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Suggested Outline for Your

Laboratory-Specific Chemical Care and Handling Plan 

Procedures and protocols for each individual laboratory or group of laboratories should be
developed to handle potential emergency situations.  Standard operating procedures (SOP) for
using specific chemicals or apparatus that could cause injury should also be developed.  This
appendix will provide guidance as to what procedures or protocols should be developed and what
information should be contained within the procedures or protocols.  The SOPs or protocols should
be brief and to the point.  If it is too lengthy, it will not be read.  Example: procedures and protocols
provided in this appendix can be modified specifically for your facility or used directly as written.

I. Safety procedures and protocols

A. Notification protocol

1. This procedure should include:

a. names of all personnel to be notified in the event of an emergency.
b. how these people are to be notified (i.e., telephone, loud speaker,

etc.)
c. a list of all of areas in the building for which you are responsible. 
d. a system for notifying people who might be in remote locations in

the building (i.e., cold rooms, environmental chambers, darkrooms,
etc.) in the event that the entire building is being evacuated.

e. information on the types of signs that should be posted.
f. where they will be posted in the event there is an emergency in a

particular area and to keep people from returning to the area. 

2. Refer to the notification procedure example given at the end of this
Appendix.

B. Chemical spill clean-up procedure

1. This procedure should include:

a. a detailed description of the storage location and the contents of
your labs chemical spill clean-up kit.  

b. instructions on the clean-up and disposal of any type of chemical
spill that might occur in the lab. 

c. instructions of what to do when a spill is beyond the capabilities of
the laboratory personnel.

2. Refer to the chemical spill procedure and chemical spill clean-up kit
examples given at the end of this Appendix.
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C. Personal protective equipment (PPE) safety

1. This procedure should include:

a. the specific types of PPE that should be utilized for each group of
chemicals in the laboratory.

b. the specific types of PPE that should be utilized for individual
chemicals that are being used in bulk or that have particularly
hazardous properties.

c. proper use, cleaning and decontamination of PPE.
d. proper storage of the PPE.
e. inspecting PPE.
f. procuring new PPE.

2. Refer to the eye wear procedure example given at the end of this Appendix.

D. Fume hood use

1. This protocol should include:

a. the type(s) of fume hoods present in the laboratory
b. proper use of the hood(s).
c. materials that are acceptable for use within the hood(s).
d. acceptable and unacceptable operations that may be performed in

the hood. 
e. specific, step by step procedures for the use of perchloric acid hoods

and wash down systems.

2. Refer to the chemical fume hood operating procedure example given at the
end of this Appendix.

E. Fire Procedures

1. This protocol should include:

a. what to do if you discover a fire.
b. what to do in the event of a fire alarm.
c. how and when to use a fire extinguisher.
d. how to exit the building from a given laboratory.

2. Refer to the portable fire extinguisher operating procedure and fire protocol
examples given at the end of this Appendix.

II. Personal injury procedures
A. Eye injury (eye wash station)
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1. This procedure should include:

a. where the eyewash is located.
b. how to use the eyewash.
c. emergency notifications.
d. first aid procedures.
e. reporting the incident.
f. special considerations concerning chemicals of extreme hazard.

2. Refer to the emergency eyewash standard operating procedure example
given at the end of this Appendix.

B. Skin injury (safety shower)

1. This procedure should include:

a. where the safety shower is located.
b. how to use the safety shower.
c. emergency notifications.
d. first aid procedures.
e. reporting the incident.
f. special considerations concerning chemicals of extreme hazard.

2. Refer to the safety shower standard operating procedure example given at
the end of this Appendix.

C. Respiratory injury

1. This procedure should include:

a. immediate actions to be taken (i.e., first aid).
b. emergency notifications.
c. procedures for medical transportation.
d. reporting the incident.
e. special considerations concerning chemicals of extreme hazard.

2. Refer to the respiratory injury procedure example given at the end of this
Appendix.

D. Ingestion of hazardous chemicals
1. This procedure should include:

a. immediate actions to be taken (i.e., first aid).
b. emergency notifications.
c. procedures for medical transportation.
d. reporting the incident.
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e. special considerations concerning chemicals of extreme hazard.

2. Refer to the ingestion procedure example given at the end of this Appendix.

III. Chemical storage plan 

A. The chemical storage plan should address classes of chemicals and specific,
high hazard chemicals used in the laboratory.  The storage plan should
include: 

1. storage locations of chemicals by group.
2. color coding on labels used to identify compatible storage.
3. alphabetizing chemicals within compatible groups.
4. protection of shelving and storage cabinets.
5. special storage considerations regarding high hazard chemicals.
6. storage location for chemical waste.

B. Refer to the chemical storage plan for laboratories example given at the end of this
Appendix.

IV. Chemical waste disposal

Refer to Appendix G 

V. Lab apparatus protocols and operating procedures

Make manufacturers equipment manuals available to employees.

VI. Particularly hazardous substances 

Information regarding the step by step procedures for handling particular hazardous
substances can be obtained from the manufacturer, the MSDS, or reference literature. 
The perchloric acid protocol given on the next page is provided as an example.

http://www.esd.uga.edu/chem/pub/APPEN-G.pdf
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WORK AREA NOTIFICATION PROTOCOL

In the event of an emergency that results in serious injury to laboratory staff, damage to
property, or serious disruption of laboratory operations, follow emergency notifications and
response, and initiate notification of laboratory personnel and management.  

Emergency Notifications:

                                                                                                                                                           
    principal researcher         office home

                                                                                                                                                           
    laboratory manager              office  home

                                                                                                                                                           
    department head                office  home

Notification of personnel outside the laboratory:

Post a sign on all entrance doors to the laboratory where the spill occurred indicating:

Do Not Enter - Hazardous Chemical Spill

For more information call                                                  at                                            
 your name                         phone #  you will be at

In the event of a building evacuation:

Notify all personnel in rooms                                                                                

of the evacuation on your w ay out.

Contact (                                             ) at (                             ) or (                              )

    principal researcher          office    home

Contact (                                              ) at (                             ) or (                               )

    laboratory manager                office     home
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HOW TO PROPERLY COMPLETE A CAUTION SIGN

          In order to bring greater uniformity to safety signs throughout the University and to
reduce clutter on laboratory doors and hallways, the University of Georgia provides all
laboratories with door caution signs. All standard safety warnings are concentrated on one 8.5 x
11 inch yellow and black caution placard.  These placards should be posted on all laboratory
entrances and in lab service areas where hazardous materials are used or stored.  Lab door
caution signs may be requested free of charge from ESD at 2-5801.

MARKING THE SIGN

    The caution signs will be laminated when received.  Use a fine point permanent marker, such
as a Sharpie, to mark hazards, degree of hazard, quantities, contact information, date posted,
etc.  When the information on the sign needs updating, use isopropyl alcohol to erase the old
information.  DO NOT destroy or dispose of the sign. These placards are meant to be reused.  If
the lab is to be closed, please return the sign to ESD for reissue to another lab.

HAZARDS SECTION

The Hazards section of the door caution sign is divided into Primary and Specific
Hazards and is used to indicate that a chemical hazard with a degree of hazard 1 through 4 (see
definitions below under the NFPA Diamond section) is present in the laboratory.  Each hazard
is listed by type (health, flammable, reactive or biohazard).  Place a dark check mark in the
appropriate box to the left of the hazard symbol to indicate that a hazard is present.  Next,
indicate the quantity of the hazard present by listing the approximate amount in the space
provided to the right of the hazard symbol.  An exact amount is not required and quantities
may be estimated. For example, acetone is used in the lab and is ordered in a 20 liter container. 
Acetone is a flammable hazard 3, so a check mark is placed in the box to the left of the
flammable symbol.  In the space to the right of the symbol place the quantity normally found in
the lab; i.e., 20 liters.

The degree of hazard for many commonly used lab chemicals can be found on the
manufacturer’s label, on the material safety data sheet (MSDS), in the manufacturer’s catalog or
at http://www.esd.uga.edu/lab/saftdata.pdf.  Each substance is rated on a scale of 0 (non-
hazardous) to 4 (extremely hazardous) for each category:

• Health Hazard - the danger or toxic effect of a substance if inhaled, ingested or
absorbed.

• Flammable Hazard - the tendency of the substance to burn.
• Reactive Hazard - the potential of a substance to explode or react violently with air,

water or other substances.

If your laboratory employs biohazard materials, the appropriate safety level must be
placed in the space provided to the right of the biohazard symbol.  Please call the biosafety
office at 2-0112 to have the biosafety level in your laboratory assessed.

• Biohazard - the biosafety level assigned by the biosafety officer/committee.
Check the box to the left of each Specific Hazard (contact, compressed gas cylinder,

http://www.esd.uga.edu/lab/saftdata.pdf
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air/water reactive or ultraviolet light) and indicate the quantity of the hazard present.
The contact hazard box would be checked if the substance presents a danger when
exposed to skin, eyes or mucous membranes.  If compressed gas cylinders are present,
check the box to the left and indicate the number of cylinders by product in the space to
the right of the hazard symbol. For example, three cylinders of carbon dioxide would be
written as CO 2 - 3.

If your laboratory employs radioisotopes, all radioisotopes listed on the laboratory
license must also be listed in the space entitled “Other Hazards” on the caution sign. 
Additionally, a rad sticker must be placed on the door sign in the space provided to the right
of the white hazard boxes.  Please call ESD at 542-5801 to obtain a rad sticker.

THE NFPA DIAMOND

The NFPA (National Fire Protection Association) diamond, located on the right hand
side of the door caution sign, is used to record the Degree of Hazard (0 - 4)of all hazardous
substances in the lab.  The diamond gives a quick visual determination of the highest level of
hazards present in a given laboratory.  The NFPA diamond is divided into four sections with
the following designations: 

Blue - Health rating
Red  - Flammability rating
Yellow - Reactivity rating
White - Special warnings such as air or water reactive substances.

Each of the first three sections should be filled in with a number from 0 to 4 to indicate
the highest level of hazard found in your lab.  For instance, if the most flammable substance in
your laboratory has an NFPA flammability rating of  3, a large 3 should be placed in the red box
of the NFPA diamond.  If the most reactive substance in your lab has a rating of 2, a large 2
should be placed in the yellow reactivity box.  Many reagent bottles labels contain NFPA
diamonds indicating the associated hazards.  In this instance, NFPA ratings are easily
determined.  If the ratings are not on the bottle, consult material safety data sheets (MSDS) or
NFPA rating charts to get the appropriate ratings.  Also, see
http://www.esd.uga.edu/lab/saftdata.pdf for NFPA listings of many chemicals commonly
found in the laboratory.  The level of hazard associated with each numerical rating is given
below:

Health (Blue) Flammability (Red) Reactivity (Yellow)
0 - Normal Material 0 - Will not burn 0 - Stable
1 - Slightly Hazardous 1 - Flash Point above 200 F 1 - Unstable if heated
2 - Hazardous 2 - FP between 100 & 200 F 2 - Violent change
3 - Extreme danger 3 - FP below 100 F 3 - Shock and heat may

detonate
4 - Deadly 4 - FP below 73 F 4 - May detonate

The white section or “Special Warnings” would contain the symbol A, W or OX indicating that
air or water reactive or oxidizing chemicals are present in the laboratory.

http://www.esd.uga.edu/lab/saftdata.pdf
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CONTACT INFORMATION

          In this section, list two people that may be contacted in case of an emergency in the
laboratory. The first name recorded should be that of the professor who is the primary
researcher for the laboratory. His/her department, office room number, office phone number
and home phone number should be recorded. A second name (usually the laboratory
supervisor) should be listed in the same manner in the event that the primary researcher cannot
be contacted during an emergency. The second person listed should be someone who regularly
works in the laboratory and can make responsible decisions in the event of an emergency. DO
NOT record the telephone number of ESD, UGA Police Department or 9-911 in this space.

DATE POSTED

Place the month followed by the year that the sign is posted to the right of this field. 
The placard and its contents should be reviewed annually. If any changes are made during the
year, the sign should be updated to indicate current laboratory conditions.  The date that the
sign was updated should be indicated in the date posted section by placing the corresponding
month followed by the year. 

All information contained on the caution sign is helpful to emergency personnel
responding to a reported fire, spill or injury in the lab.  An example of a caution sign that is
properly filled out is given below. If you have any questions concerning your caution sign,
please call ESD at 2-5801.
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