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Standard Operating Procedure (SOP) Template


	Chemical name/class:
	
	CAS #:
	

	Molecular Formula
	
	State
	

	Faculty
	
	Date:
	

	Building
	
	Room:

	

	Type of SOP
	Specific Lab Procedure, Process, or Experiment   FORMCHECKBOX 

	Generic Use of Hazardous Chemical  FORMCHECKBOX 



Purpose  
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
1. Process or Experiment Description
	This SOP must be customized for each lab. Use this section to describe the circumstances of use, including concentration and quantity. 



2. Potential Hazards: 
	· Add specific hazards pertaining to the process or chemical.

· Consult the Safety Data Sheet (SDS) for additional information on hazards.


3. Engineering Controls: 
	· What is being used to mitigate and control the hazards associated with the process or chemical?

·  


4. Work Practice Controls: 
	· If other specific written procedures are required, 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 this bullet.) 
· 


5. Personal protective equipment (PPE): 
	List all required PPE and types of PPE for use of the process or chemical. Also list PPE needed for spills/clean-up.




6. Transportation and Storage: 

	· List all transportation and storage inforamtion here. Include secondary containment info and compatibility/segregattion info.
·  


7. Waste Disposal: 
	· Where is waste specifically handled/stored and located in your lab?

· Do not put any waste to drain.

· Waste must be disposed of through EHS (ehs@brynmawr.edu). 


8. Exposures/Unintended contact: 
	· How should you handle minor contact versus larger area contacts (wash, soap/water, immediate medical?)

For ALL incidents and injuries, the work-related injury or illness report should be completed within 24 hours. AS needed, follow-up medical attention should be sought through a designated panel provider (for employees) or the Health & Wellness Center (for students).
For immediate medical attention, contact Campus Safety (x7911)


9. Spill Procedure:
	· Small (<1 L) – Notify the lab supervisor. If you have training in the chemical and are comfortable cleaning the spill, you may utilize the spill kit in your respective lab.  Use appropriate personal protective equipment and clean-up material for chemical spills.  Bag the spill waste and clean-up materials, label and notify EHS (ehs@brynmawr.edu).    
· Large (>1 L) – Notify EH&S (x5166) for assistance.
· Any additional instructions?


10. Training of personnel: 
	· All personnel are required to complete the initial Lab Safety (Part 1 and 2) and Refresher Lab training annually with EHS.  This session includes an introduction to general chemical safety.  
· Training on lab-specific procedures is provided by the respective faculty and is required for all personnel working with these materials, and must be documented (topics covered, date, employee names and signatures). 


“I have read and understand this SOP. I agree to fully adhere to its requirements.”
	Last
	First
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




