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LABORATORY STANDARD OPERATING PROCEDURE TEMPLATE
 
	CONTACT INFORMATION



	Principal Investigator (P.I.)
	[Lab Supervisor, or responsible individual]

	Laboratory Location 
	[Building and room number of main laboratory]

	Additional Research Spaces
	[Building(s) and room number(s) of shared spaces such as where freezers, tissue culture hood, imaging, equipment, large centrifuges, microscopes, autoclave, ddH2O source, etc. are located]

	Establishment/Revision Date
	[Specify version and date of revision(s)]

	P.I. Phone Number
	[Specify]

	P.I. Email
	[Specify]

	List current laboratory personnel below 

	Name 
	[Specify]

	Phone 
	[Specify]

	Email
	[Specify]

	Name 
	[Specify]

	Phone 
	[Specify]

	Email
	[Specify]

	Name 
	[Specify]

	Phone 
	[Specify]

	Email
	[Specify]

	Name 
	[Specify]

	Phone 
	[Specify]

	Email
	[Specify]

	Name 
	[Specify]

	Phone 
	[Specify]

	Email
	[Specify]

	LABORATORY PROCEDURES 

	#1
	HAZARDOUS BIOLOGICAL AGENTS:

	[List all RG-2 and/or above agents declared in the IBC/IACUC protocol(s), including rDNA if applicable]

	#2
	LABORATORY STANDARD OPERATING PROCEDURE (SOP) OVERVIEW:  

	[Briefly describe the Bio Safety Level, general precautions specific to the agents described in item 1 above and the significance of adhering to these standard operating procedures.]

	#3
	LABORATORY ACCESS: (DO NOT EDIT) 

	Access to the laboratory is strictly limited to authorized personnel who have completed all required safety training courses and have been granted approval by the Principal Investigator (PI) or the Laboratory supervisor. Authorized individuals must adhere to established entry protocols, including wearing appropriate personal protective equipment (PPE), and following all safety guidelines. Unauthorized entry is prohibited to ensure the integrity of research activities and maintain a safe working environment for all personnel. [Add any statements applicable to your laboratory here]


	#4
	LABORATORY ATTIRE: (DO NOT EDIT)

	All laboratory personnel must wear appropriate attire to minimize exposure to hazardous materials and ensure personal safety. This includes a fully fastened lab coat, long pants that cover the legs, and closed-toe shoes. Loose clothing, dangling jewelry, and accessories that may pose a safety risk are prohibited. Long hair must be tied back securely and approved personal protective equipment (PPE) such as safety goggles, gloves, and face shields must be worn as required by specific tasks or biological/chemical hazards. Compliance with these attire requirements is mandatory at all times while in the laboratory. [Add any statements applicable to the specific biological agents and projects associated with the IBC protocol]

	#5
	STANDARD CLEANING PROCEDURES:

	[Describe cleaning procedures, reagents used, and schedules for all laboratory items involved in research: include bench tops, shared spaces, equipment such as incubators, thawing/cleaning of refrigerators, centrifuges, and glassware as well as any other recycled items such as gel boxes, etc.] 

	#6
	LABORATORY HYGIENE: (DO NOT EDIT)

	Laboratory personnel must maintain high standards of hygiene and follow infection control practices to prevent contamination and ensure a safe working environment. Hands should be thoroughly washed with soap and water before starting work, after handling any hazardous or chemical/biological materials, and before leaving the laboratory. Eating, drinking, chewing gum, applying cosmetics, and storing food or beverages in the lab are strictly prohibited. Work areas must be kept clean and organized, and spills should be cleaned promptly using approved disinfectants and procedures. All biological waste must be disposed of in designated biohazard containers, and reusable equipment should be properly decontaminated after use. Personnel must avoid touching their face, mouth, or eyes while working and wear appropriate PPE, including gloves and face/eye protection, when handling infectious agents. These practices are essential to minimize exposure risks and maintain the integrity of laboratory operations. [Add any statements applicable to the specific biological agents and projects associated with the IBC protocol]

	#7
	CONDUCT & BEHAVIOR:

	[List acceptable and unacceptable behavior standards, adherence to research misconduct guidelines, allowance of music, phone usage, video recording, personal computers, laboratory computers, discourage horseplay. Describe procedures to prevent accidents/equipment failures, acceptance of deliveries/orders, scheduling of equipment use, rules practices involved in borrowing equipment/supplies, and how to manage shared laboratory space.] 

	#8
	EXPERIMENTS: 

	[Outline expectations for following research protocols, location of protocols and other essential laboratory documents such as IBC/IACUC protocols, strain/construct documentation, etc.  List and briefly describe techniques commonly employed in the laboratory, and associated equipment, tools, samples, and reagents; outline hazards and safety measures to be taken for each.  Describe documentation expectations, proper labeling practices of samples, tubes, chemicals, acceptable photography, record keeping, etc.]  

	#9
	LABORATORY WASTE: (DO NOT EDIT)

	All laboratory personnel are responsible for the proper segregation, handling, and disposal of laboratory waste to ensure safety and regulatory compliance. Waste must be classified according to type such as chemical, biological, radiological, sharps, broken glassware, and general waste and placed in designated, clearly labeled containers. Biohazardous materials must be disposed of in approved biohazard bags or containers and autoclaved when required. Chemical waste should never be poured down drains and must be collected in appropriate, labeled containers for hazardous waste disposal. Sharps, including needles, must be placed in puncture-resistant sharps containers. Broken glassware must never be discarded in regular trash; instead, it should be placed in a designated, rigid container labeled “Broken Glass” to prevent injury. Personnel must never mix incompatible waste and should follow all disposal procedures and institutional guidelines. Proper waste management is essential to prevent contamination, environmental hazards, and workplace injuries. Email waste@utrgv.edu for waste management questions or concerns. [Add any statements applicable to the specific biological agents and projects associated with the IBC protocol]

	#10
	WORKSPACES & LABORATORY MAINTENANCE:

	[Describe workspace allocation, use of reagents, preparation of aliquots for personal use vs. shared stocks and equipment, use of workspaces, chemicals, materials, samples, etc.  Shared cleaning, sterilizing, reagent preparation, ordering procedures and assignments, etc]

	#11
	RECORD KEEPING:

	[Identify the expected process for documenting experiments, who to contact for guidance on proper documentation practices, where to store lab notebook/manual, allowance of photocopies, distinction of raw vs. processed data, etc.]

	#12
	FIRE HAZARD AWARENESS: (DO NOT EDIT)

	Laboratory personnel must remain vigilant about fire hazards and take proactive measures to prevent incidents. Flammable chemicals, solvents, and gases should be stored in approved, clearly labeled containers and kept in designated flammable storage cabinets away from ignition sources. Open flames, heating devices, and electrical equipment must be used only when necessary and under strict supervision. When performing live flame sterilization on an open bench, personnel must ensure the area is clear of flammable materials, work in a well-ventilated space, and never leave flames unattended. If possible, disposable sterile inoculating loops and cell spreaders should be substituted for flame sterilization to eliminate the need for open flames. Fire extinguishers, safety showers, and emergency exits must always remain unobstructed and accessible, and personnel should know the location and proper use of fire safety equipment. Combustible materials should be minimized in work areas, and all procedures involving heat or flammable substances must follow established safety protocols. Immediate reporting of damaged electrical cords, malfunctioning equipment, or unsafe conditions is essential to maintain a fire-safe laboratory environment. Email EHSRM@utrgv.edu for fire related questions or concerns. 
[For laboratories using live flames for sterility please describe their safe use, potential hazards, and conditions of use here – if applicable.] 

	EQUIPMENT

	#13
	AUTOCLAVE: (DO NOT EDIT)

	Each autoclave should have a person responsible and their contact information available in view and reach of the autoclave.  Before using an autoclave, contact the person responsible and arrange for an orientation to become familiar with any unique features, cycles available or operational expectations, such as scheduling or communicating issues.  
Personnel operating any autoclave must always avoid burn injuries.  Only handle autoclaved items and any internal autoclave components with heat protective PPE, such as heat protective gloves.  Any transport containers or carts that are placed in the autoclave must be made of autoclavable materials. All loads must have a temperature indicator to ensure the cycle reached the required temperature.  When autoclaving agar plates or other materials that will convert to liquid when heated, place absorptive pads or materials at the bottom of the container to avoid liquid spills when removing the load. When autoclaving liquids, use autoclavable plastic containers or glass bottles.  Do not overfill containers (stay at or below 75% capacity) and ensure caps are loosely secured to prevent pressure build-up.  Bulk autoclaves will have a wand that must be placed in a partially filled water bottle to complete the cycle.  Be familiar with the autoclave requirements prior to starting a cycle. Any hazardous waste or items leaving the ABSL-3, additionally require a bio-indicator to confirm the load was properly sterilized before the waste leaves the room.
[Add any statements applicable to autoclave location, acceptable use, programs to be used for dry vs. wet sterilization, how to sign up, training to be taken to use it, whom to contact in the event of questions or problems etc.]

	#14
	CENTRIFUGES:

	[Appropriate usage, hazards associated, formation of aerosols, balancing loads, max volumes, different types of centrifuges and applications, training associated with use of high-speed and ultracentrifuges – if applicable]

	#15
	SAFETY CABINETS:

	[Describe appropriate use of safety cabinets, define the distinction between chemical safety hoods, laminar flow hoods, Class I through III cabinets, effective use, maintenance and operations, any hazards associated, and note any items that should not be used or stored in the chemical fume hood, as applies to circumstances.] 

	#16
	INCUBATORS & WATER BATHS:

	[Identify the location of incubator(s) used to propagate biological agents, outline best practices involved in their use, temperature and alarm management, use of thermometers and in proper temperature maintenance, who to contact in the event of questions, concerns.]

	#17
	MICROPIPETTORS:

	[Describe appropriate use of micropipettors, precautions and safeguards in their use, maintenance and best practices to preserve calibration and maintain sterility.] 

	#18
	MICROSCOPES:

	[Describe types of microscopes (light, electron, atomic force, confocal, fluorescent, etc) and locations used in the laboratory and/or in shared facilities, proper use of the equipment, cleaning, and maintenance procedures.  Briefly outline samples preparation, storage and disposal of slides/specimens – as applicable.]

	#19
	REFRIGERATORS/FREEZERS/LIQUID NITROGEN:

	[Define proper utilization of refrigerators/freezers, organization, storage of reagents, freezer boxes, samples, specimens, etc., address temperature fluctuations associated with opening the equipment, and describe defrosting procedures. If any samples are stored in low-temperature freezers Liquid Nitrogen (LN), describe the training required, the responsibility and hazards associated with deep cold and/or LN storage and handling, as well as protocols for specimen harvest.  Describe any safety procedures and who is allowed to access LN/deep frozen stocks, or any associated training/responsible person.]

	#20
	WEIGHING STATION & pH METERS:

	[Describe maintenance and operations including use, cleaning, calibration, and taring of laboratory balances and pH meters, any potential hazards involved when weighing/pHing reagents in this laboratory, and who to contact for further guidance.]

	#21
	ADDITIONAL EQUIPMENT:

	[Describe maintenance and operations of equipment in your laboratory relevant to safety and operations the user should be aware of]

	#22
	SHARED FACILITIES:

	[Describe all the shared equipment accessed or used in experimentation located in the shared facilities listed above under “Additional Research Spaces” and any safety and or operational precautions associated with the equipment (if not mentioned above).]

	SAFETY

	#23
	EMERGENCIES:

	[Identify location of emergency exits, contact lists, evacuation protocols, how to share information with emergency personnel, location of extinguishers, fire blanket, spill kit, Material Safety Data Sheets, emergency eyewash and shower, first aid kit, emergency procedure placards, and PPEs.]

	#24
	HAZARDOUS CHEMICALS:

	[Identify hazardous chemicals employed in the laboratory, hazards they cause, precautions to be taken in handling them, their storage location, and purpose in experimentation.]

	#25
	SPECIAL HAZARDS: 

	

	Identify any special hazards that have not been identified in a previous section such as electrical hazards, mechanical hazards, compressed gasses, extreme heat, etc. and the precautions that will be taken to mitigate the hazard.

	#26
	SIGNATURE PAGE 

	[This page must be retained by the PI for all individuals working in their laboratory. This page attests to each individual’s awareness of all items addressed in this document and that they are willing and able to adhere to all elements outlined in this document.]

I, ______________________ (insert name) and _____________________ (UTRGV ID number) have read, understand, had the opportunity to address any concerns and or questions associated with SOPs with ___________________________ (insert name of PI). Furthermore, I agree to abide by these SOPs as long as I am granted access to this laboratory. I assume complete responsibility for my actions and their associated consequences. I acknowledge the risks involved in laboratory activities and accept responsibility for any accidents or resulting harm.

Signature:_______________________________	Date:________________

_____(Initials) I have been made aware of emergency signage with relevant contact information
(At the discretion of the PI the following my be added) 
_____(Initials) I consent to my emergency contact information to be available to everyone working in this lab for emergency purposes only. 


Emergency Contact Information

Home Address:
Street:
City/Zip:
Home Phone:
Cell Phone:
E-mail Address:
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