Standard Operating Procedure —#COE-SOP-0002
Laboratory Researcher Commissioning Requirements

Facility: NMSU College of Engineering Laboratories

Written by: Juanita Miller, Safety Specialist, miljgh@nmsu.edu (575)-646-1292

Scope: This SOP describes requirements for work area labeling, chemical inventory and
housekeeping as well as training required to work in a hazardous chemicals laboratory

Date: November 10, 2017
Revision: Zero(0)

Introduction:

This procedure describes the requirements to work in any Chemical Engineering Laboratory.
These requirements include training, Experimental Safety Plans, work area assignments and

labeling, chemical inventory, hazardous waste management and housekeeping.

These requirements are in conjunction with the COE Chemical Hygiene Plan. Training
requirements are as assigned by the Department, Environmental Health and Safety (EH&S) and

the COE Safety Specialist. Adherence to other policies include COE Working Alone or In

Isolation.
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Standard Operating Procedure Details:

Outline of Requirements in this document are as follows. See details below for each of these.
Researcher Training Requirements
a. EHS and Department Training required before unescorted lab access allowed
b. COE Safety Training as applicable
Experimental Safety Plan Requirements
Hood and/or Workspace Assignments

Labeling Requirements for workspaces

a. Name Tags

b. Drawer labels

C. Workspace Shelf labels

d. Refrigerator/freezer labels

Hazardous Waste Requirements

Chemical Inventory and Storage

a. Bar code scanning into Quartyz
b. Quartzy Owner Chemical Inventory
Appendices

A
B
C
D

Laboratory Researcher Commissioning Checklist
Jett Hall Laboratory Maps
Chemical Segregation and Storage Chart

References
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1. Training Requirements
a. EHS and Department required training requirements can be found on the
Chemical Engineering Department’s website under Administration and looking for the
pull down menu for CHME EHS

(https://chme.nmsu.edu/research/ehs/#Required Safety Training)
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b. COE Safety Required Training

i. Special and/or Specific Training will be determined as part of the ESP Process

1. Specific hazards, such as cryogenic and carcinogenic materials,
combustible dust, machine hazards etc., may require additional or
special training. Consult with the COE Safety Specialist for additional
details of requirements and offering locations.

2. Specific equipment training for items such as the fume hoods, biosafety
cabinet, laser, centrifuge, etc. will frequently be required. Training will be
provided by the Principal Investigator and/or the COE Safety Specialist.

2. Experimental Safety Plan
a. The researcher must have a signed Experimental Safety Plan to work in the lab. This
document and its procedures can be found on the Chemical Engineering Department
website at https://chme.nmsu.edu/research/ehs/
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Experimental Safety Plan (ESP)

=t togrm

Minimum required personal protective equipment (PPE)

Working Alone Prohibited

_Other Safety Resources

b. For new ESPs, always consult this website to use the most current template for the
document. All sighatures and approval from the COE Safety Specialist are required to
begin work.

C. The ESP must be filled out per established procedure and have the following additional
details included in the Experimental Scope in Attachment 1 and on the required drawing
in Attachment 2. For new ESP’s started after 12/01/17, this information must be provided

in the contact information block and in the drawing in Attachment 2.
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3.

4.

iv.

Vi.

Identity of Fume Hood/Work Space

Locations of drawers and shelves used by the researcher

Location of chemical storage for those materials assigned to the researcher
Location of any additional equipment needed for these experiments such as
analytical tools in other buildings and lab spaces.

Identify which waste collection points used

Details of transportation of samples if analysis will occur in another building or lab
space.

Hood and Workspace Assignments

a. Hoods and workspace will be assigned by either the COE Safety Specialist or the

Chemical Engineering Department Lab Manager. A list of hood assignments can be

found on the Chemical Engineering Department website.

b. Request new or changes to space through those individuals

C. Maps of the Jett Hall lab spaces are in Appendix B.

Labeling Requirements for Workspaces

a. Name Tags =>

College of
Engineering

Each researcher using a hood or other workspace needs to prepare a name tag,
place it in a clear holder and affix it to either the front of the fume hood or in a
visible part of their workspace. Multiple name tags need to be affixed if more than
one researcher is sharing the fume hood or work space even if one is the lead
researcher and others are supporting the tasks.

You can find a template for name tags and refrigerator labels on the CHME EHS

website. Use clear tape to attach the name tag holder to the fume hood.
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b. Drawer Label >
i. Each drawer used by a researcher needs to be labeled with the following
information:
1. Researcher name
2. Contents
3. Hazard Conditions if applicable (e.g. biological, combustible dust, etc.)

. A label maker is available for your use in the CHME Office
P ——
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C. Shelf Label >
i. Each drawer used by a researcher needs to be labeled with the following
information:
1. Researcher name
2. Contents
3. Hazard Conditions if applicable (e.g. biological, combustible dust, etc.)

ii. A label maker is available for your use in the CHME Office

d. Refrigerator/Freezer Label >

i. Most refrigerators and freezers are the responsibility of a single Principal
Investigator but researchers share space to store their samples and/or
chemicals. The outside of the refrigerator should have the following labels:
1. Chemical Inventory for entire refrigerator with owner names
2. Researcher name along with description of samples and approximate
inventory (e.g. rack of 50 ml test tubes)
3. You can find a template for name tags and refrigerator labels on the
CHME EHS website. Use clear tape to attach the name tag holder to the

refrigerator or freezer.
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5. Hazardous Waste Requirements

a.

A list of Waste Collection Points by PI can be found on the Chemical Engineering
Department website. The researcher will identify their needs for combined or segregated
waste collection in their ESP. Those containers will be stored in one of those waste
collection points. The required NMSU Waste Tracking forms will be kept current by the
researcher when the add materials to containers.

The waste collection points will be monitored by the lab manager to determine when they
are full and need to be picked up by NMSU EH&S.

6. Chemical Inventory and Storage

a.

College of

All chemicals will be scanned into the Quartzy database, along with owner name, exact
location, date purchased etc.
Chemicals need to be segregated by flammable and corrosive materials per the chart in
Appendix C and stored in appropriate cabinets. Use the cabinets provided under fume
hoods for flammable and corrosive storage. Consult the lab manager or COE Safety
Specialist for other storage questions.
Some materials will require special storage conditions such as:

i. Water or Air Reactive materials will be stored in the inert cabinet

il. Temperature sensitive materials will be stored in a refrigerator or freezer
iii. Combustible or hazardous dust producing materials will be stored in containers

appropriate to allow opening in restricted space, such as a glove box.

Engineering
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d. Low hazard dry materials may be stored on the open shelves in the fume hood
workspace. These materials need to be stored in secondary containment such that they
cannot be spilled or knocked off the shelves. The shelf needs to be labeled with

appropriate information as shown in Paragraph 4 above.

e. Print the chemical inventory list from Quartzy using the following method. Use the export
function on the left side of the screen to receive an excel spreadsheet.
B O- =~
S - ' : .
o
B~ |

This will generally contain the entire CHME inventory. You will need to sort this
data to find those items you own. After you have your items together, print that

part of the spreadsheet.
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f. Print a copy of the chemical inventory for the fume hood and/or workspace, placed it in a

clear sleeve and affix it to the side of the hood with the name tags. This inventory needs

to be kept current with any changes to ESPs.
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Appendix A - Laboratory Researcher Commissioning Checklist

CHME — Researcher Commissioning Checklist

Date

Researcher Name

Principal Investigator Name

Item Description Complete (Y/N)
Hood Assignment Hood Number #

Bench Top Assignment Bernch Area #

ESP Update Submitted ESP #'s

Name Tag Label(s)

Drawer Label(s)

Shelf Label(s)

Refrigerator/Freezer Label(s)

Hazardous Waste Collection
Points ldentified?

Hazardous Waste Containers
Available?

Chemicals Inventory in Quartzy

Chemicals Inventory Posted

Fume Heod Training Complete

See COE-SOP-0002, “Researcher Lab Commissioning Requirements” for more details and examples.
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Appendix B - Jett Hall Laboratory Maps
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ARE ARCHITECTURAL PRODUCED & NOT TO BE USED FOR CASEWORK VERIFICATION.
| HOMME ELEVATIONS FOR PROPER LOCATION OF CASEWORK.
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Appendix C - Chemical Segregation and Storage Chart

o"a A :'l"l s X CHEMICAL EXAMPLES
Store In 2 cool, dry area, away from oxdizieg -
Compressed Gases ° Crechring and tadc compresssd
gases, Securely strap of chan cylinders to & Methane, Acetylens, Propene R
- Harremable will 36 bndh tom gases, ekl nng soixck,
Co ressed Gases Store in » cool, dry sres, awsy from
pOlldl:l flammable gases sod quids. Securely trap Oaygen, hlonne, Bcomine Flammable gases.
2 ng or chain aylingers to 3 wil o bench top.
16 Store in 2 cool, dry area, awyy from
co"':d flammable gazes snd quids. Securely strap Carbion monaxide, Hydrogen sulfice Flammable and/or oxddang gases
% onous & chain aylingers Lo & wal or bench top
Wmorganks (mineral) ackds - Hydrochlone o, Sufuic aod,
Corrosives=Adds Store in » separate, Ined/protected sad Chromc acxd, Nitric sod. Note: Mtne cad s a strang Flammable liguds, Aammasble
INOR ic dorage cabinet. “00 NOT shore adifs on o dzer ond showd be stored by Mzslf. Sepovate nitrs aad =oids, bases, codaers. Organic
GAN et shedves™ Do OINer Ve Dy 310G T A0 0 SE000 AV COn W e OF acids
s ate ood codk el
¢ ves—Aclds Store in & separate, Ined/protected sad Flammabie liguick, fammable
ORGANIC sorsge cabingt.  *00 NOT stove oo o on Organic ackds - Acetcscid Trichlaroacetic s0g, Lactic acdd soiids, bases, and codiars
meta’ sheives* Imceganic aclds
= = Ammonium hydradoe, Potassium hydroosde, Sodium Flammabie liguick;, axidrers,
Corrosivas- Bases Store In 2 separate storage catinet hycrosde peisonsaic
Store In 3 secure location away from al cther Ammonium Ntrate, Nitro Urea, Sodum azice,
Explosives ehemecss. 00 0ol Store m an ares where Trintrosniling, Trnitroanisole, Tonitrobenzene, AF cther chemicals,
they can fall Trintraphenol/#icne stid, Trintrololene (TNT)
Sore in & Nammable storage calinet. Note:
Fl Peramde formmg chemicols most de doted Acetone, Sentene, Dithyl ether, Methanel, (thanol, =
mable Liquids PN Opening, =.4.. other, tatrakydroferan, Hexanes, Tokone AYE DISAG EKIS Polsons
doxane
tore In @ 5 ! rom 5, bases, 203,
£ able Solids Store In & separate dry cool ares eway from Phasphores, Cacbun, Charcos! Adids, bases, cwchzers, and
- ok ery, Corrosves Ppoon s
Sore in & oy, ool oration. Protect from
Water Reactive witer snd the fire speinkler system, if Sockum metal, Patassum metal, Uthium met e, Lthius Separate from Al squeoss
Chemicals spphcable. Labef location - WATER REACTIVE Alumineum hydride solstion s, andizers.
CHEMICALS-
Sochum hypochlonte, Ben oyl perance, Patstdum
permarganate, Potassiem chlorste, Potassum dehromste
Stor in 2 spill tray Insdie @ non-combustbie Note: The following ch ami ool Qrous ave conshdorat Sepanate from reducing agents,
Oxidizers cabinet, separate from fammable and o $26rs: Nirotes, Mitartes Chromanes, Dicvomales flammatiles, combustibies, agane
combustible materials Chionites, Mypochiontes, Chlorates. Perchiorates, matenals
Aermanganotes, odotes, Mersw/fates, Peroudes Aorotes
Aromotes, Superomdes
Poisons/T Stove separstely in & vented, cool, dry, area in Cyamdes, Moy matal compounds, L.e Cadmiem, Meroury, Flammabie liquick, sdds, bases,
chamically resistant secondary containers. Osmeum owechzers.
General Chemicals Store on genersl lboratory benches or A . . ¢ :
hedring Use s shehing for non- ia“. Six‘l::: chionde, Sodum bicartenste, and most nen- see MS08
Non-Reactive hazardous chemicals anly. R,
May 2016
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Appendix D - References:

1. Standard Operating Procedure —#COE-SOP-0001, “Chemical Fume Hood Operation”
2. NMSU COE Chemical Hygiene Plan
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