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	[bookmark: _Hlk115867880]STANDARD OPERATING PROCEDURE (SOP)

	SOP Template for Flammable Acute Toxins (SOP 7)

	Branch:
Laboratory:
	Effective Date:

	PI/Overseeing Official:
	Email:

	Revision Date:
	Reviewed/Approved by:

	COMPLETE ALL THE HIGHLIGHTED ITEMS

	     1          SPECIFIC CHEMICAL HAZARD INFO for  [chemical name] 

	[bookmark: _Hlk115867919]  Refer to SDS to fill out Section 1.
      
One SOP can be used for covering multiple acutely toxic flammable chemicals present in the lab provided they don’t possess any additional health hazard (carcinogen) or physical hazards (corrosive, pyrophoricity, etc.). If one SOP is used for multiple chemicals, attach the list of names and CAS# of the chemicals to the SOP and fill out the “chemical name” and “CAS number” as “Attached List”

CHEMICAL NAME (s):  [chemical name] 
CAS number: [XXX]
Routes of Exposure: Inhalation, absorption, ingestion, and injection
Signs/symptoms of exposure: Refer to the SDS


 [image: GHS Pictogram - toxic]        [image: GHS Pictogram - flammable]                                                Acutely toxic: Chemicals that can be fatal in small doses. 
Flammable: can ignite and continue to burn in the presence of an ignition source






	     2          PROCESS

	Describe or attach what is being done (general description) with  [chemical name]  including quantities used.
[bookmark: _Hlk186451297]Example description: These chemicals are used as reagents to generate precise chemical reactions to synthesize new complex molecules by a step-by-step synthetic process, study the properties of new substances, and analyze unknown compounds/samples, by mixing precise amounts in controlled experiments. Most of the experiments are conducted in small-scale using small quantities of chemicals. Depending on the specific properties of the chemical, some of them may be used as solvents to create solutions of specific concentrations needed for experiments, extracting compounds from mixtures, or performing various analytical procedures. All manipulations are performed with careful consideration of potential hazards and following proper safety protocols.
 
[bookmark: _Hlk186451390]Describe in detail applications to chemicals that could increase the risk, i.e., high temperatures, pressure, manipulations with additional chemicals, etc.
Note: always purchase and use the smallest amount of chemical necessary for the work being done.
[bookmark: _Hlk186451461]
Quantities used; can select more than one:
☐ Small (< 100 ml or mg)
☐ Medium (100-500 ml or mg)
☐ Large (> 500 ml or mg)

Click here to enter text


	     3          PLANNING AND PREPARATION

	[bookmark: _Hlk155679717]Hazardous chemical training on this SOP will be provided by the PI/supervisor to personnel working with  [chemical name]  and any other personnel authorized or required to be in the laboratory during work with the chemical(s).

Add SDS for  [chemical name]  to this SOP.

Pre-approval requirements if any:


	     4          ENVIRONMENTAL / VENTILATION CONTROLS  

	Work involving the use of  [chemical name]  will be performed in a:
☐ chemical fume hood
☐ ducted biological safety cabinet
☐ glove box
☐ other, see below*

Guidelines for working in a chemical fume hood:
· Ensure the fume hood is within the certification date and the hood is drawing air inwards and exhausting out.  
· Cover the fume hood surfaces with plastic-backed absorbent pads. 
· Hood sash should be at/below the certification sticker and kept at the lowest point possible to complete the work while being properly positioned to provide splash, spray, and mist protection.
· Equipment and experimental set up should be at least six inches behind the sash opening; avoid working at the edge of the hood.
· The room must have negative airflow to the adjacent areas. 
· Label the hood with PHS Designated Area sign.
· The fume hood or other approved containment must be decontaminated upon completion of tasks.
*Describe any work outside of a hood or exhausted containment including controls put in place to prevent exposure.
Click here to enter text 
Work outside of a fume hood or approved exhausted containment requires Division of Safety (DS) review to identify additional risks and/or the need for additional respiratory protection.


	     5          PERSONAL PROTECTIVE EQUIPMENT  

	List the PPE, beyond the requirement stated below, that will be worn when working with  [chemical name] :

Minimum PPE requirement: chemical/ flame resistant lab coat, safety goggles and nitrile gloves. Additional PPE may be required depending on the nature of the work. Double glove if you are expecting prolonged exposure.  Gloves must be changed immediately if contaminated, torn, or punctured! Practice safe glove removal techniques!


	     6          SPECIAL HANDLING PROCEDURES AND STORAGE REQUIREMENTS

	HANDLING
Identify the Designated Area
Areas in the laboratory where Particularly Hazardous Substances (PHS) are used and stored must be identified as a “Designated Area”. A designated area may be an entire laboratory, a defined area within a laboratory, a device/piece of equipment, and/or a storage area.
Label the designated area with PHS Designated Area sign. 
Preparation
All manipulations of  [chemical name]   will be performed on plastic-backed absorbent pads in a [Select ventilation control from dropdown]. Pads will be disposed of after completion of tasks or immediately upon contamination. Wear all required PPE for all procedures involving preparation and handling of  [chemical name] . Bottles should be opened only in a chemical fume hood. 
Use
All work with  [chemical name]  must be done in a labeled designated area. Work will be conducted in the following room(s): list room(s) where chemical is used.
· A sharps container will be in the immediate vicinity for safe sharps disposal.
· All potentially contaminated disposable items will be placed in a waste bag before disposal as hazardous waste.
· Hands must be washed upon completion of tasks and if PPE was contaminated or compromised. 

STORAGE
 [chemical name]  containers will be labeled and stored in a/an:
☐ freezer
☐ refrigerator
☐ chemical cabinet
☐ box
☐ other 
in the following room(s):  room(s) # (away from any incompatible chemicals). 
Store powder and stock solutions in a leak-proof, secondary container in the designated area. 
All containers, including secondary containers, must have appropriate labels with pictograms and the signal word “Danger”. Attach PHS Hazard labels to the secondary container(s). 

TRANSPORT
The primary container of  [chemical name]  will be transported within a labeled, leak-proof, non-breakable secondary container in a freight elevator or designated back up elevator. Do not use the stairs. 


	     7          WASTE COLLECTION AND DISPOSAL

	Contact your local DEP or waste services provider for additional or location-specific instructions.
· Accumulate waste in a sturdy, chemically compatible container with a secure closure. 
· For contaminated debris (i.e., pipette tips, absorbent paper, disposable lab coats, chemically contaminated gloves), materials should be placed in a clear plastic bag (NSN-8105-01-195-8730):
· Close the plastic bag with a filament tape or bag closure tie.
· Place bag in a plain carboard box or double bag the dry waste.
· Complete and attach a chemical waste tag (NSN # 753000L075985).
· All waste containers must be properly closed or sealed.
Refer to the NIH Waste Disposal Guide for waste management and disposal.


	     8          DECONTAMINATION 

	At the completion of the procedure, all materials will be properly disposed of, and surfaces will be decontaminated with state approved cleaning solutions following the SDS. Decontaminate with 70% ethanol or mild cleaning agent if SDS doesn’t mention any specific decontaminate. 

Appropriate decontamination method(s) for  [chemical name]  will be determined and supplies for decontamination will be readily available.


	     9          SPILL RESPONSE AND EMERGENCY HELP

	Include the location of available safety equipment in the lab(s). Spill cleanup materials for non-PHS chemicals should be readily available in or near the point of use. 

LOCATION OF SAFETY EQUIPMENT

Location of Eyewash:	
Location of Safety Shower:	
Location of Fire Extinguisher:

	Emergency medical help and spills: all spills involving PHS are high-level hazard spills
	Contact Emergency Services/Fire Department. 
Delete non-applicable location information.
Bethesda, MD - call 911 on-campus, 9-911 off-campus; 301-496-9911 (cell phone)
Baltimore, MD - 911 
Frederick, MD - 911
Hamilton, MT - 911
Research Triangle Park, NC - 911 (landline), 919-541-2800 (cell phone)



Do not reenter the room until the fire department or appropriate authorities have cleared the space for reentry.


	     10          EXPOSURE PROCEDURES

		For eye & dermal exposure, wash immediately under eyewash or safety shower for at least 15 minutes.
	Seek emergency medical help if needed as described above.
The injury/exposure should be immediately reported to your supervisor and local OMS clinic: 
Delete non-applicable location information.
Bethesda, MD: Building 10, Room 6C306; (301) 496-4411
Baltimore, MD: 251 Bayview Blvd., BRC 01B210; (667) 312-5843 
Frederick, MD: 8200 Research Plaza, Room 1B116; (301) 631-7233
Hamilton, MT: 903 South 4th Street, Room 5202; (406) 375-9755
Research Triangle Park, NC: 111 T W Alexander Drive, Building 101, Room E111; (984) 287-4178





	     11          TRAINING ATTESTATION

	All individuals working with  [chemical name]  must be trained on this SOP prior to starting work and reviewed at least annually or whenever there is a significant change in processes or procedures. They must also be trained on the  [chemical name]  SDS, and all documents must be readily accessible in the laboratory. Additionally, laboratory personnel must remain current on Lab Safety training and review the Chemical Hygiene Plan (CHP) annually. All training must be documented and maintained by the PI or their designee. 




	Review and Acknowledgment: I have read, asked questions, and fully understand the hazards listed and will adhere to the safe working requirements for the procedures/materials described herein and the coinciding SDS.

	Documentation of Training
Review of the SOP is required annually or when significant change is made to 
processes or procedures. 
Standard Operating Procedures for   [chemical name] 

	Employee Name
	SOP Training Date
	Signature

	Click here to enter name.	Click here to enter a date.	

	Click here to enter name.	Click here to enter a date.	

	Click here to enter name.	Click here to enter a date.	

	Click here to enter name.	Click here to enter a date.	

	Click here to enter name.	Click here to enter a date.	

	Click here to enter name.	Click here to enter a date.	

	Click here to enter name.	Click here to enter a date.	

	Click here to enter name.	Click here to enter a date.	
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