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CHEMICAL STANDARD OPERATING PROCEDURE
	Lab Name:
	Click here to enter text.
	Chemical / Chemical Class
	Click here to enter text.
	Synonyms, if applicable:
	Click here to enter text.


This is an SOP template and is not complete until: 
1) lab specific information is entered into the boxes below, 
2) lab specific protocol/procedure is added to the protocol/procedure section, and 
3) SOP has been signed and dated by the PI and relevant lab personnel.

Print a copy and maintain with your Laboratory Safety Documentation and Lab Specific Chemical Hygiene Plan (if applicable). Refer to instructions (red italic text) for assistance.

	School / Department:
	Emory University / [Department]
	SOP Preparation Date:
	Click here to enter a date.	SOP Approval Date:
	Click here to enter a date.
	Principal Investigator:
	Click here to enter text.
	Lab Manager Name:
	Click here to enter text.
	Laboratory Phone:
	Click here to enter text.	PI Office Phone:
	Click here to enter text.
	Emergency Contact:
	Click here to enter text.	Emergency Contact Phone:
	Click here to enter text.
	Laboratory locations covered by this SOP (building / room number):

	Click here to enter text.



	Type of SOP:
	☐	Process
	☐	Hazardous Chemical
	☐	Hazardous Class



Purpose
The purpose statement identifies the goal of the SOP. It answers the question of why the SOP is being written. 
Physical and Chemical Properties / Definition of Chemical Group 
Complete the below tables for each Hazardous Chemical used in the laboratory process.  Add/delete additional boxes as necessary. 


Hazardous Chemical 1:
	CAS:
	
	INSERT PERTINENT GHS PICTOGRAMS

	Class:
	
	

	Molecular Formula:
	
	

	Form (physical state):
	
	

	Color:
	
	

	Odor:
	
	

	Boiling Point:
	
	



Hazardous Chemical 2:
	CAS:
	
	INSERT PERTINENT GHS PICTOGRAMS

	Class:
	
	

	Molecular Formula:
	
	

	Form (physical state):
	
	

	Color:
	
	

	Odor:
	
	

	Boiling Point:
	
	



Hazardous Chemical 3:
	CAS:
	
	INSERT PERTINENT GHS PICTOGRAMS

	Class:
	
	

	Molecular Formula:
	
	

	Form (physical state):
	
	

	Color:
	
	

	Odor:
	
	

	Boiling Point:
	
	




Potential Hazards / Toxicity
If Type of SOP = Process or Hazard Class: Complete the below tables for each Hazardous Chemical used in the laboratory process. Add/delete additional boxes as necessary. 

If Type of SOP = Hazardous Chemical: Complete the below tables for the Hazardous Chemical. Add/delete additional boxes as necessary.

Hazardous Chemical 1:
	Potential Health Effects

	

	Target Organs:
	

	Inhalation:
	

	Skin:
	

	Eyes:
	 

	Ingestion:
	



Hazardous Chemical 2:
	Potential Health Effects

	

	Target Organs:
	

	Inhalation:
	

	Skin:
	

	Eyes:
	

	Ingestion:
	



Personal Protective Equipment (PPE)
Expand and/or elaborate, as needed, for PPE requirements specific to the specified hazardous chemical(s).

Respiratory Protection
Respiratory protection may be required if an airborne hazard is present when work is done outside of approved containment or when cleaning up a spill. Surgical masks or dust masks do not provide adequate protection.

Respirators should be used under the following circumstances:
· As a last line of defense (i.e., after engineering and administrative controls have been exhausted).
· When the exposure limit has been exceeded or when there is a possibility that the exposure limit will be exceeded. 
· When recommended exposure limit (TLV, NIOSH) has been exceeded.
· An employer requires the use of a respirator. 
· There is potential for harmful exposure due to an atmospheric contaminant (in the absence of an OSHA exposure limit or recommended exposure limit)
· As PPE in the event of a chemical spill clean-up process.

Lab personnel intending to use/wear a respirator must be trained and fit-tested annually. This is a regulatory requirement. Refer to the Emory Respiratory Protection Program. 

Hand Protection
Handle with gloves. Laboratory personnel must wear gloves tested and rated for use with specified hazardous chemical.  

NOTE: Consult with your preferred glove manufacturer to ensure that the gloves you plan on using are compatible with specified hazardous chemical. Gloves should be chemical resistant such as Rubber Latex, Nitrile, or Butyl.
Refer to the glove selection guide in Appendix D of the Chemical Hygiene Plan (available on the EHSO website).

Eye Protection
· Wear chemical splash goggles, safety glasses with side shields, or a face shield plus safety glasses/goggles to protect from splash hazards and chemical vapors. 

Skin & Body Protection
· Lab coat
· Full-length pants/skirt
· Closed toe, closed heel shoes

Hygiene Measures
Avoid contact with skin, eyes, and clothing. Wash hands before and immediately after handling the product.

Engineering Controls
Expand and/or elaborate, as needed, for Engineering Control requirements specific to the specified hazardous chemical(s).

Handle in a properly functioning chemical fume hood. The CFH should have a face velocity between 80 – 120 linear feet per minute (lfm) and it must be tested annually. Verify the performance test and working condition prior to use.

First Aid Procedures
Expand and/or elaborate, as needed, for First Aid Procedures specific to the specified hazardous chemical(s).

If inhaled… Move to fresh air. If the person is not breathing, give artificial respiration. DO NOT use mouth to mouth resuscitation. If emergency medical attention is required, call 911. Call Occupational Health Services (OHS)/Employee Health at 404-686-8587; if after hours call OHS Nurse Practitioner on-call at 404-686-5500, ID# 50464. Notify your supervisor/PI immediately of the incident. Report the incident in H.O.M.E./PeopleSoft.

In case of skin contact… Remove all contaminated clothing. Immediately (within seconds) flush affected area for FIFTEEN (15) minutes. If emergency medical attention is required, call 911. Call Occupational Health Services (OHS)/Employee Health at 404-686-8587; if after hours call OHS Nurse Practitioner on-call at 404-686-5500, ID# 50464. Notify your supervisor/PI immediately of the incident. Report the incident in H.O.M.E./PeopleSoft.

In case of eye contact… Remove any contact lenses. Use nearest emergency eyewash immediately and flush for at least FIFTEEN (15) minutes. DO NOT allow victim to rub eyes or keep eyes closed. If emergency medical attention is required, call 911. Call Occupational Health Services (OHS)/Employee Health at 404-686-8587; if after hours call OHS Nurse Practitioner on-call at 404-686-5500, ID# 50464. Notify your supervisor/PI immediately of the incident. Report the incident in H.O.M.E./PeopleSoft.

If swallowed… DO NOT INDUCE VOMITING. Refer to the specified hazardous chemical’s SDS for immediate care instructions (for example, the SDS may instruct to give large quantities of water, or milk, etc.). Never give anything by mouth to an unconscious person. If emergency medical attention is required, call 911. Call Occupational Health Services (OHS)/Employee Health at 404-686-8587; if after hours call OHS Nurse Practitioner on-call at 404-686-5500, ID# 50464. Notify your supervisor/PI immediately of the incident. Report the incident in H.O.M.E./PeopleSoft.

Special Storage & Handling Requirements
If other specific written procedures are required for the laboratory process, you must list them here or attach a step-by-step procedure. (If no further procedures are needed beyond those listed in this template, you can delete these instructions.) 

Incompatible Materials and Environments
List any incompatible materials or environments. 

Storage
· Ensure the container is tightly closed at all times.
· Keep in a dry, well-ventilated area away from incompatible materials and environments.
· Label secondary containers with the full chemical name and GHS hazard pictograms.
· Containers which are opened must be carefully resealed and kept upright to prevent leakage. 
· Dry powders must be in sealed, shatter-resistant containers during transportation. If the container is not shatter-resistant, use a secondary container.
· If the material may be flammable, reactive, or explosive, keep away from heat and open flame.

Handling
· Provide hazardous chemical and specific SOP training to personnel working with hazardous chemicals and any other personnel authorized or required to be in the laboratory or shared space during work with the agent.
· The lab where the material is being handled must have an approved/certified emergency eyewash and safety shower.
· Set up a designated area for work with hazardous chemicals.
· If weighing dry powders and the balance cannot be located in a fume hood or BSC, tare a container then add the material to the container in a hood and seal the container before returning to the balance to weigh the powder.  
· If necessary and once work with hazardous chemical is complete, decontaminate the work area (e.g., a mild detergent and water, or another solvent may be used - as long as the method is compatible with the chemical.)
· Avoid ingestion or inhalation.
· Use only with adequate ventilation or respiratory protection. 

Spill and Accident Procedure
Expand and/or elaborate, as needed, for Spill and Accident Procedures specific to the specified hazardous chemical(s).
1. Spill – Assess the extent of danger.  Help contaminated or injured persons.  Evacuate the spill area.  Avoid breathing vapors.  If possible, confine the spill to a small area using a spill kit or absorbent material. Keep others from entering contaminated area (e.g., use caution tape, barriers, etc.).  
2. Incidental – If you have training, you may assist in the clean-up effort.  Use appropriate personal protective equipment and clean-up material (inert absorbents and/or spill pads) for chemical spilled.  Dispose of clean-up material in solid chemical waste bucket, label and request a chemical waste pick-up.  Notify your supervisor/PI immediately of the incident.
3. Emergency/Large Spill – If possible and safe to do so, stop the spread of chemicals and reduce aerosol generation. Evacuate all personnel from the laboratory and restrict access to the laboratory. Call EHSO Spill Response Team at 404-727-2888 (24/7). If injuries and emergency medical attention is required, call 911. Call Occupational Health Services (OHS)/Employee Health at 404-686-8587; if after hours call OHS Nurse Practitioner on-call at 404-686-5500, ID# 50464. Notify your supervisor/PI immediately of the incident. Report the incident in H.O.M.E./PeopleSoft.  
4. Chemical Spill on Body or Clothes – Remove clothing and rinse body thoroughly under emergency shower. Seek medical attention. Notify your supervisor/PI immediately of the incident. Report the incident in H.O.M.E./PeopleSoft. 
5. Chemical Splash in Eyes – Immediately rinse eyeball and inner surface of eyelid with water from the emergency eyewash station for FIFTEEN (15) minutes by forcibly holding the eye open.  Seek medical attention. Notify your supervisor/PI immediately of the incident. Report the incident in H.O.M.E./PeopleSoft.
Decontamination / Waste Disposal Procedure
Liquid waste should be collected and disposed of as hazardous waste. Any consumables (gloves, plastics, etc.) that come into contact with the chemical should be disposed of as solid waste.

Label waste
· Attach an EHSO Hazardous Waste label to all waste containers as soon as the first drop of waste is added to the container.
· Attach GHS pictogram(s) to define the hazard(s) associated with the chemical waste stream.
· Fill in all requested information and list all constituents on label.

Store waste
· Store laboratory waste in closed containers, in secondary containment (liquid wastes) and in a designated storage location.
· Waste must be under the control of the person/laboratory generating and disposing of it.

Dispose of waste
· Dispose of laboratory generated hazardous waste when container becomes 3/4 full.
· Request for waste removal using EHSO online Waste Collection pickup request form.
· Empty chemical stock containers should be triple rinsed using a compatible solvent and all rinsates should be disposed of as hazardous waste. Rinsates should not be mixed with incompatible waste streams.
· Contact EHSO Environmental Program (ChemWaste@emory.edu) with questions.


Protocol / Procedure
Laboratory-specific procedures
Use this section to describe the circumstances of use, including concentration and quantity for particularly hazardous substances (PHS). 
	
IMPORTANT NOTE:  Any deviation from this SOP requires advance PI approval.




For Questions or Other Assistance

Please contact the laboratory’s assigned EHSO Research Safety Building Liaison: [Insert name and contact information here]

Documentation of Training

· Prior to conducting any work with this material, Principal Investigator or designee must provide his/her laboratory personnel instruction on the specific hazards involved in working with this substance, work area decontamination, and emergency procedures.
· The Principal Investigator must provide his/her laboratory personnel with a copy of this SOP and a copy of the SDS provided by the manufacturer.
· The Principal Investigator must ensure that his/her laboratory personnel have attended appropriate/required laboratory safety training or refresher training within the last one year.


I have read and understand the content of this SOP.
	PRINT NAME
	SIGNATURE
	DATE
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