General SOP Template Laboratory Standard Operating Procedure
For the use of hazardous materials or equipment.
Name of Procedure: __________________________________________________________
Prepared By: ___________________________________ Revision Date: ________________
LOCATION – This procedure may be performed at the following location(s):
____________________________________________________________________________
Hazards – The materials and equipment associated with this procedure present the following exposure or physical health hazards.  Safety precautions are prudent and mandatory:
_____________________________________________________________________________
Engineering Controls – Prior to performing this procedure, the following safety equipment must be accessible and ready for use, e.g., chemical fume hood, biological safety cabinet, laminar flow hood, chemical spill kits, etc.
___________________________________________________________________________

Protective Equipment – Prior to performing this procedure, the following personal protective equipment must be obtained and ready for use, e.g., acid resistant gloves, safety eyewear, lab coat, chemical splash apron, etc.
_____________________________________________________________________________
Waste Disposal – This procedure will result in the follow regulated waste which must be disposed of in compliance with environmental regulations:
_____________________________________________________________________________
Accidental Spill – In the event that a hazardous material spills during this procedure, be prepared to execute the following emergency procedure:
_____________________________________________________________________________
Call  DPS at 9-1-1 from a campus phone (if after hours)
Prior Approval  – This procedure is considered hazardous enough to warrant prior approval from the Principal Investigator. ____________ Yes ______________No
Certification – I have read and understand the above SOP.  I agree to contact my Supervisor or Lab manager if I plan to modify this procedure.
Signature: ______________________________________________________________
Name (Print): ____________________________________________________________
Date: _____________________ Room #: _________________

< Date this was drafted >
< The SOP Title Here >
Standard Operating Procedure
< Your Name Here >
Write a brief description of what this process is used for here.
______________________________________________________________________________
1.0 Material Requirements: 
1.1 Equipment needed for process:
List all of the equipment you need to successfully run this process. Be complete.  If this is a new process that has not been done in the lab before, consult with lab staff to make sure that equipment you need is available.
1.2 Chemicals needed for process:
Include a complete list of the chemicals needed.  If specific concentrations, purities, or grades are necessary cite them here.
1.2.1 Hazards associated with chemicals:
Include a subsection for each component chemical and if necessary a subsection for the chemical produced.  Hazards will be found in the MSDS.  Look for information on whether the chemical is flammable, corrosive, toxic, carcinogenic, pyrophoric, an irritant, etc.
1.3 Engineering controls:
Where will you run this process?  If this process is to be run in a specific location in the lab be explicit.  Options include fume hoods, vented ovens, furnaces, glove boxes, wet benches.  If this is a new process and the appropriate engineering controls do not seem to be available in the lab, discuss with lab staff whether the process can be done and how to obtain what is needed.   If no engineering controls are needed please cite this fact.  Some of this information will be in the MSDS.  
1.4 Protective equipment needed:
What do you wear to protect yourself while performing the process?  Check MSDS, but be aware that the protective equipment standards cited in these documents frequently refer to handling the chemical outside of approved engineering controls.  If you do not know what protective equipment to use or what types of gloves are compatible with the chemicals you will be using, consult lab staff.
2.0 Procedure:
Include detailed instructions on mixing the component chemicals and or use of the gas.  Information you should cite will include temperature settings, flow rates/pressure, concentrations, volumes and weights, appearance (if applicable), what the process is supposed to do, how to tell if the process was successful, and what to do with the hardware, chemicals, and equipment after the process is completed.  
3.0 Storage:
Where will you store this in the lab, e.g., solvent, acid, or base cabinet, refrigerator, etc.?  Be aware of incompatibility with other chemicals already in use in the lab.  For example, one chemical might react violently with another.  In this case you would want to avoid storage in a cabinet with this second chemical.  Information will be found in the MSDS.
4.0 Waste Products:
How do you dispose of the waste products used in making the material, after using the material or after the material is depleted or gets old.  Be specific and describe the specific disposal procedure to be used within the lab, i.e., do not write “Dispose of in accordance with applicable regulations.”  Ask members of the laboratory staff for assistance if you do not know how the waste chemical should be handled.
5.0 Incident Procedures: 
(Found in the MSDS)
5.1 Contact 
(include a subsection for each component chemical)
5.1.1 Skin: 
5.1.2 Eyes: 
5.1.3 Inhalation: 
5.1.4 Ingestion: 
5.2 Spill or leak: 
How do you deal with a small spill?  Are there specific absorbents that should be used?  Is the disposal procedure you cited in section 4 valid in case of a spill?  If it’s a gas leak, what do you do when the detectors go off? Be specific.  Do not include the chemical manufacturer’s emergency numbers here.
5.3 Fire:
Are there specific concerns to be considered in the event of a fire?  For example, some chemicals are water reactive, and using water on a fire where these chemicals are involved will make the problem worse.  
For emergencies during non-business hours, call the Dept. of Public Safety at 9-1-1 (from any campus phone) or 313-593-5333.
