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LABORATORY STANDARD OPERATING PROCEDURE [TEMPLATE]
All experiments that will be performed in a chemical laboratory must be discussed with the ESH coordinator and laboratory manager before starting work. In certain cases, formal written prior approval is required, at the discretion of the laboratory manager and ESH coordinator. Written prior approval will take the form of a written standard operating procedure (SOP) outlining steps and mitigations of the experimental process. The SOP must be approved at a minimum by the PI/supervisor, laboratory manager and ESH coordinator, and every worker performing the experiment must acknowledge that he or she is familiar with the SOP before starting work. The following is the recommended template for SOPs. Other formats are acceptable if all required elements of an SOP are included. URL: https://www-ssrl.slac.stanford.edu/spl/documents
	Procedure Title 
	

	Procedure Author 
	

	Date of Creation/Revision 
	

	Name of Responsible Person 
(The PI, Lab Supervisor, or Autonomous Researcher) 
	

	Location to be Performed (building/room, beam lines) 
	B120, Rms. 257, 258, 260; B131, Rms. 113, 209



	Proposal #s:
	



	#1
	Process or Experiment Description: Briefly summarize the process or experiment, including an estimate of how long the process takes and how frequently it will be conducted. Include total quantities (volume, mass) of the materials you expect to use.

	






	#2
	Risk Assessment: Identify potential safety hazards. For chemical hazards, be specific (e.g. flammability, corrosivity, reactivity/explosion, acute toxicity, or carcinogenicity). List OSHA Hazards, NPFA ratings, and occupational exposure limits.  

	










	#3
	Safety Equipment: Specify all equipment needed to safely perform research or experiment. 

	#3a Engineering/Ventilation Controls: (e.g. fume hood use, explosion shielding, equipment interlocks, absorbent bench paper) 

#3b Personal Protective Equipment and Other Safety Equipment: (e.g. safety glasses, nitrile gloves, cryo gloves) 

#3c Location of Nearest Emergency Safety Equipment: 
	Item:
	Location:

	Eyewash/Safety Shower
	Eyewash drench hoses are located, next to the sinks (B120, Rm 258; B131, Rm 113, 209). An eyewash/facewash is located next to the sink (B120, Rm 257). Safety showers are located in front of the sink (B131, Rm 113), near the water system and cold room entrance (B131, Rm 209), and near the lab entrance (B120, Rm 257).

	First Aid Kit 
	First aid kits are located at 4 Safety Stations around the experimental floor, near BL2-2, 9-3, 6-2, and 4-2. Contact SLAC Medical (x2281) or Security (x5555) for non-life threatening injuries. Call 911 for life threatening situations.

	Chemical Spill Kit 
	Spill kits are located near the sinks (B120, Rm 258), underneath the bench tops (B131, Rm 113), or next to the entrance to the lab (B120, Rm 257; B131, Rm 209).

	Fire Extinguisher
	Fire extinguishers are located near the lab entrance (B120, Rm 257, 258; B131, Rm 209) or just outside the laboratory door (B120, Rm 260; B131, Rm 113).

	Telephone
	Telephones are located near the entrance to the labs.

	Fire Alarm Manual Pull Station
	A fire alarm pull station is located outside the laboratory, on the outside stairway door frame between rooms 252A& 254 (B120) or near the building exit door, between beam lines 11-2 and 4-3 (B131).

	 Safety Stations
	Safety Stations around the experimental floor, near BL2-2, 9-3, 6-2, and 4-2. Contact SLAC Medical (x2281) or Security (x5555) for non-life threatening injuries. Call 911 for life threatening situations.

	 
	





	#4
	Shipping and Receiving Requirements: Describe shipping or receiving requirements, especially for highly toxic, highly reactive/ unstable materials, highly flammables, and corrosives.

	Follow standard SSRL shipping and receiving protocols.

	#5
	Designated Area: Where highly toxic materials, highly flammable/pyrophoric, highly corrosive, reactive/unstable, or nanomaterials are used, identify the designated work area(s), and the necessary personnel decontamination after completion of work. 

	



	#6
	Step-By-Step Operating Procedure: Provide a sequential description of work, including details such as chemical concentrations and when special safety equipment is to be utilized. Include temperature, pressure, and other experimental conditions. Schematics, or pictures are suggested for complex set ups. 

	Materials:

Steps:
1.
2.
…









	#7
	Special Handling Procedures,  Transport & Storage Requirements: Describe special handling and storage requirements for hazardous chemicals in your laboratory, especially for highly reactive/ unstable materials, highly flammables, and corrosives. Describe transport and secondary containment requirements, between the laboratory and beam lines or between facilities.

	





	#8
	Beam Line Handling and Storage Requirements: Describe sample handling procedures and sampling set up at the beam lines. Are samples sealed or open? Is ventilation required? Are heating, cooling, or gas distribution systems present?

	





	#9
	Emergency Procedures: Indicate how spills, personnel exposure/ injury, and other accidents should be handled and by whom. List emergency contact numbers.

	Safety Shower/Eye Shower:
Any serious chemical self-contamination.
  
Evacuate the Lab, and call 911 if:
1. Serious chemical self-contamination
2. Large hazardous material release.
3. Smoke, chemical fire, explosion.

Call x5555 if:
1. Non-life threatening injury
2. Non-life threatening chemical or radiation incident.

Additional Emergency Procedures:
In the event of a minor spill or release that can be cleaned up by local personnel (personnel are authorized via work planning and control to handle spilled material, appropriate PPE is available, compatible spill response material is readily available in sufficient quantity, and cleanup is safe): 
1. Notify personnel in the area and restrict access. Eliminate all sources of ignition. 
2. Review the SDS for the spilled material or use your knowledge of the hazards of the material to determine the appropriate level of protection. 
3. Wearing appropriate personal protective equipment, clean up spill. Collect spill cleanup materials in a tightly closed container. Manage spill cleanup debris as hazardous waste.


	#10
	Waste Disposal: Identify amounts of waste anticipated and appropriate disposal procedures.

	Waste will be segregated by hazard class (e.g. flammable, corrosive) and state (e.g. solid, liquid), appropriately labeled, and placed in the laboratory’s hazardous waste cabinet.

Additional Waste Guidelines:



	#11
	Training Requirements: List the general and lab-specific trainings required

	Sample Preparation Laboratory Access requirements
ESH Course 115: General Employee Radiological Training (GERT) (ESH Course 115)
ESH Course 219: Environment, Safety & Health Orientation (ESH Course 219)
ESH Course 204/204SRL: Sample Preparation Laboratory Training and Practical (ESH Course 204/204SRL)

Additional Training Requirements:
|_| ESH Course 105: Hazardous Waste Management (ESH Course 105)
|_| ESH Course 128: Laboratory Safety Orientation (ESH Course 128)
|_| ESH Course 161: Nanomaterials Laboratory Safety (ESH Course 161)
|_| ESH Course 172/172PRA: Compressed Gas Safety (ESH Course 172/172PRA)
[bookmark: _Hlk86480159]|_| ESH Course 175: Cryogenic Liquids and Oxygen Deficiency Safety Training (ESH Course 175)
|_| ESH Course 187: Working Safely with Hydrofluoric Acid (ESH Course 187)
|_| ESH Course 251: Electrical & General Safety Awareness (ESH Course 251)
|_| Equipment-specific orientation (i.e. glovebox)


|_| Other:   ___________________________________________________

	#12
	Approval Required: Identify any tasks that require prior approval by the PI/ Laboratory Supervisor (e.g., use of Restricted Chemicals and other higher hazard chemicals, and running of higher hazard operations). List Subject Matter Experts (SMEs) consulted for approval. 

	[bookmark: _Hlk239241817]Procedures must be approved by Principal Investigator/Spokesperson, Laboratory Manager and Directorate ESH Coordinator.

Additional Approvers:
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Principal Investigator/Spokesperson
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