-genetické laboratofe maji opravnéni ke vstupu vsichni pracovnici UBO AV CR, ptipadné’
jejich studenti bakalaiského, magisterského nebo doktorandského studia. Pracovat zde mohou jen osoby,
co byly se Zasady prace v laborato¥i sezndmeny a které byly proskoleny na préci se zde pfitomnymi pfistroji, - -
které k praci vyuZivaji. Pfedem uréené osoby budou mit k dispozici kli€ od vstupnich dvefi do Iaborétqfe‘f'i“
Laboratof je uzamykana, pokud v ni nikdo nepracuje. AR

2. Pohyb studentd PR

2.1. Za studenty vidy nese odpovédnost jejich skolitel nebo konzultant, ktery musi byt zaméstnancem UBO AV.
CR. Studenti musi byt svym 3kolitelem/konzultantem Fadné proskoleni, jak se v laboratofi chovat a jak

pouzivat pfistroje, které jsou zde umistény. Studenti musi byt pfedem sezndmeni se Zésady prace v
laboratofi.

3. Ochranné pomlcky

3.1. Osoby pohybuijici se v laboratofi musi mit k dispozici ochranné pomtcky. Jednd se pfedevsim o rukavice,

vhodnou obuv a odév. Je vhodné mit na sobé ochranny plast nebo jiné obleceni, které je pouZivano jen pro .

praci v této laboratofi. Na nohdch by mély byt prezdvky. Neni vhodné vchézet v obuvi, ve které se osoba
pohybuje mimo budovu Gstavu. Ochranné pomiicky si kazdy zaméstnanec pro sebe, pfipadné pro své
studenty, zabezpeéuje sam. Dlouhé vlasy by pfi praci mély byt stazeny dozadu.

4. Rozdéleni laboratore
4.1. Molekuldrné-genetickd laboratof je rozdélena na dvé prePCR mistnosti, z nichZ jedna je urfena na praci

s kvalitnimi obvykle tkafiovymi vzorky (invazivni vzorky) a druhd na praci s neinvazivnimi vzorky (chlupy; -
trus, mo¢, historické vzorky), ptipadné s forenznimi vzorky, u kterych je DNA horsi kvality. Dalsi cast tvofi

postPCR mistnost s pfechodem do mistnosti uréené pro elektroforézu (ozna€eno jako ,Elfo”). Aby nedoslo = *

ke kontaminaci prePCR mistnosti navzdjem a prePCR mistnosti postPCR produkty, neni dovoleno prenaset
vybaveni z invazivni prePCR do neinvazivni prePCR mistnosti ani z post-PCR mistnosti do prePCR mistnosti a
to véetné napf. Zidli nebo psacich pomlcek. Pfenaset Ize jediné poznamky na papife. Pfenositelné vybaveni
mistnosti musi byt Fadné oznaéeno, zda patfi do postPCR nebo do jednotlivych prePCR mistnosti. Pokud ve
vyjimeé&nych pFipadech je nutné néco pfenést, pfi navratu musi byt toto vybaveni oci$téno a vysviceno v UV
sterilizatoru.

5. Prace s pipetami a jinymi pFistroji

5.1. Pfi praci vlaboratofi jsou nejvice vyuZivany pipety. Pfi praci s nimi je nutné dodriet zakladni pravidla
pipetovani, nesmi dochazet k jejich kontaminaci napt. pfi nevhodné manipulaci s pipetou, kdy se pipeta.
otaci $pickou nahoru nebo kdy jsou pipetovany vétsi neZ povolené objemy. Také se pipety nesmi pretacet,
tj. vidy se musi dodrZet maximalni povoleny objem uvedeny na dané pipeté. Pokud dojde ke kontaminaci.
konce pipety, musi byt pipeta neprodlené vy¢isténa osobou, kterd konec pipety kontaminovala. V invazivni
prePCR mistnosti je na sténé navod, jak pipetu vy€istit. Ostatni pfistroje jsou vyuZivany dle manudld (k
dispozici v jednotlivych mistnostech nebo u odpovédné osoby). Osoby pracujici s pfistroji jsou povinny je
v pfipadé zneti$téni neprodlené vy¢istit a dat do plvodniho stavu. Zodpovédnost za poSkozeni pfistroje
nese osoba, kterd v té dobé s pfistrojem pracovala, a to v pfipadé, Zze nedodrzela podminky jeho provozu
stanovené v manualu.



6. Udrzovani pofadku v laboratofi

6.1. ProtoZe je laboratof sdilena nékolika vyzkumnymi tymy, je nutné dodrZovat porddek a po kazdé praci
pracovni misto uklidit a dat do ptivodniho stavu. Kazdy tym vyuZiva pro prdci svij laboratorni material
(plastik), ktery ma uloZen podepsany v oznacenych skfinkach. To se tyka i krabicek se Spickami. Jejich
dopliiovani je na jednotlivych tymech a svych vlastnich zdrojich. Spole¢ny material, tj. zejména stojanky a
laboratorni sklo se po pouZiti umyji a sterilizuji UV svétlem nebo parnim sterilizdtorem tak, aby byly
k dispozici dal$im tymdm. Odpadni nddobky umisténé na stolech je po praci nutné vysypat pfipadné vymyt a
pracovni stll nebo box vytfit dezinfekénim prostfedkem. Vzorky DNA/PCR produkty ma kazdy tym uloZen ve
svych podepsanych krabickach/saccich. Vzorky uskladriuje v Suplicich v mrazacich, které mu byly pfidéleny,
pfipadné mohou byt uloZeny v pfidélené poli¢ce v lednici (prostory v lednicich a mrazacich jsou rozdéleny a
oznaleny jednotlivymi tymy). K dlouhodobému skladovani vzorkii nebo PCR produkti se nevyuzivaji
stojanky, které musi ztstat k dispozici pro praci jinych tyma.

' 7. Naklddani s odpady

-

7.1, V ramci kazdé mistnosti jsou k dispozici tfi odpadkové kose — jeden slouZi k vyhazovani pouzitych rukavic,

dalsi k odhazovéni nebezpeéného odpadu a posledni je uréen pro bézny odpad. Kose jsou naleZité popsany.

Do nebezpeéného odpadu patti pouzité $picky a jiny plastik se zbytky chemikalii. Kromé téchto ko3l jsou

v suterénu budovy umistény dva shérné boxy uréené k ukladani nebezpecného odpadu. V pfipadé, Ze je

ko$ s nebezpeénym odpadem v laboratofi piny, je nutné jej co nejdfive vynést do jednoho z téchto boxd.

Neni uréena osoba, ktera kose vynasi, kromé kose s béZnym odpadem. Tato povinnost pfislusi vsem, kdo

v laboratofi pracuji. Nahradni pytle do koS0 jsou v obou prePCR mistnostech k dispozici. Treti shérny box je

e umistén v mistnosti s elektroforézou a je moiné do néj davat nebezpecny odpad po naplnéni boxd

i umisténych v suterénu, jinak slouZzi predevsim na odpad (plastik, chemikalie, gely) véetné rukavic

vyprodukovany pfi préci s elektroforézou. Pokud jiz dochazi misto ve shérnych boxech je nutné co nejdfive

uvédomit odpovédnou osobu (vedouci laboratofe nebo povérend osoba), kterd zabezpeci odvoz a
T likvidaci nebezpecného odpadu prostfednictvim k tomu urcené firmy.

8. Prace s otevienym ohném

8.1. PFi sterilizaci nastroja napt. pfi izolaci DNA dochazi k manipulaci s otevienym ohném (lihovy kahan, svicka).
V takovém pripadé nesmi osoba opustit pracovni misto bez predchoziho uhaseni ohné. Otevieny ohen
nesmi zlstat bez dozoru! Pfi prici s nim musi byt zachovana vsechna pravidla, kterd je nutné dodrzet pfi
praci s otevienym ohném a o kterych byl zaméstnanec proskolen v ramci Skoleni BOZP a PO. Pozor na
kombinaci alkoholu nebo jinych hoflavin a otevieného ohné!

-9, Zakaz koufeni a konzumace potravin

: '9_..1. V laboratore plati zdkaz koufeni a konzumace jidla. Piti si kazdy sebou nosi v uzaviratelnych nadobach a
b vyuzivd jen v nejnutnéjSich pfipadech dle zdsad bezpecnosti prace (nepit pfi praci s nebezpecnymi
chemikaliemi).

. 10. DodrZovani zasad prace s nebezpeénymi/zdravi skodlivymi chemikaliemi

10.1.  Osoby pohybujici se v laboratofi musi byt obeznameny se zdravotnimi riziky chemickych latek a smési, které
se na pracovisti vyskytuji, které pfi praci pouzivaji a jejichz u¢inkiim mohou byt béhem své prace vystaveni.
Zaméstnanci, pfipadné studenti jsou povinni dodrZovat pravidla pro skladovani chemickych latek a smési
dle pokynii uvedenych na obalu. RovnéZ jsou povinni pfi nakladani s chemickymi latkami a smésmi pouZzivat
osobni ochranné pomucky. Viechny chemické latky musi byt spravné oznaceny. Toto oznaceni umisténé na
obalu musi obsahovat:

a) Vystrazny symbol nebezpecnosti (jeden nebo i vice)
b)  Signalnislova

o c)  Standardni véty o nebezpecnosti (H-véty)
Ak d)  Pokyn pro bezpeéné zachazeni (P-véty)
e e)  Oznacenivyrobku
sy f)  Informace o dodavateli (jméno/nazev, adresa a telefonni &islo)

v, ‘;'. - g)  Oznaceni tymu, kterému pfipadna chemikalie patfi



11. Hlaseni poruch a servis pristroju

11.1.  Pokud osoba pracujici v laboratofi zjisti poruchu pfistroje, tuto poruchu je povinna neprodiené nahlésit

odpovédné osobé, kterd zabezpeli odborny servis pfistroje. Poruchy nejsou opravovany osobami
pracujicimi v laboratofi. '

12. Povinnost ohlasit zménu zdravotniho stavu

12.1.  Osoby pracuijici v laboratofi musi nahlasit zménu zdravotniho stavu, které jim mizZe branit praci vykondvat.: -

ProtoZe se v laboratofi pracuje s chemikéliemi, které mohou mit mutagenni G¢inky a mohou ovlivnit vyvoj .

plodu, tykd se tato zdsada zejména téhotnych Zen. Téhotnym Zendm neni dovoleno v laboratofi pracovat - -
s nebezpeénymi chemikdliemi a svlj pobyt zde by mély omezit na Cinnosti, které pro né nepfedstavuji-
zdravotni riziko. '

13. Uéinnost

Tato smérnice nabyva U¢innosti dne 1. 2. 2023

14. Odpovédna osoba

Reditel UBO stanovi vedouciho laboratote. O tom bude informovat viechny zaméstnance.

V Brné dne

¥4

Doc. Mgr. Jan Zukd¥sDr., MBA
Reditel {istavu
Ustav bialogie obratlovc( AV CR, v.v.i.



Seznam proskolenych osob s opravnénim pracovat v laboratofi:

List of trained persons authorized to work in the laboratory:

Jméno a pfijmeni

Datum

Podpis

" Odpovida vedouci laboratore

P ‘Responsible for the head of the laboratory




Principles of work
in the molecular-genetic laboratory at Kvétna
Permission to enter and work in the laboratory

All employees of the Institute of Vertebrate Biology of the Czech Academy of Sciences, as well as: ¥
their students of bachelor's, master's or doctoral studies, are authorized to enter the molecular-

genetic laboratory. Only persons who have been familiarized with the Principles of work in the .

laboratory and who have been trained to work with the devices present there, which they use 'for’-'»__f'”,
work, may work there. Pre-designated persons will have a key to the entrance door to the . .
laboratory. The lab is locked when no one is working in it.

Movement of students BRGH
Students are always the responsibility of their (co-)supervisor, who must be an employee of the
IVB CAS. Students must be properly trained by their (co-)supervisor on how to behave in the

laboratory and how to use the instruments located there. Students must be familiar with the
Principles of Laboratory Work in advance. R

Protective equipment
Persons moving in the laboratory must have protective equipment available. These are mainly -
gloves, suitable footwear and clothing. It is recommended to wear a protective coat or other
clothing that is used only for work in this laboratory. Slippers should be on the feet. It is not
allowed to enter in shoes in which a person moves outside the institute building. Each employee

provides personal protective equipment for himself or for his students. Long hair should be
pulled back when working.

Division of the laboratory

The molecular-genetic laboratory is divided into two prePCR rooms, one of which is intended for
work with high-quality tissue samples (invasive samples) and the other for work with non-invasive:
samples (hair, scat, urine, historical samples), or with forensic samples, in which the DNA is of low
quality. Another part is the postPCR room with a transition to the electrophoresis room (marked as. - .
"Elfo"). In order to avoid contamination of the prePCR rooms between each other and the prePCR.
rooms with the postPCR products, it is not allowed to transfer equipment from the invasive
prePCR to the non-invasive prePCR room or from the post-PCR room to the prePCR rooms, -
including e.g. chairs or writing aids. Only notes on paper can be transferred. Portable room
equipment must be properly marked to which room it belongs. If, in exceptional cases, it is

necessary to transfer something, this equipment must be cleaned and illuminated in a UV sterilizer
on return. ‘



Work with pipettes and other devices

Pipettes are the most used when working in the laboratory. When working with them, it is
necessary to use the basic rules of pipetting, they must not be contaminated, for example, when
the pipette is handled inappropriately, when the pipette tip is turned upwards or when larger than
permitted volumes are pipetted. Pipettes must also not be overturned, i.e. the maximum
permitted volume indicated on the given pipette must always be observed. If the tip of the pipette
becomes contaminated, the pipette must be cleaned immediately by the person who
contaminated the tip of the pipette. In the invasive prePCR room, there are instructions on the wall
on how to clean the pipette. Other devices are used according to the manuals (available in
individual rooms). Persons working with the devices are obliged to immediately clean them and
return them to their original condition thus preventing contamination. Responsibility for damage
of the device belongs to the person who was working with the device when it happened, especially
when he/she did not adhere the conditions specified in the manual of the equipment.

Maintaining order in the laboratory

As the laboratory is shared by several research teams, it is necessary to maintain order and to
clean and restore the workplace after each work. Each team uses its laboratory material (plastics)
for work, which is stored signed in marked cabinets. This also applies to tip boxes. Their
replenishment is up to individual teams and their own resources. Common material, i.e. especially
racks and laboratory glassware, are washed and sterilized with UV light or steam sterilizer after use
so that they are available to other teams. The waste containers placed on the tables must be
emptied (and washed if necessary) after work and the worktable or box must be wiped with a
disinfectant. DNA samples/PCR products are kept by each team in their signed boxes/bags. He
stores the samples in the drawers in the freezers that were assigned to him, or they can be stored
in the assigned shelf in the refrigerator (spaces in the refrigerators and freezers are divided and
marked by individual teams). Racks are not used for long-term storage of samples or PCR
products, which must remain available for the work of other teams.

Waste management

Within each room, there are three trash bins — one for throwing away used gloves, another for
throwing away hazardous waste, and the last one is for general waste. Trash bins are properly
marked. Hazardous waste includes used tips and other plastic with chemical residues. In addition
to the bins, there are two collection boxes in the basement of the building designed for storing
hazardous waste. If the bin with hazardous waste in the laboratory is full, it is necessary to trash
the waste to these boxes. There is no designated person responsible for that, except for the
general waste bin. This obligation belongs to everyone who works in the laboratory. Spare bin bags
are available in both prePCR rooms. The third collection box is located in the Elfo room and it is
possible to put hazardous waste into it after filling the boxes located in the basement, otherwise it
is used for “elfo” waste: plastic, chemicals, gels including gloves produced during work with
electrophoresis. If you find out that the collection boxes are full, please, inform immediately the
responsible person (head of the laboratory or a person authorized by him).

Working with open fire

When sterilizing tools, e.g. during DNA isolation, open fire (alcohol lamp, candle) is used. In such a
case, the person must not leave the workplace with open fire. An open fire must not be left
uncontrolled! When working with it, please follow all the rules for working with an open fire about
which the employee are trained as part of the BOZP and PO training. Beware of the combination of
alcohol or other flammable substances and open fire!



9. Prohibition of smoking and consumption of food

9.1. Smoking and eating are prohibited in the laboratory. Everyone carries drinks with them in closable
containers and uses them only in the most necessary cases according to work safety principles (do
not drink when working with dangerous chemicals).

10. Compliance with the principles of working with dangerous/harmful chemicals
10.1. Persons moving in the laboratory must be familiar with the health risks of chemical substances and

mixtures that are present in the workplace, that they use at work and to the effects of which they. :

may be exposed during their work. Employees, or students, are obliged to follow the rules for the

storage of chemical substances and mixtures according to the instructions on the packaging. They

are also required to use personal protective equipment when handling chemical substances and
mixtures. All chemicals must be properly labeled. This label placed on the packaging must include: -

a) Hazard warning symbol (one or more)

b)  Signal words

c) Standard hazard statements (H-statements)

d)  Instructions for safe handling (P-phrases)

e)  Product labeling

f) Information about the supplier (name/title, address and telephone number)
g) Designation of the team to which any chemical belongs

11. Fault reporting and device service

11.1. If a person working in the laboratory discovers a malfunction of the device, he is obliged to
immediately report this error to the responsible person, who will ensure professional servicing of
the device. Malfunctions are not corrected by persons working in the laboratory.

12. Obligation to report a change in health status

12.1. Persons working in the laboratory must report any change in health that may prevent them from
working there. Since the mutagens and chemicals that can affect the development of the fetus are
used in the lab, this principle applies especially to pregnant women. Pregnant women are not
allowed to work with dangerous chemicals in the laboratory and should limit their stay here to
activities that do not pose a health risk to them.

13. Effectiveness
This Directive shall enter into force on 1 February 2023.

14. Responsible person

The Director of the IVB shall designate the head of the laboratory. This person will be notified to
the employees.

In Brno,

Approved\by] doc. I&Sc. Jan Zukal, PhD, MBA
Director ofthe IVB CAS






