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Objectives
Under the Occupational Health and Safety Act, the University is required to provide a healthy and safe
working environment for all students and employees and to promote safe working practices. In order to
meet these legal responsibilities, Kulliyyah of Engineering (KOE) requires that students conduct
themselves in a responsible manner when working in the laboratories and students must comply with
the instructions given to them.
This safety handbook is a guideline; which should serve as a reminder of things you can do to work more
safely. Although these guidelines are applicable to all teaching and research laboratories, your lab may
require more specialized rules that apply to specific materials and equipment.
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Foreword by the Dean

Assalamualaikum Warahmatullahi Wabarakatuh
Kulliyyah of Engineering acknowledges that the provision of a safe and healthy work environment for
employees, students, contractors, and visitors is not just a moral and legal responsibility but also a
prerequisite for it to achieve its vision and mission of conducting teaching and research at the highest
international standards. This commitment to protecting its human resources also extends to ensuring
the kulliyyah’s operations do not place the local community at risk of injury, illness or property damage.

This safety handbook aims to enhance the users on the risks and dangerous at the laboratories. It
explains that precautionary measures possible to avoid accidents from happening. Employees, students,
contractors, and visitors are therefore advised to make full use of the guides to ensure your own safety.
No doubts accidents are unpredictable, but if we are always cautious, the risks may be reduced.

Hence, before step out for any laboratory session, please refer to the important instruction given in the
book beforehand, to know the safety measures we have to take. Comply the safety call to enable us to
work in a safe and healthy environment.

Prof. Dr. Erry Yulian T. Adesta,
Dean ,
Faculty of Engineering.
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IIUM OSH Policy

The INTERNATIONAL ISLAMIC UNIVERSITY MALAYSIA (IIUM) strives to achieve excellence in managing
Health, Safety, and Environmental (HSE) at the workplaces by inculcating the awareness of the
importance of for IIUM’s staff and members of the who deal with the University.

Thus the University would like to:
COMMIT to compliance with all applicable legal and other requirements.
PREVENT human injury, ill health and environmental pollution.
ENSURE that all premises/ workplaces and work systems are safe and not detrimental to health and
conserves the environment.
PROVIDE basic facilities and equipment in order for the staff to perform their daily duties safely, in a
healthy manner and environmental friendly
ASCERTAIN that IIUM staffs are given sufficient information, instruction, training and supervision on
how to work safely without any health or environmental risk to themselves and others.
STRIVE for continual improvement in HSE management and performance.

This POLICY shall be the guiding principles for the University to establish and practice a safe working
culture which is not detrimental to health and no adverse impact to the environment with the
cooperation from all relevant interested parties
This POLICY shall be updated and revised in line with the latest changes in technology, work procedures
and legal requirements. All staff and relevant interested parties shall adhere to this POLICY at all times

Prof. Dato’ Sri Dr. Zaleha bt Kamarudin
Rector of IIUM
28th January 2016
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KOE OSH Policy

The Kulliyyah of Engineering has the vision to be a world class centre of engineering education and
research with values and ethics. We shall provide and maintain a safe, healthy and clean working
environment.

We are fully committed towards:
Prevention of human injury and ill health.
Continual improvement in OSH management and performance.
Compliance with applicable legal and other requirements.
Providing adequate resources, facilities and equipment for staff members, students and related
personnel.
Providing sufficient information, instruction, training and supervision.
Awareness of OSH obligations.

The policy shall be documented, implemented, maintained and communicated to all staff members,
students and related personnel.

Prof. Dr. Erry Yulian T. Adesta
Dean
Kulliyyah of Engineering
1 January 2018
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PART 1: SAFETY

1. General Safety Precautions
A. GENERAL PROCEDURE
i.

ii.
iii.
iv.
v.
vi.

vii.

viii.
ix.

The laboratory is open during working hours: 8.00am – 5.00pm, Monday to Friday. For usage
after working hours please fill up the UTILIZATION OF LAB FORM. A maximum working hour is
11.30pm. It is strictly prohibited to sleep in the lab.
Bags and personal belongings of students shall be kept at the indicated place. No bags are
allowed at the workplace/ table.
Horseplay, running, practical jokes and pranks must NOT occur in the laboratory.
Do not wear jewelry that could become caught in equipment, hang into infective materials or
could tear/pierce disposable PPE.
Make sure you understand the use of unfamiliar equipment or procedures before beginning
work.
Handle all equipment with care. Observe safety measures at all time. Turn off the equipment
when not in use. Students shall take responsibility in taking care of lab equipment when they
use them. If equipment is suspected to be malfunction, report to the technical staff
immediately.
Students are strictly prohibited from taking out any items from the laboratory without
permission from the technical staff in charge. Please fill up ASSET MOVEMENT FORM should you
need to transfer the equipment from one laboratory to another. All borrowed equipment/item
must be returned to the respective laboratory after usage.
Report all injuries, accidents or near-misses to the laboratory instructor and technical staff
immediately.
Work safely in the laboratory. Always be conscious of potential hazards.

B. PERSONAL HYGIENE
i.
ii.
iii.
iv.
v.
vi.

All students must observe the IIUM Dress Code and wear the Engineering Jacket and covered
shoes while in the laboratory.
Open-toed shoes/ sandals/ slippers are NOT allowed as they provide no protection from contact
hazards. Only covered shoes are allowed in the laboratory.
Food and drinks are NOT allowed in the laboratory. This includes all visible insulated water
bottles or mugs, containers of water or flavored drinks intended for consumption.
Smoking is strictly prohibited in the university and especially in the laboratory.
Wash promptly whenever a chemical has contacted the skin. Know what you are working with
and have the necessary cleaning/neutralization material on hand and readily available.
Wash hands before leaving the lab and before eating.
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C. PERSONAL PROTECTIVE EQUIPMENT (PPE)
i.

ii.
iii.
iv.
v.

vi.
vii.

PPE is a necessary defense against certain types of hazards and/or in the event of an emergency
which includes laboratory coats, safety glasses and goggles, masks and respirators and safety
gloves and shoes.
Lab coat or jacket is a must when you are in the lab for practical session.
Wear an apron over a laboratory coat when the hazard level or procedure warrants it.
Use proper gloves size and material when handling chemicals. Disposable gloves should only be
used once and replaced when contaminated.
Masks and eye protection or chin-length face shields shall be worn whenever splashes, spray,
spatter, droplets, or aerosols of blood or other potentially infectious materials may be
generated and there is a potential for eye, nose, or mouth contamination.
Report defective or ill-fitting equipment to the technical staff and have it replaced.
All PPE should be taken off before leaving the laboratory area and entering other areas, such as
staff rooms or offices.

D. HOUSEKEEPING
i.
ii.
iii.
iv.

v.

Eliminate safety hazards by maintaining laboratory work areas in a good order.
Always keep tables, fume hoods, floors, aisles and desks clear of unnecessary material.
Keep the laboratory floor dry at all times. Immediately attend to spills of chemicals or water,
and notify technical staff of potential slipping hazards.
Workspace must be kept clean and tidy after experiment is completed. Be sure that all test
equipments and/ or electrical devices are switch off, unplugged and returned to its original
place. Stools and chairs must be placed under the table.
Disposal - Students are responsible for the proper disposal of used material if any in appropriate
containers.
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2. Electrical Safety
i.
ii.
iii.
iv.
v.
vi.

All electrical equipment shall be properly grounded.
Limit the use of extension cords. Do not route the extension over metal objects, pathways,
under heavy objects or other areas where repeated abuse can cause deterioration of insulation.
Minimize the potential chemical spills on or near electrical equipment.
All electrical cords should have sufficient insulation. Damage cords should be taken out service
immediately and give to technical staff for repair.
Do not unplug by pulling on its cords. Hold the plug firmly by its insulating cover.
Avoid contact with energized electrical circuits.

3. Mechanical Safety
i.
ii.
iii.
iv.
v.

Dress appropriately for machining work. It is imperative that no ties are worn, loose clothing is
tied back and jewelry is removed.
Know how to stop a machine in emergency mode.
Do not remove anything from the machine until it has come to a complete stop.
Wear goggles to protect your eyes from flying chips and shavings. Wear welding goggles for arc
welding.
Appropriate gloves must be worn when working with corrosive fluids, hot furnaces, and sharp
objects.

4. Chemical Safety
i.
ii.
iii.
iv.
v.
vi.
vii.

viii.

Know what chemicals you are using. Carefully read the label twice before taking anything from a
bottle. Learn how to interpret the labels.
Do not directly touch any chemical with your hands.
Many common reagents for example alcohols and acetone are highly flammable. Do not use
them anywhere near open flames.
Never use laboratory glassware as a food or drink container.
Place chemical waste in appropriately labeled waste containers. Never pour chemical waste into
the sink drains or wastebaskets.
Be careful with hot plates to avoid burns. Always assume that hot plates are HOT.
Use the chemical fume hood, if available, when there is a possibility of release of toxic chemical
vapors, dust, or gases. When using a hood, keep the sash opening to lowest practical opening to
protect the user and to ensure efficient operation of the hood. Keep your head and body
outside of the hood face.
Ensure MSDS are readily available for all chemicals in use.
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PART 2: EMERGENCY

1. Emergency Contacts
A. IIUM AUTHORITIES
IIUM Health Centre
IIUM Security
IIUM OSHBE
DAYA BERSIH SDN BHD

+603-6196 4444
+603-6196 5555/ 4173
+603-6196 5959 / 5955 / 5951
+603-6196 5415

B. KULLIYYAH OF ENGINEERING
Br. Mohd. Noor Zainal Abidin
Br. Mohd Faisal Mohd Room
Br. Hashim Harun
Br. Mohd Yazid Ahmad
Br. Mohd Azizuddin Ibrahim
Br. Mohd. Hafizul Shaibon
Br. Mohd Zaman Dewah

MME Dept.
W/shop
ECE Dept.
MCT Dept.
MEC Dept.
BTE Dept.
Dean’s Office

+6019-220 2340
+6013-364 1083
+6019-224 6727
+6019-337 4271
+6019-635 6610
+6019-316 1066
+6012-262 9316

C. EXTERNAL EMERGENCY CONTACTS
Nationwide Emergency Number
Balai Polis Gombak
Hospital Selayang
Ampang Puteri Specialist Hospital

999
+603-6189 6159
+603-6120 3233
+603-4270 2500
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2. Emergency Response Procedure
i.
ii.

Identify the location of the fire extinguisher, eye wash, and safety shower in your lab and know
how to use them. Be familiar with the building evacuation procedures.
Notify the technical staff in-charge immediately after any injury, fire or explosion, or spill; no
matter how small it is.

A. FIRES
In the event of fire;
i.

Evacuate the building immediately, close the doors behind you.
a. Walk, do not run.
b. Use the stairs, not the elevators.
c. Do not try to save belongings, files or equipment
ii.
Activate the closest fire alarm as you exit, if possible.
iii.
Assist any person in danger to safety, if it can be done without risk to yourself.
iv.
If possible, shut down the experiment or turn off associate electrical devices.
v.
Proceed to the assembly area.
vi.
Follow instructions from emergency personnel. Do not leave the assembly area without
informing the emergency personnel.
 Refer to Evacuation Procedure in Appendix C

B. INJURIES
In the event of injuries or serious cut;
i.
ii.
iii.

Notify the technical staff in-charge. Get help from first-aider (the technical staff himself normally
is a first-aider).
Control bleeding by using direct pressure with a clean towel.
Elevate the injury to reduce the blood flow.

C. CHEMICAL SPILLS
In the event of any chemical spills;
i.
ii.
iii.
iv.

Notify the technical staff in-charge.
Quickly proceed to emergency shower station. Remove contaminated clothing. Flush skin/eyes
with water at least 15 minutes to 30; use soap for intermediate and final cleaning of skin areas.
If volatile, flammable or toxic materials spill, shut off flames and spark-producing equipment at
once and evacuate.
If the spill is minor and of known limited danger, clean up immediately.
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Appendix
A. KOE Emergency Response Flowchart
Start

INCIDENT/ACCIDENT

Direct
Report

No

Yes
Seek help and call:
1) IIUM authorities
2) OSH representatives
3) Other responsible
person such as
Engineer, HOD or
Lab Assistant
4) Close friend

Try to solve & inform
technical staff

Technical Staff inform SHC
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SHC conduct investigation &
make report

End

Appendix
B. Assembly Area

Main Entrance
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Appendix
C. EVACUATION PROCEDURE (OHSAS 18001 PROCEDURE: IIUM-KOE-OSH-PROC-07)
i.
ii.
iii.

Full evacuation from the KOE should commence immediately upon sounding of the building fire
alarm bells.
Fire alarm is denoted by a continuous ringing of the fire alarm bells.
KOE staff members are required to observe the following procedures for orderly evacuation as
well as to avoid injury or panic during emergency evacuation :
a) Upon sounding of the alarm bells, all staff members, students and visitors in KOE shall
evacuate their area immediately.
b) Staff members shall inform and accompany his / her visitor(s) to evacuate the building.
c) The Floor Marshall shall ensure everyone within the building is out safely.
d) Switch off power before leaving the buildings.
e) Do not attempt to pack and bring your belongings.
f)

Close, but do not lock the door to your office.

g) Proceed to the identified assembly area and follow the predetermined evacuation routes.
h) If you happen to be in another area during the sounding of the alarm, do not return to your
place – evacuate via the nearest escape route.
i)

Do not use elevator during emergency.

j)

Walk, do not run and do not push. Refrain from talking during the evacuation. Remove high
– heel shoes for faster / safer evacuation.

k) To avoid chaos and potential personal injury, owners if vehicles parked at the car park shall
not attempt to remove their vehicles during the evacuation.
l)

Upon arrival at the assembly area, assemble in the appropriate group.

m) While you are in the assembly area, your Assembly Area Marshall will do a head- count. Do
not wander to another area, and listen to the instructions.
n) If an emergency happens at the end of the day, you are strictly not allowed to leave the
assembly area, to avoid confusion during head-count.
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iv.
v.
vi.

Due to emergencies, it may become necessary to evacuate one or more floors, or even the
entire building / university.
In the event that floor / building evacuation becomes necessary, employees are expected to
observe the following precautions to avoid panic or injury.
Follow appointed Floor Marshall’s instruction :
a) Don’t panic.
b) Walk, don’t run and don’t push. But don’t delay.
c) Don’t use the telephones.
d) Inform your visitors of the evacuation and evacuate together.
e) Don’t linger around to clear your belongings.
f)

Turn off all lights, appliances and other electrical equipment in your room before you leave.

g) Close the door after you leave your room. But remember don’t lock the door.
h) Use emergency exit stairways.
i)

Don’t use the elevators.

j)

If the stairway is blocked or smoke-filled, use the alternative stairway.

k) Proceed directly to your designated assembly point.
l)

On reaching the assembly point, wait for instructions from your Floor Marshall.

m) Don’t hinder the traffic as it will lead to delay in the arrival of fire engines / police /
ambulance to the building.
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Appendix
D. General Safety Symbol

Fire Extinguisher

Caution!

Toxic Chemical

Eyewash Sign

No Open Flame

Electrical Hazard

Radioactive Hazard

Flammable Symbol

Combustible
Material Symbol

Explosive Material

Biohazard

Corrosive Sign
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