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1. Purpose
LCMS recognizes that safety is a very important element when working in a laboratory environment.  This SOP describes the procedure for the safe laboratory practices that must be followed at all times.

2. Scope
Every person performing work in the laboratory (including visitors, interns, volunteers, etc.) will use this SOP.

3. Procedure

1. Eye protection, lab coat and gloves must be worn when doing chemical, cell culture or mouse dissection work. Wearing contact lenses is not recommended.

2. Closed-toed shoes and long pants or skirts (that are below the knees) are appropriate laboratory attire. Shorts, slippers, sandals, or bare feet are not allowed in the laboratory areas.

3. Long loose hair, sleeves and jewelry must be tied back or secured to prevent being caught or dragged.

4. Eating, drinking, smoking and applying make-up in the laboratory is not permitted at any time.

5. Mouth pipetting is not permitted.

6. Each individual is responsible for knowing the associated hazards of working with chemicals and equipment and how to handle them accordingly.

7. Each individual is responsible for cleaning their workspace (chemistry bench, hood, e. phys. set-up) at the conclusion of their work in the respective area.

· Spills and glassware breakage must be dealt with immediately.

· Do not leave pipet tips, pipets, kimwipes, paper towels, tubes, sharps and other wastes at any workstation.

· Discard samples as soon as you are finished with them. Do not leave unnecessary samples such as internal/external medium, petri dishes, cell chambers, tubes etc. at the benches, hood, e-phys stations or in the refrigerators.

8. Each individual is responsible for properly storing chemicals and cell lines. Always follow storage recommendations provided by the chemical vendors. All chemicals must be labeled with a ‘received’ and an ‘opened’ date. All solution bottles must be clearly labeled with the name of solution, your initials, the date, pH and osmolarity. All tissue culture flasks must be clearly labeled with the name of the cell line, your initials and the date.

9. Each individual performing animal work is responsible for properly storing all anesthesia drugs as recommended by vendors. All expiration dates on anesthesia drugs are noted and new drugs are ordered 2 weeks prior to expiration dates (please notify Mahealani Monteilh-Zoller to order). All expired anesthesia drugs must be discarded according to MSDS recommendations.

10. Each individual performing animal work is responsible for identifying their animal of interest. Each individual must use the animal species/strain names and principle investigator’s name when requesting animal delivery from LAS.

11. Each individual performing animal work is responsible for maintaining animal work areas and animal equipment (anesthesia machine and chamber, glassware, dissection tools and animal cages) in a clean and sanitary condition.

· Animal work areas, glassware, anesthesia chamber and animal cages must be disinfected with 10% bleach solution after the completion of procedures.

· Animal surgery tools must be disinfected with 10% bleach solution and autoclaved after the completion of procedures.

12. Make sure bottles are kept tightly capped, unless being heated.

13. Each chemical must be accompanied by its Material Safety Data Sheet (MSDS). All MSDS’s are alphabetically filed and located in the molecular biology area on the shelf and also on-line.

14. If working with a hazardous agent, the work must be performed in the fume hood. Please follow the Waste Disposal procedures (SOP: G3) for hazardous waste disposal.

15. Each individual is responsible for properly disposing of wastes. Please follow the Waste Disposal procedures (SOP: G3).

16. Unauthorized work is prohibited. This includes performing procedures that have not been authorized by the Principle Investigator.
17. Each individual who accepts a mentoring role must adequately train and provide supervision while their intern is performing benchwork. 
18. Always wash your hands before you leave the lab.

19. Be sure that all pH meters, hot plates, stirrers, water baths, hoods, e-phys stations and gas outlets are off before you leave. Also if obtaining cells, ensure that the incubator doors are securely closed when you leave the tissue culture room.

20. Lab wear (lab coats and gloves) are not allowed in the lunchroom.

21. Children are not allowed on the 8th floor (even during non-business hours).

22. Never give your laboratory access code to anyone (including other employees).


