WSU Standard Operating Procedure (SOP) Template for:  	

	

	General Information

	Procedure Title:
	

	Date of Revision:
	

	Procedure Author:
	

	Work Phone &
Email:
	

	Responsible Person:
PI, Lab Mgr, Researcher, etc.
	

	Work Phone & Email:
	

	Location of Work:
Building & Lab Room #
	

	
	

	

	Process/Experiment Overview
Description of the process or experiment that the SOP covers.

	Brief Description:
Process described in general terms
	

	Frequency:
Once/daily/weekly/monthly/other
	

	Duration of Experiment:
Minutes/hours
	

	
	

	

	Risk Assessment
Identify potential hazards of the process

	Chemical Hazards:
Flammability, corrosivity, toxicity, reactivity, other…
	

	Safety Hazards:
Temperature, inhalation hazard, irritant, carcinogen, other…
	

	Precursor Safety:
Evaluate precursor material safety
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	Controls

	Engineering Controls:
General Laboratory HVAC, lighting, access restrictions, signage, other
	

	Engineering Controls:
Fume hoods, exhausted enclosures. glove box, sealed enclosures
	

	Personal Protective Equipment:
Face shield, safety goggles, lab coats, gloves
(types), other…
	

	
	

	Note:  Respiratory protection is generally not required for lab research, provided the appropriate engineering controls are in place.
For additional information and guidance on respiratory protection, call WSU-EHS Office; extensions: 3347, 5797 or 5424.

	

	Safety Equipment – Location & Type (if applicable)

	Eyewash / Safety Shower
	

	First Aid Kit
	

	Chemical Spill Kit
	

	Fire Extinguisher
	

	Emergency Telephone
	

	Fire Alarm or
Manual Pull Station
	

	
	

	

	Step-By-Step Operating Procedure

	Step 1:
	

	Step 2:
	

	Step 3:
	

	Step 4:
	

	Step 5:
	

	Step 6:
	

	Step 7:
	

	Step 8:
	




	

	Decontamination

	Procedures for removal of contaminated PPE
	

	Disposal of contaminated
PPE & discarded mat’ls
	

	Wipe down & clean up of
working surfaces & area
	

	
	

	

	Spills and/or Accidents

	Emergencies (Explosion,
fire, serious injury, or other immediate danger):
	1.  CALL 911 or ext. 3450 (from campus phone); 798-3450
from a cell phone.
2.  ALERT people in the immediate vicinity; activate local alarm system (if applicable).
3.  EVACUATE the area.
4.  REMAIN NEARBY to advise emergency responders.
5.  Once personal safety is established, call EHS at extensions
3347, 5797 or 5424, for follow up response.

	If Personnel Exposed:
	1.  Remove exposed/contaminated individuals from area, unless unsafe to do so because of a medical condition or potential hazard to rescuers.
2.  If immediate medical attention is needed, notify 911.
3.  Notify EHS to report the potential exposure for follow up.
4.  Administer First Aid as appropriate.
5.  Gather copies of MSDS information for hospital.

	Non-Health Threatening
Emergencies:
(such as minor spills requiring clean- up assistance from EHS Office.)
	1.  Notify EHS (extensions 3347, 5797 or 5424) at WSU to coordinate clean-up of contaminated areas.
2.  Assist as needed in clean-up as directed by EHS.

	Small Spills and Clean-up
(for spills and clean-up involving only campus personnel, including EHS).
	1.  Alert all personnel in the area and restrict access.
2.  Notify EHS (extensions 3347, 5797 or 5424) of any spills.
3.  Use knowledge of the process and MSDS information to determine hazards.
4.  Consult NIOSH recommendations for specific level of protection and types of PPE. Use appropriate PPE.
5.  Request waste pick-up by EHS Office if needed.

	Waste Disposal:
(Manage wastes as potentially hazardous.  Consult with EHS Office).
	

	Additional Precautions:
	

	




	

	Training

	General Lab Safety
Training:
(other than required by regulation)
	

	Required Training:
(OSHA, EPA, DOT, other)
	

	Laboratory Specific
Training:
	

	Location of Training
Records:
	

	
	

	

	Additional Information

	

	


