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Overview 
[bookmark: _Toc207001964]Purpose and Scope
The purpose of this Chemical Hygiene Plan (CHP) is to provide requirements and guidance that are applicable to and implemented at the [Insert Facility Name]. This plan contains institutional policies and practices for working safely with hazardous chemicals in a laboratory setting, ensuring personnel protection and compliance with safety standards and regulations. This CHP is supported by a set of Standard Operating Procedures (SOPs), manuals and attachments that describe the facility operations and detailed work processes related to the principles described in this CHP.
It is the policy of the [Insert Facility Name] to provide a safe and secure work environment. By following the guidelines and recommendations herein, the safety of the work environment should be improved by minimizing and/or eliminating, where possible, chemical hazards in this facility and ensuring that routine chemical operations are conducted in such a way as to minimize the risk to personnel, threat to the environment, and the generation of hazardous waste. These policies are applicable to all facility personnel who conduct work involving chemicals.
The scope of [Insert Facility Name‘s] Chemical Hygiene Plan is to set requirements necessary to control risks associated with the handling, storage and disposal of hazardous chemicals in workspaces and facilities. The facility Chemical Hygiene Plan described herein will enable [Insert Facility Name] to:
· Establish and maintain a Chemical Hygiene Plan to control or minimize risk to acceptable levels in relation to personnel, visitors, the community, and others as well as the environment which could be directly or indirectly exposed to hazardous chemicals.
· Provide assurance that the requirements are in place and implemented effectively.
· Provide a framework for training and raising awareness of chemical safety guidelines and best practices for personnel.

The Chemical Hygiene Plan enables [Insert Facility Name] to effectively identify, monitor, and control the chemical risks. An effective Chemical Hygiene Plan should be built on the concept of continual improvement through a cycle of planning, implementing, reviewing, and improving the processes and actions that an organization undertakes to meet goals. This is known as the PDCA (Plan-Do-Check-Act) approach to chemical risk management (Figure 1).


	[image: ]


	Figure 1. Illustration of Plan-Do-Check-Act Cycle aligned with AMP Model for risk management [Adapted from ISO 9001:2015, Quality Management Systems Requirements]

	Plan
	Planning, identification of hazard and risk and establishing goals

	Do
	Implementing training and operational issues

	Check
	Checking, monitoring, and corrective action

	Act
	Reviewing, process innovation and acting to make needed changes to the management system



[bookmark: _Toc207001965]Roles and Responsibilities 
The safe handling of hazardous materials is an individual responsibility. Every facility personnel, contractor, and visitor working with chemicals in [Insert Facility Name] must understand that chemical safety in the organization is an integral part of the job and not an optional function.
During any operation, anyone may question the safety of any aspect of an activity and may at any time request the immediate cessation of the activity. Such requests should be made to the Scientific Manager, person conducting the operation at that time, or the [Insert Facility Name] Chemical Safety Officer. The Scientific Manager or the Chemical Safety Officer has the authority to make an initial evaluation and decision to stop or to continue the operation.

If the operation is immediately dangerous to life or health, the individual questioning the safety of the operation is authorized to immediately terminate the operation in a manner that eliminates or reduces the hazard and does not introduce new hazards that are immediately dangerous to life or health.
These responsibilities are described generally below. More specific duties are outlined within the [Insert Facility Name]’s Standard Operating Procedures.

[image: ]
[Insert your facility’s organizational chart here]

[bookmark: _Toc207001966]Top and Senior Management 
· Ensure enforcement of the safe performance of experimental and support activities.
· Ensure all chemical operations within their department(s) and those of interfacing departments are thoroughly evaluated to manage health, safety, and security risks associated with all activities and materials.
· [Insert Facility Name] management should decide whether a particular operation needs a Policy or Program level document in addition to a Standard Operating Procedure. 
· Ensure personnel who perform operations involving chemicals within [Insert Facility Name] facilities receive appropriate health and safety-related training as specified in this Chemical Hygiene Plan.
· Allocate the necessary resources to ensure a comprehensive risk assessment is completed before initiating work with new chemicals or new chemical operations. New operations or hazards introduced into a facility are identified and assessed through a risk assessment process conducted by technical personnel knowledgeable about the relevant operations.
[bookmark: _Toc207001967]Scientific Manager 
· Assist in risk assessment activities. 
· Ensure that all facility personnel comply with the contents of the Chemical Hygiene Plan and relevant SOPs, and do not operate equipment or handle hazardous chemicals without proper training and authorization.
· Ensure that training is provided to facility personnel on the safe procedures involving chemicals, use of safety equipment, interpretation and use of Safety Data Sheets (SDSs, formerly called MSDSs, see page 9 for more information), proper use of personal protective equipment (PPE), incident response procedures in the event of a chemical spill or release, and any specific information related to the chemicals in use in the facility.
· Ensure that all safety equipment and engineering controls required based on the risk assessment are installed, maintained, and operated correctly.
· Ensure that PPE is available based on the risk assessment, used and properly donned, worn, and doffed by facility personnel.
· Follow and ensure that safety rules for working in the facility are followed by all facility personnel.
· Ensures that visitors follow the facility safety rules and assigns escort responsibility for the visitor to an authorized personnel member.
· Monitor compliance of facility personnel in use of PPE, proper operation and maintenance of equipment, and condition of the work area(s). 
· Review and approve chemical procurement.
[bookmark: _Toc207001968]Facility Personnel 
· Read the contents of and conduct facility operations according to the Chemical Hygiene Plan and relevant SOPs.
· Review and understand the risk assessments and be familiar with hazards associated with the chemicals and equipment in their work area(s), as well as the appropriate risk mitigations. 
· Take all reasonable precautions to avoid endangering the environment and to prevent personal injury to themselves and to other facility personnel.
· Be trained in the interpretation and use of Safety Data Sheets (SDSs). 
· Know how to label chemicals within the facility. 
· Know where and how copies of SDSs are maintained for the facility and how to obtain a copy of SDS for any chemical they work with.
· Understand and follow approved safety and operational procedures and practices.
· Take training as deemed appropriate by their Scientific Manager and/or Chemical Safety Officer.
· Dispose of waste generated according to procedures in the [Insert Facility Name] Waste Handling and Disposal Program Plan. 
· Inform Scientific Manager and/or Chemical Safety Officer prior to using a hazardous chemical in any new application for which potential exposure has not previously been evaluated.
· Inform management and appropriate safety personnel prior to any changes to SOPs.
[bookmark: _Toc207001969]Chemical Safety Officer 
· Provide advice on PPE requirements.
· Perform safety audits, including ensuring engineering controls are maintained and operational (e.g. eye washes, safety showers, hood, exhaust systems) (periodically - specify appropriate period based on institutional, regional, or national requirements here)
· Be available as a resource to management and facility personnel on safety related issues.
· Provide chemical safety training for all personnel.
· Maintain training records.
· Support risk assessment for new chemical and equipment procurements.
· Ensure proper disposal methods are available and used for chemicals used in the facility. 
· Respond to emergencies and incidents involving chemicals to ensure safety of personnel and environment in coordination with other first responders.
List and define any additional facility specific roles and responsibilities. The above titles can be replaced as necessary (e.g. Scientific Manager may be replaced by Principal Investigator or Department Supervisor; Chemical Safety Officer may be replaced with Chemical Hygiene Officer or Industrial Hygienist, depending on titles relevant to your facility).


[bookmark: _Toc207001970]Identifying Chemical Hazards
1. [bookmark: _Toc207001971]Identifying Hazards
Scientific Manager is responsible for verifying if any chemicals or reagents are considered hazardous. A hazardous chemical is any chemical which is classified as a physical or health hazard. Chemicals in use can be identified using the global harmonized system (GHS) of classifying and labeling chemicals (United Nations, 2023; https://unece.org/sites/default/files/2023-07/GHS%20Rev10e.pdf).  The chemical hazards are indicated with GHS pictograms on containers and should also be included as signage at the entrance(s) to work area(s) where these hazards are stored or used (Figure 2).

[image: ]
Figure 2: Globally Harmonized System of Classification and Labelling of Chemicals (GHS) pictograms and the chemical hazards they represent (GHS pictograms 2012 from OSHA, 2014).
[bookmark: _Toc207001972]Chemical Labelling
a) Incoming Chemical Labels
Incoming chemicals are those that are obtained from a chemical manufacturer, importer, or distributor. All labels on incoming chemicals must include the product identifier, supplier identification, precautionary statements, hazard pictograms, a signal word, hazard statements, and supplemental information. Do not remove manufacturer provided labels on incoming containers of hazardous chemicals or deface them so that they cannot be read. The below is guidance from the Globally Harmonized System which can be used [or cite relevant national guidance regarding labelling}:
· The PRODUCT IDENTIFIER contains the name of the item as well as the product number or other distinguishing information used by the manufacturer, importer, or distributor. An identical identifier must appear both on the product label and on the corresponding safety data sheet.
· PICTOGRAMS indicate the hazard categories that are applicable to the chemical (Figure 2).
· The SUPPLIER IDENTIFICATION section contains the name of the manufacturer, importer, or other responsible party along with the address and contact information.
· A SIGNAL WORD indicating the level of hazard. Only two signal words may be used: “DANGER” for the more severe hazard level and “WARNING” for lesser hazards.
· Standardized HAZARD STATEMENTS describe the nature of the hazards, and where appropriate, the degree of the hazards. HAZARD STATEMENTS are specific to hazard classification categories and as such should appear identically on all chemicals possessing the same hazard, regardless of the manufacturer.
· PRECAUTIONARY STATEMENTS describe measures that the chemical user should take to minimize the likelihood of adverse effects; however, the appropriate measures must be determined by an evaluation of the specific use of the chemical.
· SUPPLEMENTARY INFORMATION includes any additional instruction or information that the label producer deems helpful.

b) Secondary Containers, Samples, or Prepared Solutions
Secondary containers made at [Insert Facility Name] are labeled with a minimum of: 
· The chemical name.
· Date of chemical preparation. If established intervals for testing are available, also include use-by or expiration date. 
· Signal word.
· Pictograms. 
If the container is too small, label with the product identifiers (as indicated above) and refer user to SDS for the product. Solvent resistant ink should be used when creating labels. If solvent resistant ink is unavailable or too expensive, it is recommended to use clear chemical resistant tape and place it over the label. Labels may be removed from containers only after the container is empty and has been cleaned, if required.

c) Hazardous Chemical Waste Container Labels
Ensure that empty containers are clean and dry prior to adding any chemical waste. Label each waste container by completing the [Insert Facility Name’s] standard waste label, including marking the applicable hazards and listing all chemical constituents, their volume (including water) and concentration. See section VIII below on Hazardous Waste Management or refer to Waste Handling and Disposal Program Plan. 

[bookmark: _Toc207001973]Safety Data Sheets
A Safety Data Sheet (SDS) is an informational document prepared by the manufacturer or importer about the hazards of a chemical and how to handle it safely.  [Insert Facility Name] maintains all SDSs received in [describe physical location or computer location with directions for access to database]. This serves as the official site for SDS at [Insert Facility Name] and ensures that the most current version is available to facility personnel. 
[bookmark: _Toc207001974]Risk Assessment 
Risk assessments identify the hazards and necessary controls for chemicals used in the work area, shop, and field work environments. These evaluations are vital for the safety of the facility, personnel, and the environment. 
The Chemical Safety Officer may conduct monitoring to evaluate the airborne or dermal exposures to which personnel may be exposed and evaluate how well control measures implemented are working and how effective the selected controls are in reducing exposure to an acceptable level. Prior to the start of any work:
Scientific Manager ensures:
· Potential chemical hazards are identified, evaluated, and controlled.
· The facility Chemical Safety Officer is contacted to perform or review the risk assessment for potential chemical hazards (e.g., use of chemicals or chemical containing materials in the workplace).
· Any control measures specified as a result of the risk assessment are implemented and maintained.
· The facility Chemical Safety Officer is contacted to re-evaluate potential chemical hazards when changes in workplace conditions indicate a new or increased hazard exists.
· Ensure personnel are trained, knowledgeable, and proficient in appropriate work practices, safety procedures, and hazards associated with chemicals.
Facility personnel will:
· Inform Scientific Manager and/or Chemical Safety Officer of any potential workplace chemical hazards which have not been identified or assessed.
· Correctly use PPE, engineering controls, and follow SOPs related to the activities performed in the facility. [Provide additional details about review and approval process below, or write supporting SOP to be referenced] 

· What risk assessment forms are used? 
· How are risk assessments completed, submitted, reviewed, and work authorized? 
· Where are completed risk assessments stored? 
· How does the facility ensure reviews are conducted by individuals with appropriate expertise? 
· How is risk acceptance determined?
[bookmark: _Toc207001975]Mitigating Chemical Risk
Work planning is designed to minimize worker exposure to hazards by utilizing the hierarchy of controls. Work practice controls include pre-planning work, practicing good housekeeping and personal hygiene to minimize exposure to hazardous materials, and using common sense. 
1. [bookmark: _Toc207001976]Elimination/Substitution
Chemical exposures are best controlled by the elimination of the hazard. Elimination of the hazard includes the elimination of the hazard source, such as removing a hazard in the design process. Substitution of a more hazardous chemical with a less hazardous chemical. Reduction of a chemical’s hazard, for example by reducing a source’s potential to expose worker by concentration, pressure, or temperature. 
1. [bookmark: _Toc207001977]Engineering Controls
Engineering controls work by isolating people from the hazard. For respiratory exposure, local ventilation including fume hoods, ducted biosafety cabinets, glove boxes, vented storage cabinets, and vented canopies can protect facility personnel. Regular evaluation should occur to ensure ventilation is performing as expected. 
[bookmark: _Toc207001978]Administrative Controls
Administrative controls are policies and procedures, including Standard Operating Procedures (SOPs), that are used in conjunction with available engineering controls to ensure that work is conducted in a manner such that the risk of exposure is minimized to levels not anticipated to be harmful. 
Suggested policies for the chemical laboratory include:
· Do not eat, drink, smoke, or chew gum or tobacco in the work area(s).
· Keep work areas clean and free of obstructions. Clean the work area at the completion of an operation or at the end of the day. Reducing clutter reduces the chances for an accident and minimizes the effects if an accident does occur. 
· Wipe drips and residues from containers of hazardous materials. Skin contact with residues may cause dermal absorption, chemical burns, skin irritation, and possible accidental ingestion by hand-to-mouth transfer. 
· Clean spilled chemicals immediately and dispose of all wastes properly. 
· Do not use stairways and hallways as storage areas. Store equipment and chemicals properly and avoid clutter. 
· Do not use fume hoods or ventilated cabins as storage areas.
· Keep working quantities of all hazardous materials to a minimum. Procure, use, and store the minimum amount of material necessary.
· Use secondary containment compatible with the chemicals (chemical spill placemats or trays).
· When leaving the laboratory remove all PPE and wash hands with soap and water.
· Always remove gloves before touching common use items such as phones, doorknobs, and computers to prevent contamination. 
· Confine long hair and loose clothing when working in the laboratory. 
· Remove jewelry to prevent contact with electrical sources and chemicals and from catching on equipment.
· Avoid wearing certain clothing material when working with an open flame (e.g., Nylon, Rayon, Polyester, other flammable cloth).
· Clothing should be adequate to protect the skin from exposure including, a lab coat, closed toed shoes, long pants.
· Working alone (outside of regular operating hours and on weekends) is strongly discouraged. If unavoidable, obtain Scientific Manager approval and verify that someone else is in the general area and is aware of your work with chemical activities, including the location and duration of the work. Notify the [Insert Facility Name]’s Security Division of location, duration of work, and estimated time of departure.
· Nonhazardous chemical operations may be done on work benches. These types of operations are those that have negligible risk to eye, skin, or inhalation exposure (no potential to create airborne levels of chemicals above ambient levels). 
· Use glove boxes or gas cabinets for operations involving alkali metals and pyrophoric materials. 
· [bookmark: _Hlk197076504]Refer to relevant SOPs regarding use of compressed gas cylinders and related systems, pressure safety, fire safety, and cryogenics safety for requirements and guidance for operations with these items. 

[bookmark: _Toc207001979]Personal Protective Equipment (PPE) 
Personal protective equipment (PPE) is used to supplement but not substitute for engineering and administrative controls. PPE includes chemically resistant gloves, eyewear, footwear, lab coats, aprons, coveralls and respiratory protection. PPE may be used as a sole means of control if the use of other controls is not feasible. Scientific Managers shall provide PPE at no personal expense to the personnel. To be effective, facility personnel must understand the proper selection, use, and limitations of PPE. 
· Review the associated SDS and/or contact the [Insert Facility Name] Chemical Safety Officer for aid in determining the appropriate type of PPE, based on the risk assessment.
· All facility personnel shall inspect all PPE for faults or deterioration before each use.
· Scientific Manager communicates PPE requirements to personnel and ensures that each personnel is knowledgeable in the PPE they use (what PPE is necessary; its limitation; how to properly put on, take off, adjust, and wear it; and the proper care, maintenance, useful life, and disposal of the PPE). 
· Personnel are responsible to maintain PPE for eyes, face, head, and extremities in a sanitary and reliable condition and report problems with PPE to the Scientific Manager immediately. Keep lab coats free of chemical contamination by laundering or frequent replacement. 
· Remove PPE prior to leaving the designated work area to avoid transferring any potential contamination. Remove gloves before touching common use items in the work area such as phones, computers, light switches, and doorknobs. 
· Ensure that contaminated PPE is properly disposed of. Review the “Waste Handling and Disposal Program Plan for information on disposal of PPE with known chemical contamination.
[bookmark: _Toc207001980]Managing Chemicals
1. [bookmark: _Toc207001981]Chemical Procurement
a) Prior to Procurement
· Request Scientific Manager approval. (e.g., a Procurement Request Form)
· Consult with Scientific Manager and Chemical Safety Officer to conduct a risk assessment. If a risk assessment has not been previously performed or if conditions or chemical use has changed, a new risk assessment will be performed to determine the necessary control measures that may be needed for its use (see chapter III, Identifying Chemical Hazard).
· Review SDS and any other references for the chemical.
· Attempt to substitute a less hazardous chemical if experimentally possible.
· Ensure that appropriate receiving, storage, transportation, and operational facilities and equipment are available.
· Personnel shall order only quantities necessary for the work to be performed and avoid ordering excess quantities. This prevents the required disposal of excess quantities of chemicals.
· Ensure that there is an appropriate disposal path for the chemical.


b) Chemical Receipt
· All chemicals will be inspected on receipt to ensure good condition and proper labeling.
· No chemicals shall be accepted from suppliers if they are incorrectly labeled, expired or “out-of-date.”
· Chemical stocks will be rotated to ensure the use of older chemicals first.
· Ensure a risk assessment was performed and documented, and all mitigation measures are in place.
· Ensure any updates to CHP, SOP, and other documents are finalized.
1. [bookmark: _Toc207001982]Chemical Storage and Inventory
[Insert Facility Name] has a chemical inventory management system which provides a site-wide chemical inventory to chemical owners, laboratory personnel, and emergency responders (e.g., fire, police, Emergency Medical Services (EMS)). 
· All chemicals shall be stored in approved chemical storage areas that are appropriate for the specific hazard(s) of the chemicals.
· Chemical storage is not allowed inside a chemical fume hood or biosafety cabinet, on benchtops, aisles, floors, hallways, or route of egress from the work area.  
· Chemicals will be stored according to hazard category and compatibility. 
· Incompatible materials shall be stored separately, with the level of separation based on the severity of the incompatibility (e.g., acids and bases may be placed in separate secondary containers and on separate shelves). Refer to SDS for storage incompatibilities.
· Avoid exposure to heat, direct sunlight, and exposed electrical sources.
· Keep all containers closed and inspect container/seals for signs of deterioration or degradation. Secondary containment will be used where appropriate. 
· Keep all storage areas clean, closed (and locked if storing highly hazardous or costly chemicals), and free of excess materials.
· Any containers stored on the floor must have secondary containment. 
· Store flammable and reactive chemicals in approved flammable cabinets, away from any ignition source.
· If flammable and requiring refrigeration, use an explosion-proof refrigerator designated for chemical storage only. 
· Stored chemicals should be examined at least annually for expiration and signs of deterioration or degradation of container integrity. Some chemicals, such as ethers, are susceptible to oxidation and can form explosive peroxides. Consult the SDS as these chemicals should be examined more frequently.
· All refrigerators should be labeled properly with GHS pictograms and include signage for “No Food.”
· Flammable Chemicals 
· Flammable chemicals shall be stored in a flammable storage cabinet.
· Flammable gases shall be stored in vented cabinets.
· Do not place flammable storage cabinets near an egress route. 
· Flammable storage cabinets are normally not vented and if equipped with vent bungs these should remain in place. If venting is required, then venting shall be done in accordance with manufacturer’s recommendations. 
· Flammable solids shall be stored in a flammable storage cabinet that has been labeled "Flammable Solids”. 
· High-Value or Dual-Use Chemicals
· “Dual-Use Chemicals” are defined by the Organisation for the Prohibition of Chemical Weapons (OPCW) as chemicals that can be used for peaceful civilian and commercial purposes but can also be used in the creation of weapons or as weapons. 
· High-value and dual-use chemicals shall be stored in a separate, locked storage cabinet. 
· Labels should indicate the specific hazards of the contents and that the contents are "controlled." 
1. [bookmark: _Toc207001983]Transporting Chemicals
Transportation of hazardous chemicals and compressed gas cylinders within a facility may present risk to the safety of personnel and the environment. To minimize these risks, work areas should have special equipment that enable proper control of these materials including hand truck, carts, and secondary containers. 
· Assess chemicals prior to moving to ensure that they are in good condition, properly sealed, and labels are well attached.
· Hazardous chemicals being transported outside the laboratory or between stockrooms and laboratories must be in break-resistant secondary containers, placed in a suitable outside container or bucket, or in carts specifically designed for safe transportation.
· Personal protective equipment (PPE) should not be worn when transporting chemicals between floors, or outside a building. PPE may be left on when transporting materials between labs in the same corridor. Appropriate PPE may be transported alongside chemicals for further distances in case of spill where it would be worn to facilitate clean-up. 
· Compressed gas cylinders must always be strapped in a cylinder cart with the valve protected by a cylinder cap.
· For packaging and transportation requirements outside of the facility, refer to Chemical Safety Officer.
[bookmark: _Toc207001984]Emergency Management and Incident Planning
The following provides general best practices but should be supplemented by specific laboratory information including SOPs for exposure and spills depending on chemicals used at facility and within each department. 
1. [bookmark: _Toc207001985]Exposure to Chemicals
Any injury or exposure should be reported to the Scientific Manager and/or the Chemical Safety Officer. Reference SDS in event of injury or exposure to chemical. Ensure workers know the location of emergency eyewash, safety shower, fire alarm pull-box, telephone, fire extinguisher, and spill control materials before beginning work.
In general, adhere to the following mitigations for accidental exposures: 
 Inhalation:
· Leave the area immediately and remove affected personnel if it is safe for you to do so. 
· Make others nearby aware of the emergency. 
· Close the area (e.g. room door, sash to hood, etc.). 
Skin or eye contact: 
· Flush exposed skin or irritated eyes with copious amounts of water or saline for at least 15 minutes. While flushing, or as soon as possible, call [Insert Facility Name]’s emergency line or have someone drive you to an Occupational Medicine Clinic or Emergency Clinic once sufficient flushing has taken place. 
· For small areas of skin contamination: Remove contaminated clothing; wash the skin thoroughly with water. 
· For large areas of skin contamination: Remove contaminated clothing; wash the area thoroughly in a safety shower; and call (or have someone else call) [Insert Facility Name]’s emergency line for assistance. 
· In the event of a major spill, evacuate the area and from a safe location call [Insert Facility Name]’s emergency line for emergency response. 
·  Ensure that all personnel receive a medical evaluation by [Insert Facility Name]’s emergency service when they exhibit signs or symptoms associated with chemical exposure or receive significant exposure from a chemical spill or leak. 
· Provide plumbed emergency eyewashes and safety showers in areas where a splash hazard to corrosives, formaldehyde, eye irritants, or chemicals that are toxic via skin and/or eye contact exist. Install shower/eyewashes in the immediate work area at a location that can be reached by a contaminated worker in an unimpeded path nearby. For especially hazardous chemicals, a risk assessment should be performed to ensure appropriate proximity of workspace to shower/eyewashes. 
Ingestion: 
· Call [Insert Facility Name]’s emergency line as soon as possible. 
· If spontaneous vomiting appears imminent or occurs, help the person keep a clear airway. 
· If victims are unconscious or cannot sit up, turn them on their side to help avoid possible aspiration of vomitus. 
· Never give liquid to a person showing signs of sleepiness or who may become unconscious. 
Injection: 
· Injections can occur from lacerations and punctures when handling sharps (needles, phlebotomy supplies) that are contaminated with chemicals. 
· First, stop the bleeding. Minor cuts and scrapes usually stop bleeding on their own. If they don't, apply gentle pressure with a clean cloth or bandage. 
· Rinse out the wound with clear water. Soap can irritate the wound. 
· Report to the Chemical Safety Officer or call [Insert Facility Name]’s emergency line. 

In all cases, it is important for personnel to identify the chemical involved to provide appropriate treatment. Provide the chemical name at a minimum, and SDS if possible, to emergency response personnel and health care professionals. 
1. [bookmark: _Toc207001986]Fire
In case of small fire, conduct fire containment procedures [Fire extinguisher protocol]. In case of large fire, activate the fire alarm pull station, and evacuate immediately. [Describe fire siren sound.] Judgment should be exercised in deciding whether to attempt to store or contain any hazardous materials prior to evacuation. Remove contaminated protective garments and gloves before leaving work area if possible. Go to designated evacuation meeting site [Insert specific place], conduct personnel accountability procedures or refer to [Fire Emergency Evacuation SOP]. 
 [Insert Facility Name]’s Chemical Safety or Fire Safety Officers inspects and services fire extinguishers and evaluates work areas for the proper type and placement of fire extinguishers. If additional extinguishers are needed for an area or if special extinguishers are needed for materials such as combustible metals, contact [Insert Facility Name]’s Chemical Safety or Fire Safety Officers for information concerning recommendations and requirements. Individuals who are expected to use a fire extinguisher as part of their job duties are required to attend fire extinguisher training on an annual basis.
Drills and exercises are used in the planning and preparation stages to test the responses to simulated incidents or emergencies.  They identify gaps and other improvement opportunities.  Plans are reviewed and updated at least annually incorporating the information garnered through drills and incident reports and investigations.  Plans take into consideration the steps between event occurrence and identification and reporting.  A standard notification chain should exist to facilitate reporting.  Incident report forms are available to provide an opportunity for investigation, root cause analysis, corrective action, and process improvement.
1. [bookmark: _Toc207001987]Chemical Spills
Control and cleanup small spills using Spill Kits and procedures (e.g., seal drains). Spill kits contain [specify contents] and are located [specify location]. You can consider cleaning up a small chemical spill when the following conditions are present: 
· The spill is less than a liter (or less depending on hazards associated with specific chemicals). 
· You have been trained and approved to do spill cleanup by your supervisor. 
· There is no potential for release to the environment. Note: Care must be taken to avoid spreading or tracking chemical contamination to other areas. 
· There are no personal injuries resulting from the spill. 
· You know the chemical, its hazards, and the correct cleanup procedures. 
· You have the proper spill cleanup materials and PPE to protect yourself during the cleanup. This may be different PPE than what you wear to work with the chemical. 
When a spill exceeds your ability to safely and effectively clean up the spill: 
· Notify other personnel in the immediate area and have everyone leave the workspace or immediate area. 
· Close the door. Stay close by and control access. Post warning on entrance such as “Spill—Do Not Enter”. 
· Call (or have someone call) [Insert Facility Name]’s emergency line for assistance. 
· Keep spill cleanup kits in your work area. There are different types for acids, bases and solvents. These are commercially available. Absorbents and other materials need to be “inert” to the spilled material. Combustible materials such as sawdust and paper towels are generally inappropriate substitutes for the materials contained in spill kits. 
· For mixed (i.e., biological and chemical) spills, call [Insert Facility Name]’s emergency line and contact Scientific Manager and/or Chemical Safety Officer.
· Ensure waste materials are properly contained and labeled and are placed in an approved accumulation area. 
1. [bookmark: _Toc207001988]Emergency Response Training 
Drills and exercises, annually or specify required time, should be used in the planning and preparation stages to test the responses to simulated incidents or emergencies. [Provide additional details about your Emergency and Incident Planning process below, or write supporting SOP to be referenced]
· Determine the signal for emergency operations.
· Identify high-risk or dual-use chemicals.
· Identify high-risk areas (workspaces, storage areas, facilities).
· Identify at-risk personnel and populations.
· Identify responsible personnel and their associated roles and responsibilities during an emergency or incident response.  Identify an Incident Commander to ensure a smooth transition from normal operations to emergency operations.  Members of an incident response team can include Security personnel, Chemical Safety Officer, Safety personnel, Facility Director, Facilities personnel, Occupational Health, local first responders, and other individuals as needed.  [List your Incident Commander and response team by titles here].
· Identify agreements necessary to coordinate with local emergency, fire, and first response entities.
· Identify local or national regulations that might impact response to an incident or emergency.
· Locate emergency first aid kits and other tools such as spill kits, personal protective equipment.
· Determine the signal to return to normal operations.

[bookmark: _Toc207001989]Personnel Management
1. [bookmark: _Toc207001990]Personnel Access
The purpose of the access determination process is to outline the security, medical, and training requirements for an individual to gain authorized access to chemical work area(s) at [Insert Facility Name] and to ensure the safety and security of the facility’s operations and assets.  Prior to granting an individual access to the work area, an assessment should be made to determine whether that person has demonstrated a need, met the minimum requirements, and received authorization for access.  Through this process, personnel must successfully obtain the necessary clearances and approvals prior to being granted access.   [Provide additional details about your access determination process below, or list supporting SOP(s) to be referenced].  
· Describe the process for enrolling personnel in the access control system
· Describe the process for removing personnel from the access control system
· How is tailgating prohibited to ensure everyone presents their own unique identifier for access?
· Describe visitor control and escorting procedures (Is there an approval process? Do visitors have designated parking?  Are visitor logs used?)
· Describe the features of facility badges:
· Are there different types of badges (e.g., personnel, visitor, temporary)?
· Do they have electronic access control (e.g., proximity, magnetic stripe)?
· How long are badges valid?
· When/where must badges be worn (e.g., administrative areas, chemical work areas)?
· Who authorizes access for the facility (and each work area) and on what basis?
· Who signs access determination forms and grants access (e.g., Scientific Manager/Director, Security Manager, Chemical Safety Officer)?
· What are the access requirements for each secured area (e.g., training, medical, security)?
· What level of competency in security and safety procedures must individuals demonstrate prior to being granted unescorted access?  How are access requirements verified?
· How are unapproved individuals allowed to conduct routine non-chemical work (cleaning, maintenance, repairs)?  Are they escorted and always monitored?
· How is access granted to accommodate long-term versus short-term visitors (academics, contractors, students, research fellows, visiting scientists, facility visitors, trade professionals, delivery personnel)?

1. [bookmark: _Toc207001991]Training Program
All [Insert Facility Name]’s personnel shall receive safety training prior to starting work where hazardous chemicals are present and before assignments involving new exposure situations. The training program shall include, at the minimum, the following elements: 
· Location of Safety Data Sheets (SDSs) for all chemicals and how to use them.
· Explanation of permissible exposure limits for chemicals.
· Overview of methods to recognize and evaluate hazards and methods to prevent and control exposure
· Use, function, and selection of personal protective equipment.
· Emergency procedures for fire, injury, exposure and chemical spills.
· Waste disposal procedures at [Insert Facility Name].
· Location and content of Chemical Hygiene Plan.
Training records shall be maintained for [specify period] in [specify location/responsible entity]
1. [bookmark: _Toc207001992]Medical Evaluation for Exposure
Medical consultations and examinations related to personnel exposure should be provided by the [Occupational Medicine Clinic or specify location where medical support is available] to any personnel exposed during work duties; when a person develops a sign or symptom of exposure to a hazardous material; or when an uncontrolled event such as a spill, leak, or explosion takes place in which there is a likelihood of personnel exposure. 
The [Occupational Medicine Clinic or specify location where medical support is available] may also be consulted by women who are pregnant or anyone (male or female) with concerns regarding reproduction. Medical surveillance may be requested when there is a possibility of exposure above recommended limits. Forms or documentation of assessments or examinations should be included in personnel files and protected as private information.
[bookmark: _Toc207001993]Hazardous Waste Management
Laboratory personnel are responsible for properly accumulating, labeling, storing, and disposing of hazardous waste that is generated during their work activities. Waste generation should be kept to a minimum. [Refer to the [Insert Facility Name] Waste Handling and Disposal Program Plan for additional details, including disposal of full hazardous waste containers.]
1. [bookmark: _Toc207001994]General Waste Management Policies 
Do not dispose of hazardous chemicals or solutions containing hazardous chemicals in any sink or floor drain.
· Hazardous waste chemicals include contained gases, liquids, and solids that are toxic, ignitable, corrosive, and/or reactive, heavy and precious metals including arsenic, barium, cadmium, chromium, lead, mercury, selenium, and silver.
· All chemical waste must always be under "control" of the laboratory and must not be stored in general traffic locations such as halls or other areas with public access.
· Do not dispose of any hazardous materials as “general waste” to go to the landfill.
· Avoid placing paper, stir bars, and other solid debris in liquid waste containers.
· Accumulate waste in appropriate containers.
· Avoid mixing hazard classes whenever possible. Segregate waste by specific hazard class:
· Halogenated solvents (flammable)
· Non-halogenated solvents (flammable)
· Organic acids (corrosive)
· Inorganic acids (corrosive)
· Bases (corrosive)
· Metals
· Cyanides and sulfides
· Maintain a log of all constituents (name, quantity, concentration) placed with the waste container.
1. [bookmark: _Toc207001995]Satellite Accumulation Areas
Locations within the facility near the point of generation, where waste is initially accumulated and is under the control of the generator. These could include collection containers within chemical fume hoods or elsewhere in the facility. The following is guidance for waste collected at Satellite Accumulation Areas and should be modified to reflect national and facility policies related to waste management. [Refer to the [Insert Facility Name] Waste Handling and Disposal Program Plan for additional details, including disposal of full hazardous waste containers.]
General Guidance:
· Containers must be in good condition, with the proper seal or lid.
· Provide secondary containment whenever possible.
· The waste placed in the container must be compatible with the container.
· Mixed waste streams must be of compatible materials.
· Containers must be clearly and legibly labeled “Hazardous Waste”, with the chemical name (no abbreviations or chemical formulas) and quantity (percentage) of the contents listed, including water. The label must be firmly attached to the container. GHS pictograms on labels are recommended (See Figure 2). 
· Containers must be placed next to or near the process that generates the waste.
· Containers must be kept always closed except when adding or removing waste. Do not leave a funnel in the hazardous waste container. Be aware that in some cases hazardous wastes may generate pressures due to gas evolution or heat of mixing.  In this case do not close lid tightly on waste container but allow system to depressurize before closing lid and then check periodically to ensure that no pressure build up has occurred. 
· Waste and waste containers must be segregated by hazard class.
· Removal of a container within 72 hours after it becomes full or is no longer needed.
· All satellite accumulation areas must be under the control of the operator of the process generating waste.
· Containers and area must be inspected at least weekly for leakage.
[bookmark: _Toc207001996]References
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