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I. STANDARD OPERATING PROCEDURE
Use this form to document the Health & Safety information associated with the procedure.


	Procedure Title:
	Refrigerator and Freezer Usage

	
	

	Dept:
	
	
	Bldg/Rm:
	
	
	Supervisor:
	



Procedure Overview: (brief description of the project)

The reader will understand the proper usage of the refrigerator/freezer to store chemicals.

Procedure:
WARNINGS	
*	The refrigerators and are NOT to be used for food storage!
*	Improperly closed or broken containers could pose a respiratory threat as their vapors concentrate in the enclosure.

I.	OPERATING PROCEDURE
	A.  When to Store Chemicals in the Refrigerators
	1.  When required by the SDS (Safety Data Sheet) for that specific chemical.
	2.  When a laboratory prepared chemical might undergo thermal decomposition or other undesired reaction.

	B.  When to Store Chemicals in the Freezer
	Chemicals that rapidly degrade at room temperature or require very low temperatures to remain stable for any given period of time may be stored in the deep freeze. 
 
	C.  General Procedures
	1.  Proper Labeling of Stored Chemicals
	All chemicals stored in the refrigerators and deep freeze should be labeled in the following manner:
a. State the chemical name of the substance exactly as it appears on the container.    Structures or formulas alone are not sufficient.  If the name is unknown (for example, a photolysis mixture) state the reactants and what was done to them in general terms.  For example, “A + B, photolyzed at 300 nm.”

b. If the compound is a mixture, properly list all components and indicate their approximate percentages.

c. Include any hazards associated with the chemical (i.e., carcinogenic, flammable, corrosive, etc.).  Store carcinogens, suspected carcinogens, and stench compounds in a secondary container.  A jar with a lid is most appropriate for stench compounds, while either a bucket or jar is ok for carcinogens.  This requirement for secondary containers for stench compounds is ABSOLUTELY SERIOUS. 

d. Compounds or reaction mixtures prepared in the lab must have a proper notebook reference that includes your initials and notebook number and page.  Also include a date.

e. If the container is too small for labeling, place it into a beaker, try not to waste space by using an excessively large beaker, and label the beaker appropriately.  Try to put a notebook reference on the container regardless of its size.

f. To reduce odors, use Parafilm to seal all containers.

Hazard Control Measures:  
(Lab coat, eye and hand protection, and closed toe/heel shoes must be selected as required by Section D of the ISU Laboratory Safety Manual.) 
	|_|
	Latex gloves
	[bookmark: Check3]|_|
	Insulated gloves
	|_|
	Face Shield
	|_|
	Respirator

	|_|
	Nitrile gloves
	|X|
	Safety glasses
	|X|
	Lab Coat
	|_|
	Fume hood

	|_|
	Neoprene gloves
	|_|
	Vented goggles
	|_|
	Apron
	|_|
	Biosafety cabinet

	|_|
	Vinyl gloves
	|_|
	Splash goggles
	|_|
	Dust mask
	|_|
	Glove box

	|X|
	Closed Toe/Closed Heel Shoes
	|_|
	Flame Resistant Lab coat


	

Maintenance:

A.	A weekly inspection of the refrigerators will be performed by the supervisor.  Any mislabeled containers will be brought to the attention of the appropriate group member.  Any unlabeled chemicals will be disposed of properly.

B.	The need for defrosting will be assessed by the supervisor and will involve removal of the contents to another refrigerator or cooler and the following of defrosting procedures as stated by the manufacturer of the equipment.

C.	The reduction of odors will be performed by including an open pan or glass container (temperature bath containers work well) of sodium bicarbonate in each refrigerator/deep freeze.  The contents of each container shall be disposed of properly on at least a monthly basis and replaced with fresh sodium bicarbonate.

Spill/Release Containment, Decontamination, and Clean Up Procedures:

Spills should be immediately cleaned up following the appropriate procedure (http://www.ehs.iastate.edu/laboratory/spills-leaks).  Contact the PI/supervisor after all spills.

[bookmark: Check7]Using Substances Requiring Special Procedures?    No |X|   Yes |_|  
(If Yes; identify authorized personnel, designate a use area and specify specialized safety precautions here. Refer to Section B in the ISU Laboratory Safety Manual for details.) 


	Written By:
	
	
	Date:
	

	
	
	
	
	

	Approved By:
	
	
	Date:
	


	(PI or Lab Supervisor)

II.  HAZARD ASSESSMENT
Use the hierarchy of controls to document the hazards and the 
corresponding control measure(s) involved in each step of the procedure. 

Consider elimination or substitution of hazards, if possible.
Engineering Control(s): items used to isolate the hazard from the user (i.e. fume hood, biosafety cabinet).
Administrative Control(s): policies/programs to limit the exposure to the hazard (i.e. authorizations, designated areas, time restrictions, training).
Required PPE:  indicate PPE including specific material requirements if applicable (i.e. flame resistant lab coat, type of respirator or cartridge).



	Hazard
	Engineering Control(s)
	Administrative Control(s)
	Required PPE 
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III.  Training Record
Use the following table to record the training associated with this Standard Operating Procedure.

	Print Name
	Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Note: Attach to or file with written materials and methods
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