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Standard Operating Procedure (SOP) – Lab Equipment Maintenance Checklist
Dr. Reinhold Penner

Dr. Andrea Fleig

Queen’s Medical Center (QMC)

Queen’s Center for Biomedical Research (QCBR)

1. Purpose
This SOP is a checklist for the maintenance of the lab equipment.  For a more detailed procedure, see the specific equipment manual or SOP.
2. Scope
This SOP will be used by the person(s) responsible for maintaining the lab equipment.
3. Definitions

4. Procedure

1. Follow the schedule below for regular maintenance of the lab equipment.

2. Fill out the maintenance log next to the equipment OR place a piece of tape on the equipment labeled with 1) the date, 2) maintenance action performed, and 3) your initials.

Once a week

· Replenish the water in the incubators 

· If the water on the bottom of the incubators appears depleted, refill using autoclaved Milli-Q water.

· Calibrate pH meters.
· Test the eye wash stations and showers.  
· Let the water run for several seconds. 
· Date and initial the log.
Every two (2) weeks

· Replace carbon dioxide (CO2) gas cylinders. (See SOP #M2)
· Date and initial the log.
· Sanitize the Milli-Q water system. (Service light with message will flash.)
Once a month

· Order liquid nitrogen (Air-Gas) to refill the tank. 
· Use the wooden stick next to the tank to check the current level.
· Date and initial the log.
· Clean and calibrate the osmometers.
· Clean the pH meter electrodes.
Every 6 months

· Maintenance of walk-in refrigerator. (Biomed schedules)

· Clean the incubators.
· Clean the water bath.

Once a year

· Defrost freezers. 

· Move the entire contents to another freezer and call Maintenance to bring the freezer down to the shop.

· Clean refrigerators.

· Exchange the Millipore Pre-Treatment Pack and tank filter. (Service light with message will flash.)
· Calibrate the pipettors (Lab manager schedules)

· Certification of the fume hoods and biosafety cabinets (Lab manager schedules)
As needed / when indicated
· Miele dishwasher -- Reactivate water softener when indicator light comes on.
5.  Location of…
Manuals are normally kept in the vicinity of the equipment or on the bookshelves in the lab.

