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Prefekt/motsvarande

Delegering av arbetsuppgifter till kemikalieombud

I Besluts- och delegationsordning for Karolinska Institutet framgar att prefekten (eller
motsvarande funktion) har det 6vergripande ansvaret for all verksamhet vid institutionen
(eller annan organisatorisk enhet). I det ansvaret ingér att sdkerstilla efterlevnad av
tillamplig lagstiftning avseende hantering av farliga kemiska produkter. Till stéd 1 detta
arbete ska prefekten (eller motsvarande funktion) i enlighet med anvisningar for
”Delegationer vid institution eller motsvarande” {fOr varje institution utse ett
kemikalieombud. Se rollbeskrivning nésta sida.

Delegation
Institution (eller annan organisatorisk enhet): ...
Mottagare, Namn: ............oeeuvenenniennnnn.. Befattning: ...

Delegation galler fr.0.m. .......ooiiiiiii et

Datum, namnteckning, namnfortydligande (prefekt eller motsvarande)

Mottagaren intygar med sin underskrift att man forstatt inneborden av delegationen.
Uppdraget som institutionens kemikalieombud géller tills vidare. Kemikalieombudet ska
snarast och skriftligen meddela sin prefekt eller motsvarande och Kl:s centrala
sakerhetssamordnare - Kemikaliesdkerhet nédr uppdraget upphdr genom att fylla i sérskild
blankett for atertagande av delegation.

Datum, namnteckning, namnfortydligande (mottagare)

Institutionen ansvarar for att signerad delegation diariefors och motsvarande information
ska finnas tillgénglig vid institutionen. Kdnnedomskopia e-postas till KI:s centrala
sdkerhetssamordnare - Kemikaliesdkerhet, Kemikaliesakerhet@ki.se

Postadress Telefon E-post

Karolinska Institutet 08-524 800 00 info@ki.se

SE-171 77 STOCKHOLM Webb
ki.se

Org. Nummer 202100 2973
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Kemikalieombud ska:

e Ha tillrdcklig erfarenhet och kompetens fran laborativt arbetet for att kunna utféra
uppdraget samt dokumenterad erfarenhet av KLARA inventering och KLARA
riskbedomning.

e Erbjudas tillrdckliga resurser och mandat for att bedriva ett systematiskt och proaktivt
arbete med kemikaliesdkerheten pd institutionsniva.

e Utgora kontaktperson och ldnk mellan institutionen och centrala
kemikaliesékerhetssamordnaren pé miljo- och sdkerhetsenheten (UF).

e Delta i regelbundna dterkopplingsmdten med prefekt och institutionsledning.
e Samarbeta med liknande funktioner pé institutionsniva.

e Vararadgivande och support pé institutionsniva betriffande relevant lagstiftning pa
kemikalieomradet, riskbedomningar, 6vriga kemikaliesdkerhetsfragor samt vid
tillstdndsdrenden, revisioner och tillsynen.

e Delge prefekt och central kemikaliesédkerhetssamordnare i de fall observerade
avvikelser inte atgérdas.

e Ta emot och sprida central information gédllande kemikaliesdkerhet till medarbetare
pa institutionsniva samt vid behov komplettera central information utifran
institutionsspecifika forutsittningar.

e Bevaka att lokala regler aldrig &r mindre strikta dn lagstiftning och KI-6vergripande
regler och riktlinjer inom omrédet.

e Delta i centralt anordnade utbildningar, informationstriffar, nitverksmdten mm
riktade till kemikalieombud.

o Skota drift, support och 16pande administration av kemikaliedatabasen KLARA,
vilket inbegriper att halla den lokala strukturen i1 databasen aktuell med avseende pa
lokaler, forskargrupper/enheter, anvindare och tilldelade behorigheter. I den 16pande
administrationen ingar ocksa att vara support géllande KLARA streckkoder, KLARA
riskbeddmning, KLARA kemikalieregister samt stotta kemikalieinventerare och
forskargrupper i samband med den drliga kemikalieinventeringen. Arbetsuppgiften
kraver dokumenterad erfarenhet som KLARA inventerare och KLARA riskbeddomare
samt centralt anordnad utbildning i KLARA administrationsverktyg.

e Rapportera (via bifogat formuldr ”Fordelning av kemikalieombudets
arbetsuppgifter””) nér anvisade arbetsuppgifter i rollbeskrivningen fordelas.

e Anordna uppfoljningsméten (vara sammankallande) med berorda resurser i de fallen
anvisade arbetsuppgifter fordelats.
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e [ enlighet med delegationsmallen skriftligen meddela nédr uppdraget som
kemikalieombud upphor.

e Omgéende returnera delegeringen ifall forutsattningar saknas for att utfora uppdraget
enligt beskrivningar i detta dokument.

Omfattningen pa uppdraget som kemikaliecombud kan variera beroende pé institutionens
storlek, geografiska spridning samt verksamhetens karaktdr och komplexitet. For
uppdraget behdvs tillrdckliga resurser for att mojliggora ett proaktivt och engagerande
arbete, tex ersdttning for arbetstid, budget for informations- och utbildningsinsatser och
nitverksmdten.

Introduktion till uppdraget gors pé institution av prefekt eller motsvarande, AC och
tidigare kemikalieombud. Vid introduktionen tydliggdrs vad som forvéntas av respektive
part; omfattning, samordning, uppfoljningar, rutiner, riktlinjer mm, samt vilka resurser
och mandat som kemikalieombudet har att tillgd. Ombuden ar arbetsgivarrepresentanter
och har inte samma roll som fackliga ombud och/eller skyddsombud. Ombuden ska inte
utreda drenden men ha kdinnedom om vem man kan vénda sig till vid olyckor, incidenter
eller rena lagbrott. Det kridvs forutom intresse dven kompetens och/eller mojlighet till
egen kompetensutveckling. Det dr bra om det finns ett samarbete med den lokala
arbetsmiljogruppen.

Datum (utf./rev.): Sida 3 av 5
2020-06-04

Mall utfardad av:
Milj6- och Sakerhetsenheten / Fastighetsavdelningen

Faststallt av:
Fastighetsdirektéren
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Fordelning av kemikalieombudets arbetsuppgifter

I Besluts- och delegationsordning for Karolinska Institutet framgar att prefekten (eller
motsvarande funktion) har det dvergripande ansvaret for all verksamhet vid institutionen
(eller annan organisatorisk enhet). Nér det av praktiska skil ar [dmpligt s& kan del av
kemikalieombudets arbetsuppgifter fordelas vidare, pa flera personer om institutionen ar
geografiskt uppdelad eller pa en institutionsgemensam resurs ndr institutioner ar
samlokaliserade. Fordelning av arbetsuppgifter gors i samrdd med prefekt (eller
motsvarande).

Kemikalieombud som fordelar arbetsuppgifter, namn: .................coooiiiiiiiiiin.. .
Institution (eller annan organisatorisk enhet): ...

Fordelning géller fr.om.: ............... Om tidsbegrénsat, géller t.o.m. ....................

Datum, namnteckning, namnfortydligande (kemikaliecombud)
Mottagare av kemikalieombudets arbetsuppgifter:
Mottagare, namn: ...............ceeevvennennnn. Befattning: ...

Avgrinsning/beskrivning av verksamheten som de fordelade arbetsuppgifterna giller
for:

Datum d& mottagaren genomforde sin senaste utbildning i KLARA
administrationsverktyg:

Datum, namnteckning, namnfortydligande (mottagaren)

Institutionen ansvarar for att signerad delegation diariefors och motsvarande information
ska finnas tillgénglig vid institutionen. Férdelning av kemikaliecombudets arbetsuppgifter
ska kopplas till diarienummer for den ursprungliga delegationen. Kénnedomskopia e-
postas till KI:s centrala sdkerhetssamordnare - Kemikaliesdkerhet,
Kemikaliesakerhet@ki.se

I det fall prefekten eller motsvarande i friga édtertar delegationen s dterkallas
automatiskt denna fordelning av arbetsuppgifter.
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Foljande arbetsuppgifter fordelas av kemikalieombuden till angiven mottagare
(sétt ett kryss 1 véanster kolumn for arbetsuppgift som ska fordelas):

___ Skota drift, support och 16pande administration av kemikaliedatabasen KLARA,
vilket inbegriper att hélla den lokala strukturen i databasen aktuell med avseende
pa lokaler, forskargrupper/enheter, anvindare och tilldelade behorigheter. I den
l6pande administrationen ingér ocksé att vara support gillande KLARA
streckkoder, KLARA riskbedomning, KLARA kemikalieregister samt stotta
kemikalieinventerare och forskargrupper i samband med den érliga
kemikalieinventeringen.

For att lyckas med uppdraget sé kravs dterkommande uppfoljningsmdten med
kemikalieombud (sammankallande).

Arbetsuppgiften krdver dokumenterad erfarenhet som KLARA inventerare och
KLARA riskbedomare samt utbildning i KLARA administrationsverktyg.
Introduktion till arbetsuppgifter samt centralt anordnad utbildning i KLARA
administrationsverktyg ansvarar kemikalieombudet for. Centralt anordnade
utbildningar och trdffar for KLARA administratorer dr obligatoriska.

Utgora kontaktperson och ldnk mellan institutionen och centrala
kemikalieséikerhetssamordnaren pa miljo- och sikerhetsenheten (UF)'.

Vara radgivande och support pa institutionsniva betraffande relevant lagstiftning pa
kemikalieomradet, riskbeddmningar, 6vriga kemikaliesékerhetsfragor samt vid
tillstdndsirenden, revisioner och tillsynen'.

Ta emot och sprida central information géllande kemikaliesdkerhet till medarbetare
pa institutionsniva samt vid behov komplettera central information utifran
institutionsspecifika forutséttningar!.

Bevaka att lokala regler aldrig 4r mindre strikta an lagstiftning och KI-6vergripande
regler och riktlinjer inom omrédet'.

Delta i centralt anordnade utbildningar, informationstraffar, nitverksmoten mm
riktade till kemikalieombud'.

! Aven om arbetsuppgiften fordelas bor kemikalicombud ocksa utfdra uppgiften.
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Prefekt/motsvarande

Atertagande av delegation avseende arbetsuppgifter fran kemikalieombud
I Besluts- och delegationsordning for Karolinska Institutet framgar att prefekten (eller
motsvarande funktion) har det dvergripande ansvaret {for all verksamhet vid institutionen
(eller annan organisatorisk enhet).

Institution (eller annan organisatorisk enhet): ...
Mottagare, namn: ..............cceeveeennennn. Befattning: ...
Atertagande gAller 1.0, .. ..o i,

Anledning till &tertagande: ..........cooiiiiiiii e

Eventuellt onskade atgarder: ...........c.oiiiiiiiii i e

Datum, namnteckning, namnfortydligande (kemikalieombud)

Prefekt eller motsvarande intygar genom sin underskrift att rollen som kemikalieombud
for institutionen med atfoljande arbetsuppgifter tillsvidare atergar till prefekten tills dess
att annat kemikalieombud for institutionen utses genom delegation.

Atertagande av delegation mottagen

Datum, namnteckning, namnfortydligande (prefekt eller motsvarande)

Institutionen ansvarar for att signerad delegation diariefors, arkiveras och kopia halls
tillgéinglig vid institution. Atertagande av delegation ska kopplas till diarienummer for
den ursprungliga delegationen. Kinnedomskopia e-postas till KI:s centrala
sdkerhetssamordnare - Kemikaliesdkerhet, Kemikaliesakerhet@ki.se

Postadress Telefon E-post

Karolinska Institutet 08-524 800 00 info@ki.se

SE-17177 STOCKHOLM Webb
ki.se

Org. Nummer 202100 2973
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NOTE: This is a translation of the official version (Delegering av arbetsuppgifter till kemikalieombud). The Swedish
version is the official document to be signed. In the event of any discrepancy between the versions, the Swedish version
constitutes the official decision and the Swedish wording will prevail.

Head of department/equivalent

Delegating tasks to the chemicals representative

The “Decision-making procedures and delegation rules for Karolinska Institutet” state
that the head of department (or equivalent) has overall responsibility for activities carried
out at his/her department (or other organisational unit). This responsibility includes
ensuring that relevant legislation is followed regarding the handling of hazardous
chemical products. To support this work, the head of department (or equivalent) is
required by the “Instructions for delegating roles and tasks in a department or the
equivalent” to appoint one chemicals representative for each department. See the role
description below.

Delegation

Department (or other organisational Unit): .............ccooiiiiiiiiiiiiiiiiiiii e,
Delegatee, name: ...............coeevennnnn.. PoSition: ........ooiiiiiii

Delegation valid from (date): ..........ooiiiiiiiii e

NOTE: This is a translation of the official version. The Swedish version is the official document to be signed.

Date, signature and name (printed) of head of department or equivalent

In signing this document, the delegatee certifies that he/she has understood the substance
of the delegation and that it will be in effect until further notice. The chemicals
representative is required to inform the head of department (or the equivalent) and KI’s
central chemical safety coordinator in writing immediately upon retraction of the

delegation by completing the delegation retraction form.
NOTE: This is a translation of the official version. The Swedish version is the official document to be signed.

Date, signature and name (printed) of delegatee

The department is required to ensure that the signed delegation is registered and that
corresponding information is made available within the department. A reference copy
is to be sent to KI’s central chemical safety coordinator, Kemikaliesakerhet@ki.se

Mailing address Telephone E-mail
Karolinska Institutet +46-8-524 800 00 registrator@ki.se
SE-171 77 STOCKHOLM Website

ki.se

Org. number 202100 2973
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The chemicals representative is required to:

e Have enough experience and competence from laboratory work to be able to carry
out the assignment as well as documented experience of KLARA inventory and
KLARA risk assessment.

e Be offered enough resources and mandate to conduct systematic and proactive
chemical safety work at the departmental level.

e Be the contact person and liaison between the department and the central chemical
safety coordinator at the Environment and Security Unit (KI Central Administration).

e Participate in regular feedback meetings with the head of department and department
management.

e Collaborate with similar functions at the departmental level.

e Be an advisor and resource at the departmental level regarding relevant legislation on
chemicals, risk assessments, other chemical safety issues, and matters pertaining to
permits, audits, and supervision.

e Notify the head of department and central chemical safety coordinator in cases where
observed deviations are not remedied.

e Receive and disseminate chemical safety information to employees at the
departmental level and, if necessary, supplement information based on department-
specific conditions.

e Ensure that local rules are never less strict than legislation and KI-wide rules and
guidelines in the area.

e Participate in centrally arranged trainings, information meetings, network meetings,
etc. for departmental chemicals representatives.

e Maintain operations, support and ongoing administration of the KLARA chemical
database, which includes keeping the local structure in the database up-to-date with
regard to premises, research groups/units, users and assigned authorizations. The day-
to-day administration also includes support for KLARA barcodes, KLARA risk
assessment, KLARA chemical registers, and support for chemical inventory takers
and research groups in connection with the annual chemical inventory. The task
requires documented experience as a KLARA inventory taker and KLARA risk
assessor as well as centrally arranged training in KLARA administration tools.

e Report (via the attached form “Distribution of the Chemical Representative's tasks™)
when the tasks assigned in the role description are distributed.
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e Arrange follow-up meetings (serve as convenor) with relevant individuals in the
event that assigned tasks are distributed.

e In accordance with the delegation form, notify specified individuals in writing when
the assignment as departmental chemicals representative ends.

¢ End the delegation immediately if the prerequisites for carrying out the assignment as
described in this document are not in place.

The scope of the chemicals representative assignment can vary depending on the
department's size, geographical spread, and the nature and complexity of the department
(or equivalent). The assignment requires enough resources to enable proactive and
engaging work, such as compensation for working hours and budget for information
dissemination, training initiatives, and network meetings.

An introduction to the assignment is given at the department by the head of department
or equivalent, head of administration and former chemicals representative. The
introduction clarifies what is expected of each person, the scope, coordination, follow-up,
routines, guidelines, etc., as well as the resources and mandate that the chemicals
representative has available. The chemicals representatives are employer representatives
and do not have the same role as union representatives and/or safety representatives. The
representatives shall not investigate matters but have knowledge of who to turn to in the
event of accidents, incidents, or clear legal offenses. In addition to interest in the
assignment, competence and/or the opportunity for competence development is also
required. It is positive if there exists ongoing collaboration with the local work
environment group.

Date (revised): Page 3 of 5
2020-06-04
English: 2021-02-19

Template created by:

Environment and Security Unit/Property and Facilities Office
Approved by:

Facilities Director
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Distribution of chemicals representatives’ tasks

The “Decision-making procedures and delegation rules for Karolinska Institutet” state
that a head of department (or the equivalent) has overall responsibility for activities
carried out at his/her department (or other organisational unit). When it is appropriate for
practical reasons, part of the chemicals representative’s tasks may be further distributed
to several people if the department is geographically divided or to a department-wide
resource when departments are co-located. Distribution of tasks is done in consultation
with the head of department (or equivalent).

Chemicals representative who is distributing tasks, name: ....................cooeennn.

Department (or other organisational Unit): ............ccooiiiiiiiiiiiiii i,

Distribution applies from: ............... If limited in time, applies until: ..................
NOTE: This is a translation of the official version. The Swedish version is the official document to be signed.

Date, signature and name (printed) of chemicals representative
Recipient of the chemicals representative’s tasks:
Recipient, name: ...............cooeeeiinnn.n. PoSition: ........oiiiiiiii

Delimitation / description of the activity to which the distributed tasks apply:

Date, signature and name (printed) of recipient

The department is required to ensure that the signed delegation is registered and that
corresponding information is made available within the department. Distribution of the
chemicals representative’s tasks shall be linked to the registration number of the original
delegation.

A reference copy is to be sent to KI’s central chemical safety coordinator,
Kemikaliesakerhet@ki.se

In the case that the head of department or equivalent in question withdraws the
delegation, this distribution of tasks is automatically revoked.
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The following tasks are distributed by the chemicals representative to the specified
recipient

(Tick the box in the left column for the task to be assigned):

Maintain the operation, support and ongoing administration of the KLARA
chemical database, which includes keeping the local structure in the database up-
to-date with regard to premises, research groups/units, users and assigned
authorizations. The day-to-day administration also includes support for barcodes,
risk assessment, chemical registers, and support for chemical inventory takers and
research groups in connection with the annual chemical inventory.

In order to succeed with the assignment, recurring follow-up meetings with the
chemicals representative (convener) are required.

The task requires documented experience as a KLARA inventory taker and KLARA
risk assessor as well as centrally arranged training in KLARA administration
tools. Introduction to work tasks and centrally arranged training in KLARA
administration tools are the responsibility of the chemicals representative.
Centrally organized training and meetings for KLARA administrators are
mandatory.

Serve as the contact person and liaison between the department and the central
chemical safety coordinator at the environmental and security unit (KI Central
Administration)'.

Provide advice and support at the departmental level regarding relevant legislation
in the areas of chemicals, risk assessments, and other chemical safety issues, as
well as permit matters, audits and supervision'.

Receive and disseminate chemical safety information from the central university
administration to employees at departmental level and, if necessary, supplement
information based on department-specific conditions'.

Ensure that local rules are never less stringent than legislation and KI-wide rules
and guidelines in the area'.

Participate in centrally arranged trainings, information meetings, network meetings
etc. for departmental chemicals representatives'.

! Even if the task is distributed, the departmental chemicals representative should also perform
the task.
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Head of department/equivalent

Retraction of delegation as chemicals representative

The “Decision-making procedures and delegation rules for Karolinska Institutet” state
that a head of department (or the equivalent) has overall responsibility for activities
carried out at his/her department (or other organisational unit).

Department (or other organisational Unit): ............ccoviiiiiiiiiiiiii i,
Delegatee, name: ..............cccoevvennnnnn. Position: .........ccoviiiiii
Retraction valid from (date): .........cooeiiiiiiiiiii e
Reason for retraction: ... .....oiuii i

Required action (£ any): ....ooeiiiniii i e e

NOTE: This is a translation of the official version. The Swedish version is the official document to be signed.

Date, signature and name (in print) of chemicals representative

In signing this document, the prefect or equivalent certifies that the role of the chemicals
representative and all accompanying tasks are to revert to the prefect or equivalent until
another delegated chemicals representative is appointed for the department.

Retraction of delegation received
NOTE: This is a translation of the official version. The Swedish version is the official document to be signed.

Date, signature and name (printed) of head of department or equivalent

The department is required to ensure that the signed delegation is registered and that
corresponding information is made available within the department. The retraction is to
be linked to the reference number of the original delegation. A reference copy is to be
sent by email to KI’s central chemical safety coordinator, Kemikaliesakerhet@ki.se

Mailing address Telephone E-mail
Karolinska Institutet +46-8-524 800 00 registrator@ki.se
SE-17177 STOCKHOLM Website

ki.se

Org. number 202100 2973
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