Cal Poly SLO Standard Operating Procedure (SOP) 
[INSTRUCTIONS: Template Guidance text is provided in [GREEN TEXT inside brackets]. When completing your SOP, please delete these “Instructions” and the [GREEN TEXT inside brackets] and replace it with your project information where relevant, or indicate N/A.] 

CONTACT INFORMATION 
	Procedure Title 
	[Specify] 

	Procedure Author 
	[Specify] 

	Creation/Revision Date(s) 
	[Specify] 

	Responsible Person  
	[Name of PI, Lab Supervisor, or Autonomous Researcher, as appropriate] 

	Location of Procedure 
	[Building and room number] 

	Approval Signature 
	[Obtain prior approval, as appropriate. See section #10 of this template.] 



THIS STANDARD OPERATING PROCEDURE (SOP) IS FOR A: 
☐ Specific laboratory/research/maintenance procedure or experiment  
[Examples: tailored polymer synthesis, folate functionalization of polymeric micelles, etc.] 
 
☐ Generic laboratory/research/maintenance procedure for similar materials or equipment  
[Examples:  distillation, chromatography etc.] 
 
☐ Generic use of specific chemical or class of chemicals with similar hazards    
[Examples: organic azides, mineral acids, etc.] 

PROCESS OR EXPERIMENT DESCRIPTION 
	[Provide a brief description of your process or experiment, including its purpose. Include type of equipment or machinery to be used and whether modifications will be made to the hardware, software, or firmware. Do not provide a detailed sequence of steps, as this will be covered in a later section of this template.  Indicate the frequency and duration of experiments below.] 

	Frequency 
	​​☐​ One time   ​☐​ Daily  ​☐​ Weekly  ​☐​ Monthly  ​☐☐ Other (Describe): ________________________________________________ 
 

	Duration per Experiment 
	_______ minutes; _______ hours; and/or ______days 


HAZARD SUMMARY & SAFETY REVIEW 
1. Hazardous Substances

[List hazardous substances and their associated health and safety hazards.  Examples of potential hazards include toxicity, reactivity, flammability, corrosivity, pressure, etc.  Refer to Safety Data Sheets (SDSs) and other resources, as needed.] 

2. Other Hazards

[List nonchemical hazards, e.g., biological hazards, electrical hazards, mechanical hazards, nonionizing radiation, or ionizing radiation.]

3. References

[List all references you are using for the safe and effective design of your process or experiment, including safety literature and peer-reviewed journal articles.]

STORAGE REQUIREMENTS
[Describe special handling and storage requirements for hazardous chemicals in your laboratory, especially for highly reactive/unstable materials, highly flammable materials, and corrosives.]
STEP-BY-STEP OPERATING PROCEDURE
[For each step’s description, include any step-specific hazard, personal protective equipment, engineering controls, and designated work areas in the left hand column.

a. Guidance on Engineering and Ventilation Controls – Review safety literature and peer-reviewed journal articles to determine appropriate engineering and ventilation controls for your process or experiment. Guidance is available from health and safety specialists at EHS and online.

b. Guidance on Personal Protective Equipment - To assist with your PPE selection, contact Cal Poly EHS. Respiratory protection is generally not required for lab research, provided the appropriate engineering controls are employed. For additional guidance on respiratory protection, consult with EHS.

c. Designated work area(s) - Required whenever carcinogens, highly acutely toxic materials, or reproductive toxins are used. The intent of a designated work area is to limit and minimize possible sources of exposure to these materials. The entire laboratory, a portion of the laboratory, or a laboratory fume hood or bench may be considered a designated area. 

Describe the possible risks involved with failure to follow a step in the SOP in the right hand column.]
Step-by-Step Description of Your Process or Equipment
	Step
	Hazard
	Hazard Control

	1. Don personal protective equipment.
☐appropriate street clothing (long pants, closed-toed shoes)
☐gloves; indicate type:
☐safety glasses
☐safety goggles
☐face shield
☐lab coat
☐flame-resistant lab coat
☐other
	NA
	NA

	2. Check the location/accessibility/certification of the safety equipment that serves your lab:

	Item
	Status

	Laboratory Fume Hood/ Glove Box or other Ventilation Control
	Location:
Check sticker to ensure that hood was certified within last 12 months

	Eyewash/Safety Shower
	Location:
Ensure that it is accessible, not blocked. Check tag that is has been testing within last month

	First Aid Kit
	Location:

	Chemical Spill Kit
	Location:

	Fire Extinguisher
	Location:

	Fire Alarm Manual Pull Station
	Location:



	NA
	NA

	3. [Describe the next step in the procedure.]
	
	

	4. [Describe the next step in the procedure. Insert additional rows in table, as needed.]
	
	

	5. Dispose of hazardous solvents, solutions, mixtures, and reaction residues as hazardous waste.
	
	

	6. Clean up work area and lab equipment.
[Describe specific cleanup procedures for work areas and lab equipment that must be performed after completion of your process or experiment. For carcinogens and reproductive toxins, designated areas must be immediately wiped down following each use.]
	
	

	7. Remove PPE and wash hands.
	
	



EMERGENCY PROCEDURES 
1. Life Threatening Emergencies

· Fire, Explosion, Health-Threatening Hazardous Material Spill or Release, Compressed Gas Leak, Valve Failure, Electrical Fire, etc.  
1. Call 911. 
2. Alert people in the vicinity and activate the local alarm systems.  
3. Evacuate the area and go to your emergency evacuation location. 
4. Remain at the location to advise emergency responders of conditions in your Lab.  
5. Once personal safety is established, call EHS (805-756-5555). 
6. Provide local notifications.

· Injuries and Chemical Exposures 
1. Remove the injured/exposed individual from the area, unless it is unsafe to do so because of the medical condition of the victim or the potential hazard to rescuers.
2. Call 911 if immediate medical attention is required.
3. Call 756-5555 to report the exposure to EHS.
4. Administer first aid as appropriate. 
5. Flush contamination from eyes/skin using the nearest emergency eyewash/shower for a minimum of 15 minutes. Remove any contaminated clothing. 
6. Bring to the hospital copies of SDSs for all chemicals the victim was exposed to.
2. Non-life-threatening 

A. Injuries and Exposures

For injuries and exposures that are not considered serious or a medical emergency, call the nurse triage line at 866-658-7064 for immediate phone triage and to schedule an appointment.  For urgent conditions when seek medical attention in the emergency department.  

Paid staff, students, faculty: seek initial medical attention for all non-life threatening injuries at:
 
· MED STOP, 283 Madonna Road, Suite B (next to See's Candy in Madonna Plaza) (805) 549-8880    Hours: M-F 8a - 8p; Sat/Sun 8a - 4p
· After MED Stop Hours: Sierra Vista Hospital Emergency Room 
1010 Murray Avenue (805) 546-7651, Open 24 hours

B. Spills with Environmental Impact 

For hazardous material spills or releases which have impacted the environment (via the storm drain, soil, or air outside the building) or for a spill or release that cannot be cleaned up by local personnel: 
1. Notify Cal Poly responders by calling 805-756-5555. 
2. Provide local notifications (local notifications are listed at the end of this section).   
 
3. Local Cleanup of Small Spills  (<1L)

In the event of a minor spill or release that can be safely cleaned up by local personnel (if they are trained) using readily available equipment (absorbent available from EHS in Small Spill Kit) and laboratory PPE:  
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 (do not clean up spills requiring respiratory protection locally).  
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. 
4. Submit online waste pickup request to EHS. 
5. Reporting Requirements: All spills cleaned locally must be reported if they occur outside of secondary containment.  A spill that occurs within secondary containment (a laboratory hood is considered secondary containment) must be reported if it is greater than 30 ml or if it takes longer than 15 minutes to clean up.  

4. Large Spills (>1 L)

Evacuate spill area.  Dial 911 and EH&S at 756-6661 for assistance.  Remain available in a safe, nearby location for emergency personnel.

5. Lab-Specific Procedures 

[This section is for any emergency procedures different from standard responses, or for additional emergency information due to the nature of materials or task.  Include information on gas leaks, chemical spills, and personal exposure/medical emergency as appropriate.] 

6. Building Maintenance Emergencies

Call Facilities Operations at 756-5555 for building maintenance emergencies (e.g., power outages, plumbing leaks).
7. Local Notifications

[Identify the area management staff that must be contacted and include their work and after-hours numbers. This must include the principal investigator and may include the lab safety coordinator, facilities manager, and/or business manager.]
WASTE DISPOSAL
[Describe the quantities of waste you anticipate generating and appropriate waste disposal procedures. Include any special handling or storage requirements for your waste. Contact EHS for questions and additional guidance.]
General hazardous waste disposal guidelines:
Label Waste
· Affix a hazardous waste tag on all waste containers as soon as the first drop of waste is added to the container.  Generic waste labels can be found here:  http://afd.calpoly.edu/ehs/docs/hazwaste_label_template.pdf
Store Waste 
· Store hazardous waste in closed containers, in secondary containment and in a designated location
· Double-bag dry waste 
· Waste must be under the control of the person generating & disposing of it
Dispose of Waste
· Dispose of regularly generated chemical waste as per guidelines on EH&S website at: http://afd.calpoly.edu/ehs/docs/csb_no6.pdf
· Prepare for transport for pick-up.  Use secondary containment.
Call EH&S at 756-6661 for questions. 
Empty Containers- 
· Dispose as hazardous waste if container once held extremely hazardous waste (irrespective of the container size) A list can be found at: http://afd.calpoly.edu/ehs/docs/extremely_hazardous_wastes.pdf
· All other containers are legally empty once a concerted effort is made to remove, pour out, scrape out, or otherwise completely empty the vessel.  These may be disposed of as recycling or common trash as appropriate.

TRAINING REQUIREMENTS
General Training (check all that apply): 
☐ Laboratory Safety Fundamentals 
☐ Compressed Gas Safety  
☐ Fundamentals of Biosafety  
☐ Other: _______
[Depending on the hazardous materials and processes you will be working with in this SOP, additional safety training may be required. To evaluate if additional safety training is required, go to: https://afd.calpoly.edu/ehs/research-safety-training 

	Location where training records are maintained:
	

	Laboratory-specific training (check all that apply):
☐ Review of SDS for chemicals involved in process/experiment
☐ Review of this SOP
☐ Other: _______

	



PRIOR APPROVALS
[You must seek prior approval from your principal investigator (PI) or lab supervisor if you plan to use restricted chemicals. 

You should also consult your PI or lab supervisor if your experiments involve high-risk chemicals and operations, as special safety precautions may need to be taken. High-risk chemicals and operations may involve chemicals with a high level of acute toxicity, carcinogens, reproductive toxins, and highly reactive materials. For additional guidance, review the campus Chemical Hygiene Plan. 

Your PI or lab supervisor’s prior approval may be documented by his/her signature in the Approval Signature section of this document.  For granting prior approval to individuals other than the procedure author, use one of the methods described at 

Prior Approval (check if applicable):
☐ Prior approval from the PI or lab supervisor is required for this procedure 

Documentation of Training (signature of all users is required)
· The Principal Investigator must ensure that his/her laboratory personnel have attended appropriate laboratory safety training or refresher training within the last one year.  
· Training must be administered by PI or Lab Manager to all personnel in lab prior to start  of work with particularly hazardous substance or newly synthetic chemical listed in the SOP. 
· Refresher training will need to be provided when there is a change to the work procedure, an accident occurs, or repeat non-compliance.

I have read and understand the content, requirements, and responsibilities of this SOP:
	Name
	Signature
	Date

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.

	Click here to enter text.
	 
	Click here to enter a date.







 




