PAGE  
11
montserrat college of art     buildings and facilities

safety_manual_240106.doc


Safety Manual 2005-2006

Introduction

 This safety manual is intended to make you aware of the guidelines and protocols designed to help keep you safe and healthy during the time you spend at Montserrat College of Art. The manual presents information dealing with the following: medical emergencies, fire safety, and health and safety issues. Please take the time to read and familiarize yourself with all the different aspects of this manual, because your safety and long term health can depend on it. Do not cut yourself short by being unaware of all the potential health risks associated with the artist materials you will be using everyday.
Emergencies

 Emergencies come in many shapes and sizes. Two key responses to handling emergences are staying calm and knowing who to call.

EMERGENCY TELEPHONE NUMBERS

Fire Department

911

Police Department

911

Ambulance


911

Poison Control Center
1-800-682-9211

Montserrat’s Main desk     1-978-922-8222

Medical Emergency

 If you think it is an emergency, assume that it is and call 911

Examples of emergencies:

Breathing problems


Uncontrollable or heavy bleeding


Chest pain


Loss of consciousness


Back injury


Any injury in which person is not ambulatory

The first person who is aware directs another person to:


1. Call 911


2. Notify closest Faculty member and/or department monitor / technician 


3. If a faculty member can not be found then notify the Front Desk, located in the Hardie Building.

When you call 911 let them know:


1. You are calling to report an injury at Montserrat College of Art in Beverly


2. The address is: _____________


3. The injury is: ______________


4. The telephone number I am calling is: _____________


5. An escort will meet you at: _________


6. Emergency vehicles can enter the site at: __________


7. Someone will meet the EMT workers at: ____________

Accidents

 For minor accidents, students have access to first aid kits which are located on each floor in all of Montserrat’s academic buildings

Bloodborne Pathogens

 Pathogen is defined as a specific causative agent of disease. When these agents of disease are found in blood they are called bloodborne pathogens. HIV and Hepatitis C are two common types of bloodborne pathogens. 

Universal Precautions
 Universal Precautions was a system designed for use in hospital and laboratory settings where workers found themselves dealing with continual occupational exposure to blood and bodily fluids. These fluids may or may not have contained pathogens. The severity of implications involved in self-contamination from contaminated blood (HIV, Hepatitis B. etc.) triggered the development of the precautions and assumes that all blood and bodily fluids contain pathogens. Therefore, all circumstances where an individual comes into contact with blood and or bodily fluids (BBF) will be handled the same way. These Universal Precautions have made their way into mainstream society and are the standardized procedures for dealing with BBF.

Universal precautions guidelines

· Treat all situations involving potential contact with blood and body fluids (BBF), or medical waste with caution

· Wear protective gloves on both hands when dealing with any BBF whether or not it involves direct contact with fluids or soaked clothing and or clean up materials. Wash hands immediately after removing protective gloves

· Wear a mask if splashing of BBF is anticipated to protect the mucous membranes of the nose and mouth.

· BBF soaked clothing or materials should be handled as little as possible with minimum agitation. If Possible, all material should be bagged in impervious bags that prevent leakage. 

· Bagged materials must be placed in covered containers with secured tops

· Area surfaces and/or articles that are grossly soiled with BBF must be cleaned with detergent / disinfectant 

· Common house bleach will kill bloodborne pathogens. Use it to clean up any areas or tools that have been contaminated with BBFs. 

Location of First Aid and

Bloodborne Pathogen cleanup kits:

Hardie Building:


 Basement:  Next to Right To Know Station


 First floor: Student Services suite
                               Entrance to faculty/staff break room 


 Second floor: Adjacent to the snack vending machine 


 Third Floor: In student lounge


                        In hallway to bathrooms  

292 Cabot Street:


First floor: In hallway to bathrooms


                    Next to slop sink in clay room


Second floor: To left of the bathroom door

301 Cabot St:



First floor: Posting wall for senior seminar 





                  : In wood shop next to sink 

If the situation is not an emergency, but a medical situation in which someone may need transportation to the emergency room:


1. Notify closest Faculty member and or department monitor / technician 


2. Contact the Front Desk or a member of the Student Services staff:


B. Bicknell (ext. 1130) and M. Bester (ext.1134) Both are pageable through their extensions. If 
you are calling from a building that does not have a direct link to the Main Desk at The Hardie Building, you need to call 978-922-8222 before punching in extension numbers.


3. If the situation develops into an emergency, contact 911 immediately

Fire

Fire safety is a very serious matter. Understanding basic precautions and following some straightforward protocols can save lives.

Fire Hazards and procedures

· Studio doors can not be blocked by furniture or art work

· There are safety cans in the painting studio for the disposal of flammable rags and safety storage units for the storage of flammable materials. The law requires all containers (including but not limited to baby food, pickle, and peanut butter jars) containing flammable liquids to be labeled with the contents, name of owner, and date stored. Students should never put a solvent into an unmarked container and store it.

· Never put  flammables (just mentioned), on top of or next to radiators, space type heaters, hot plates, or close to any heat source.

· Anything that creates a flame or ember is not allowed in the studios

· No smoking in studios, or in any residential, or academic building. 

· There are fire extinguishers in every classroom and at the end of every hall. These are to be used only if fire blocks your exit from a building
What to do in case of a fire                  

· Sound the building alarm by pulling the alarm box located near an exit. Leave the building immediately.

· Do not use elevators; use the fire exits only.  Crawl to stay beneath smoke if necessary.

· Do not open the door if the doorknob or door is warm.  If you can’t leave a room, open windows at the top and bottom, hang something out the window to attract attention and shout for help.

· Move away from and do not re–enter the building until permitted by the Fire Department officials.

· Proceed to designated area closest to you. 



Hardie Building: Beverly Commons



301 Cabot St: Across street to Laundromat parking lot



292 Cabot St: In front of Cabot Cinema    

We urge all students to become familiar with exit routes.  All alarms are to be taken seriously and no one is to remain in the building for any reason when an alarm is sounding.

Health and Safety

This section is intended to make you aware of established guidelines for handling many of the toxic materials found in the art community. As a student of the arts you will be exposed to these materials in the classes you take, studios of other artist you may visit, and the supplies you purchase for your own work.  Please read it and keep it handy.  For you to gain a better understanding of the hazards associated with artist materials we have placed Right to Know Stations for you through the different departments of the college. There you can find things like toxicity and proper handling procedure for the materials you will be using.  The Right to Know Station for painting and drawings materials can be found outside the entrance to the Student Lounge, located on the third floor of the Hardie Building.  Follow safe, responsible, application methods and cleanup procedures, and stay healthy.

MSDS

 The Right to Know Stations are comprised of a collection of Material Safety Data Sheets that are pertinent to the department in which you are working. The purpose of the MSDS is to provide safety and proper handling information about a specific substance. MSDS’s do not all read the same and some are much more difficult to read than others. Ask your teacher or the area’s department head for help if you have any questions about information on a MSDS.  

Painting Department

 Pigments/Pastels

Pigments are most hazardous in their raw powdered state.  Pastels are powdered pigments that incorporate a binder to form whatever shape the pastel may take. Some powdered pigments and pastels may contain asbestos, talc, or other hazardous substances.  Dry pigments and pastel dust can become airborne and should be handled near local exhaust. The additional caution of using a glove box should be used for handling powdered pigment. Scrupulous hygiene and clean–up procedures should be observed. In addition, using oil–based pastels and dustless chalks reduces exposure to hazardous pigments.  Some powdered dyes are sold as pigments.  In general, dyes in this form are even more hazardous then pigments.  Dyes should never be used in ways which can result in exposure to dye powders, and every precaution should be taken when using techniques incorporating the use of powered pigments

Pigments are not hazardous once applied and sealed. Hazardous conditions will be created through methods such as distressing, sanding, or heating the surface. Highly toxic pigments such as lead should never be used because the finished product is always a potential hazard to conservators if it is repaired, or children if it is abandoned (for example).

 Water based paints (acrylic and/or latex) by themselves are not considered toxic by OHSA, however, some types may release small amounts of formaldehyde and ammonia during drying. These substances can cause respiratory irritation and allergies.  Formaldehyde has caused cancer in animals. When using these paints you should provide a small amount of dilution ventilation such as an open window or small exhaust fan when using acrylic paint. Please use the following guidelines when using acrylic paint.

1. Load your pallette with only as much paint as you will use in one sitting.

2. Unused acrylic paint must be returned to the original tube or another airtight container. Paint intended for the trash must be allowed to dry and solidify. 

3. Clean up remaining paint residue from all materials with paper towel or cloth and then dispose of the rags in the same red container used for oil-based paints.

4. You may wash your brushes and or pallette knives in the sink (with water).

5. Dispose of waste water in sink.

 Petroleum based paint (Oil paint) contains solvents and requires more stringent protocols for handling and disposing.  Dilution ventilation needs to be used.  Please use the following guidelines when using oil paints and their associated solvents and mediums:
1. Load your pallet with only as much paint as you will use in one sitting.

2. Unused oil-based paint must be returned to the original tube or another airtight container. Paint intended for the trash must be allowed to dry and solidify. Never throw wet paint into the trash. 

3. Clean up remaining paint residue from all materials with paper towel or cloth and then dispose of the rags in the red container.  (The containers can be found in all painting classroom and senior seminar areas)

4. Wash brushes in your personal container of solvent. Make sure all bottles with solvent and or mediums are labeled to identify what is inside and covered. You also need to date the containers when you store them.

5. Waste solvent and mediums should never be poured down the sink, toilet, or tub, but in the designated solvent waste containers located in the painting classrooms. There are also solvent waste containers located in the senior seminar areas. If you need to dispose of solvent waste when you are not in class please use the 15 gallon container located in the 301 Cabot St. senior studios. It is located next to the spray booth.  

6. Never put or work with any solvent or solvent based materials near, or on, a sink.

 Spraying and airbrushing require local exhaust systems, such as spray booths. If there is not a spray booth available, you can conclude that spraying of any paint is an outdoor activity. 

Solvent Hazards

 Varnishes, mediums, shellacs and solvents such as turpentine, paint thinner and mineral spirits are some of the most hazardous materials artists use.  All petroleum based solvents are fire hazards and can be toxic if ingested, or with prolonged exposure through inhaling their fumes.  Skin contact with solvents (such as cleaning paint smeared hands with turpentine) can cause skin damage and dermatitis.

In general, artists should:

· Substitute water–based products for petroleum based products whenever possible.

· Only buy products from suppliers who will identify the solvent ingredients or products with the CL (Certified  Label) seal from the Artists and Crafts Material Institute.

· Use solvent based products in properly ventilated areas only.

· Use gloves to prevent skin contact with all paints and solvents.

· Store petroleum based solvents and mediums in sealed bottles or petroleum approved containers placed in fireproof storage cabinets

Ventilation

All of the painting studios and the printmaking, photo, and sculpture departments at Montserrat are equipped with a ventilation system.  All classroom painting studios also have operational windows to allow for additional dilution ventilation of the classrooms and may be used as such. Please remember that under no circumstances should windows of academic buildings be left open at night or during a heavy rain storm.  

Any aerosol applications like spray fixing drawings or using spray paint must be done in a spray booth or outside. There are spray booths located in all three of the colleges academic buildings.  Ask the instructor of the class you are taking for the location of the spray booth in your area.

Dilution Ventilation

Simply put, dilution ventilation is nothing more than an open window. The outside air mixes with the contaminated air, reducing the contaminants to an acceptable level. This type of ventilation works best with acrylic paint, and can be effective with oil based paint if the workstation is close enough to the window. 

Printmaking 
 The printmaking department is laced with toxic materials. There are nitric and ferric chloride acids used to etch zinc and copper plates, solvents used to wash off grounds, and photo sensitive emulsions applied to silkscreen. All these chemicals and more are materials you need to learn about and respect.  The department is equipped with a specially designed ventilation system that allows for 100% air exchange: It runs 24-7.  


Solvents

· Baby oil has proven to be a good clean up alternative to for petroleum based products like etching ink. It is regularly used in the printmaking area and should be your primary method of cleaning up.
· Solvents are intended to clean and dissolve.  They damage the skin and may be absorbed into the body.  Misuse of solvents causes headaches, dizziness, rashes, etc.

· There is a washout station in the etching area for cleaning all inking tools, rollers, and plates. All students are required to wear gloves when washing out and cleaning up.
There is often a need to work with solvents in the open classroom. 

· Odorless paint “thinner” is a safer solvent than turpentine because the more toxic chemicals have been removed.  Thinner (Thin X ) dries out skin, so do not wash your hands with it (or any solvent ).  Use hand cleaner provided.  Students should wear gloves when using it.
· Denatured Alcohol is relatively harmless when used for clean–up. 
· Lacquer thinner is highly toxic. Use it only in the solvent booth when nothing else will do the job (remember to wear gloves). 


Spills

The Spill Kits for solvents and acids are kept in the printmaking areas. They will be presented to you during your first days of class. Please note where they are and how to use them

· If there is an acid spill, students should neutralize with baking soda, cover with cat litter, and sweep up and place it in the spill kit bucket for pickup by facilities. Make sure to wear the protective glasses, apron, and gloves found in the spill kit.  
· If an acid spills occurs on your body or has saturated your clothing, you need to neutralize with baking soda and then use the safety shower. (If possible remove all clothing that has been soaked).
· If you splash any caustic materials in your eyes ask for help in guiding you to the eye wash station. Acids and solvents in the eyes should be rinsed for a minimum of 10 minutes.  
· If there is a solvent spill, cover with cat litter, sweep up and place it in the spill kit bucket for pickup by facilities. Make sure to where the protective glasses, apron, and gloves found in the spill kit.  
General precautions

· Students should use gloves and spatula when removing plates from hotplates.

· Students should keep hands from cutting area and keep feet away from pressure bar when using the plate cutter.

· Students should keep hands from press tops and always check pressure before printing.

· Students should wear gloves when using the Aquatint Box.

· Never place bare hands in acid trays.

· All solvent rags and paper should be put in safety cans and emptied every day.
· Students must turn off hotplates, fans, etc. when leaving. 

· For silkscreen washout, students should wear gloves and glasses and use cold water only. 

· When using silkscreen emulsion and inks, students should avoid contact with skin and wash up 

· When moving litho stones, ask for assistance and use proper team lifting procedures.
· The Emergency phone is located in the elevator foyer directly adjacent to the printroom entrance. 
Sculpture 

Sculptors use a variety of materials and equipment which can cause serious injury and/or illness if used carelessly or improperly.  For this reason students must demonstrate to department personnel a thorough understanding of proper use and safety precautions before using any equipment independently.  Shop rules and safety precautions are posted in the sculpture shop.  Additional information regarding specific hazards of other studio materials (stone, wood, metals, clay, plaster, waxes) and the necessary precautionary measures to be taken when using them is available from the instructors and the shop technician.  Students should always ask for help from Sculpture department personnel if they are uncertain of any operations or safety procedures.

In general, students should wear eye and ear protection while working in the sculpture shops.  Additionally, students should always use active ventilation systems.  Students should not work in the studios if on medication or under the influence of any foreign substance.  Shop and studio access is available to students currently enrolled in sculpture and/or 3D courses and Senior sculpture concentrators.  All others require permission from department faculty or shop technician. Sculpture studio access is available during scheduled class time, the shop technician’s hours and scheduled monitor hours.  Students must never work alone in the studios.

In case of an emergency, call 911.  An emergency telephone is located adjacent to the tool room. A pay phone is located in the hall leading to the parking lot.

· Wood: Assorted woods and wood composition products can be cut, sanded, glued and manipulated using various power and hand tools. Dusts from sanding, noise from machinery, fumes from epoxies and flying particles from cutting can be harmful unless proper eye, ear and respiratory protection are used. The facility ventilation system should be activated. Precautions should be taken around power equipment. Always tuck in loose clothing, tie back hair and remove any jewelry that may become entangled in moving parts. Students should never use shop equipment without proper instruction as severe injury can result.  

· Clay and glaze dusts are extremely hazardous to the respiratory system. Students should always use proper ventilation and or work outside when using with dry compounds. The spray booth must be used when spraying glazes on ceramic ware. Kilns used to fire clay reach temperatures up to 2400 degrees. Caution is recommended if working in the vicinity of kilns.  

· Spray Paints and Solvents: Spray painting and the use of aerosol spray cans are considered highly hazardous by inhalation. Spray guns and aerosol cans produce a fine particulate mist which can remain suspended in the air for up to two hours, long after vapors have dissipated. Likewise solvents used to thin or remove paints are harmful. The facility ventilation system should be activated and use of the spray booth is required when using these materials. Use of highly toxic materials is prohibited. Plastic gloves are recommended when using solvents to avoid contact with skin. Spray paints and solvents should be kept in flameproof cabinets. Oil and solvent soaked rags should be discarded in flameproof containers.

· Plaster: Plaster dust is slightly irritating to the eyes and respiratory system. Students should turn on the ventilation system and spot ventilate in the area where they will be working.

· Metal: Welding, torch cutting, heating, or grinding of various metals can has


the potential to cause immediate as well as cumulative injury to the body if 
performed improperly or without adequate safety equipment.  Some metals can 
contain chemical compounds that create harmful vapors when heated or welded.  
Grinding of metals can create metallic dusts and excessive noise levels.  Arc 
welding produces intense ultraviolet radiation (arc flash) and heat.  Torch 
cutting involves potentially explosive gasses that must be handled with the 
utmost care.  It is essential that students wear appropriate protective clothing, 
rated eye shields, ear protection, and respiratory protection when performing 
such operations.  All active ventilation systems must be operational while 
metalworking.

· Stone: Stone carving involves chipping, fracturing, and cutting rock using a wide variety of hand and power tools. Some stones are highly toxic because they contain large amounts of "free silica", a carcinogen.  Proper ventilation and dust masks are required.  Carving stone can cause muscle stress particularly to the wrists which can lead to irreparable damage.  Students should take frequent breaks and avoid working for long periods of time in uncomfortable positions. Pneumatic carving tools are loud and vibrate excessively, causing possible hand damage if not used properly. Flying chips can be very sharp. Proper eye, ear, and respiratory protection should be used at all times.

Photography 
Photographs are created by the chemical action of light on film or paper, images made permanent by chemical solutions – developers, stop baths, bleaches and fixers.  As with all chemicals, photographic ones must be handled safely and carefully.  Before processing film on paper, students should review the chemical container instructions and check with the instructors. 

Chemicals can exist as solids, liquids, or gasses, and can enter our bodies through ingestion, inhalation or absorption through the skin.  Regardless of the mode of contact, chemicals can be carried to any point in our bodies through which blood flows.  Chemicals can also accumulate in the various organs – lungs, liver, and kidneys for example – which are normally responsible for concentrating and removing toxins from our bodies.

Exposure to chemicals can cause short and long term health effects.  Short term effects are called acute because they are experienced almost immediately, for example, a splash in the eye or coughing from toner vapors.  Normally, short term effects are reversible: rinse the eye, or breathe some fresh air, and the effects of the chemicals disappear.

Long terms, or chronic effects, are often more serious, may only be noticed after years of working with chemicals, and may not be reversible.  For example, certain chemicals in photographic developers have the potential to cause a long term skin condition know as allergic contact dermatitis.

Most photographers never develop the condition, but some individuals develop the condition the second or third time they work with the chemicals.  So it is prudent to treat all chemicals with respect and follow the safety guidelines.

Learning about the hazards, students can reduce risk to a minimum by using equipment properly and wearing personal protective gear such as rubber gloves and aprons.  Special eyewash stations have been set up in the darkroom areas in case of accidental eye contact with chemicals.  Montserrat’s darkrooms are well ventilated and allow for 100% air exchange; however should students ever experience headache, nausea, or difficulty breathing, they should move to fresh air until the effects wear off.

Photographic processes pose particular risk for persons with a history of dermatitis problems or sensitivity to other chemicals, contract lens wearers or cold–sufferers with irritated mucus membranes, anyone with open cuts or sores, etc.  Exposure to these chemicals may be hazardous during pregnancy.  Small children are not allowed in the darkroom.

All of the chemicals provided at Montserrat are chosen with low toxicity and safety in mind, but students should still pay close attention to their instructor’s discussion of safety issues.  There are too many different chemical steps in the various processes to discuss in detail here.  Each manufacturer has provided a materials safety date sheet (MSDS) which the school has on file; any questions or concerns you may have can likely be answered by referring to these.

Graphic Design

Ventilation

 The application of all toxic materials hazardous materials (markers, rubber cement, spray adhesives) is restricted to the spray booths located throughout the college.

Toxic waste Disposal

An appropriate receptacle is used to collect loose toner from the photocopier.  It will be located away from the main studio areas.  When collected, the toner will be taken to the appropriate facility for proper disposal. 

Empty toner cartridges from the laser printers will continue to be returned to the manufacturer for refilling.
General information

Biological Hazardous Materials

 Montserrat makes every effort to afford students freedom of artistic expression and also works diligently to ensure the safety of all members of the campus community.  Students who choose to use materials in the production of their artwork, which may have the potential to be hazardous to themselves and others, (such as animal and human fluids and/or other animal or human materials), are hereby notified that it is the student’s responsibility to ensure that he/she researches and follows proper procedures to ensure that the artwork does not endanger the health and well being of other members of the Montserrat community or its visitors. Failure to use appropriate caution in using such materials may result in the removal of the artwork from the campus as well as possible Judicial Board action.

The College discourages students from using tools that may have been in contact with or contaminated by bodily fluids, such as hypodermic needles, in their artwork.  Students who feel the need to incorporate such materials in their studio work are solely responsible for any consequences that may result from interaction with the material.

Using any materials that pose a potential biological hazard should be discussed with the instructor at the start of the assignment.  In addition, students should provide their instructor with the research that they have done regarding proper handling of the materials.  Illegally obtaining such materials will result in Judicial Board action.

Exposure During Pregnancy

Exposure to various chemicals and toxic materials can be hazardous to the fetus during pregnancy.  Specific information can be found on the Material Safety and Data Sheets (MSDS) placed in the Right to Know Stations. You should also consult with the Chair of the department whose class has generated the concern.
Personal Conduct

Students are expected to observe all safety rules when handling materials and follow all policies and procedures while attending the college. Everyone must be respectful to others at all times, especially when engaged in the creative process.  Horseplay, deliberate carelessness or recklessness in the handling of materials or the operation of equipment, will not be tolerated and may be grounds for dismissal.
And please remember:
Every member of the college, whether student, faculty, or staff, are responsible for cleaning up after themselves and following all applicable protocols set forth in this manual.   

Stay safe, stay healthy, and do your part to protect the environment.
