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[bookmark: _Toc494884471]Purpose
PROVIDE A PARAGRAPH OUTLINING THE EXPERIMENT DETAILS, INCLUDING SUMMARY OF PROCEDURE AND REASON FOR UNDERTAKING EXPERIMENT. 
[Purpose of Experiment Paragraph]

[bookmark: _Toc494884472]Emergency Shutdown Procedure
PROVIDE A PARAGRAPH OUTLINING THE POSSIBLE EMERGENCY CONDITIONS ARSING FROM THE EXPERIMENT AND ANY EQUIPMENT BEING USED. DETAIL THE NECEESARY STEPS TO SAFELY SHUTDOWN THE EXPERIMENT. ACEDEMIC SUPERVISOR, LABORATORY MANAGER AND DEPARTMENT SAFETY OFFICER SHOULD BE CONTACTED FOR ALL EMERGENCIES, EVEN IF THE ISSUE IS RESOLVED IMMEDIATELY. 
[POSSIBLE EMERGENCY CONDITION] – [STEPS TO SAFELY SHUT DOWN EXPERIMENT]
[POSSIBLE EMERGENCY CONDITION] – [STEPS TO SAFELY SHUT DOWN EXPERIMENT]

[bookmark: _Toc494884473]The DOs and DON’T’s
· DO: 
PROVIDE A CHECKLIST OF IMPORTANT THINGS SHOULD DO AND CHECK BEFORE STARTING THE EXPERIMENT OR OPERATING AN INSTRUMENT / EQUIPMENT.
FOR EQUIPMENT OR PLAN WHICH HAVE EMERGENCY ISOLATION CONTROLS /BUTTON :TEST AT THE INSTALLATION STAGE TO ENSURE IT IS OPERATIONAL AND DOCUMENT ON THE RISK ASSESSMENT. FREQUENTLY CHECK THE  EMERGENCY ISOLATION CONTROLS/BUTTON TO ENSURE IT IS STILL WORKING
· DON’T
PROVIDE A CHECKLIST OF IMPORTANT THINGS AND STEPS SHOULD NEVER DO WHEN CARRY OUT THE EXPERIMENT OR OPERATING AN INSTRUMENT / EQUIPMENT

[bookmark: _Toc494884474]Validity of Safe Work Instruction (SWI)
THIS SAFE WORK INSTRUCTION (SWI) IS ONLY VALID IF THE FOLLOWING CLAUSES ARE MAINTAINED. ENSURE A COPY OF THE SWI AND RA ARE EASILY ACCESSIBLE DURING EXPERIMENTS, PAPER COPIES LABELLED “UNCONTROLLED COPY’ ARE RECOMMENDED. 
· SWI are not valid until this document, and all referenced Risk Assessments (RA), has been approved and signed by BOTH a Supervising Academic and Laboratory Manager of the laboratory the experiment will be carried out. DO NOT PROCEED IF NOT SIGNED. 

· Only the Experiments detailed in this SWI may be undertaken. All Alterations (Including, but not limited to: chemicals, additives, experiment conditions and location) must be Authorised by BOTH the Supervising Academic and Laboratory Manager. 
· Decision on whether this document may be amended, or a separate SWI is required is at the discretion of the Supervising Academic and Laboratory Manager. 

· This SWI is only valid for use as a SWI by the Author for the exact experiment described. No other Person may use this SWI for either identical or similar experiments; unless a written exception is authorised by the Author, Supervising Academic AND Laboratory Manager. 

· Do not proceed if you have not completed the appropriate Laboratory Induction and Training for all procedures and equipment required for this experiment
· An induction to the lab must be completed with the Laboratory Manager 
· Training on all required equipment must be completed by the Instrument Custodian or designated trained personnel. who have been officially signed off as being trained. After training, the training record sheet must be countersigned by the trainee and trainer.

· Author declares they have read and understood ALL Safe Work Procedures, Risk Assessment, MSDS and Standard Operating Procedure related to the chemicals, instruments, and equipment related to the experiment described herein, and any of which specific to the laboratories where any part of the experiment will be conducted.  

[bookmark: _Toc494884475]Authorisation
For example: 
• Authorisation required to undertake technique/process or use equipment/machinery 
• Procedures and personnel that provide authorisation 
• Training/supervision required for task 
• Reference personnel
[bookmark: _Toc494884476]Hazards and Risk Summary associated with equipment/ machinery/ technique / process

For example: 
Hazardous chemicals/radiation/biological materials, sharps to be used, high voltage, swarf produced, speed of operation, possibility of infection/allergy
THIS SCETION SUMMARISES THE HAZARDS DESCRIBED IN DETAIL FROM EACH OF THE RISK ASSESSMENTS ASSOCIATED TO THIS EXPERIEMENT, INCLUDING EQUIPMENT. TRAINING MUST BE COMPLETED FOR ALL EQUIPMENT BEFORE STARTING EXPERIMENT. 

1. Chemicals: 
· [Name of the chemicals] –[Supplier names and product codes] - [Chemical Hazards eg Flam., Ox., Corr., toxic.; and Reactivity with other chemicals in procedure]

2. Gas
· [Name of the chemicals] – [Supplier names and product codes] - [Chemical Hazards eg Asphyxiant,  Flam., Ox., Corr., toxic.; and Reactivity with other chemicals in procedure]

3. Cryogenics : NOT TO BE DONE IF NOT TRAINED
· [Name of the chemicals] –[Supplier names and product codes] - [Chemical Hazards eg asphyxiant, cold burns, Reactivity and interaction with other chemicals in procedure]

4. Equipment: 
· [Name of equipment] – [ model and serial number]-[Summary of Hazards in RA eg Manual Handling , physical, pressure/explosion, Temperature, electrical, lasers, noise, personal interactions, biological chemical exposure and radiation]

[bookmark: _Toc494884477]Pre-Experiment Checks before Starting Procedure
1. Before work commences, ensure familiarity with general emergency procedures for the Laboratory, including the location of Spill Kits, local First Aider and the location of Emergency Procedures. For any emergency call security on 333.
2. Ensure the work area, are clean, clear, and Equipment required are operational.  
3. Inspect PPE to ensure that it is appropriate and in good condition. Safety glasses should be scratch free and good fitting, personal clothing should not be loose fitting and full-length trousers and enclosed footwear must be worn at all times in the laboratory.
4. Ensure all equipment and materials are available, are in appropriate locations and in good operating condition.
5. Ensure the chemical spill kit is readily available.
6. Ensure familiarity with the required Waste procedures, and location of appropriate waste containers within the lab. If not present, or insufficient for the experiment’s generated waste, collect more from Kim Phu, and label according to Laboratory Manager’s advice. 
[bookmark: _Toc494884478]Personal Protective Equipment
SAFETY GLASSES, PROTECTIVE SHOES (FULLY ENCLOSED) MUST BE WORN AT ALL TIMES IN THE LAB. IT IS AMANDATORY THAT A LAB COAT BE WORN AT ALL TIMES DURING TESTING.

1.  [Gloves] – [detail type of suitable gloves for chemicals. May require multiple for different chemicals]
2. [Inhalation protection] – [Requirements for face masks, or other breathing assistance]
3. [Skin protection] – [requirements for full face shields when working with strong acid, impermeable apron etc]
4. [Other Required PPE]

[bookmark: _Toc494884479]Environment for the Task
DESCRIBE THE ENVIRONMENT REQUIRED FOR UNDERTAKING THE EXPERIMENT. THIS IS TO INCLUDE LAB LOCATION, WHAT WORK MUST BE DONE WITHIN A FUME CUPBOARD, AND OTHER CONSIDERATIONS, INCLUDING REQUIREMENT FOR SUPERVISION. PERSON RESPONSIBLE FOR EXPERIMENT MUST BE LABELLED WITH THEIR NAME AND CONTACT NUMBER.

[Detailed description of the Required Environment for Experiment]


[bookmark: _Toc494884480]Experimental Procedure
PROVIDE A DETAILED STEP-BY-STEP PROCEDURE FOR THE EXPERIMENT, INCLUDING SAFE OPERATION OF EQUIPMENT AND CONTROL OF CHEMICAL REACTIONS. RELEVANT SECTIONS OF INSTRUMENT STANDARD OPERATING PROPCEDURES (SOP) SHOULD BE INCLUDED.   
[PROCEDURE: STEP 1]
[PROCEDURE: STEP 2]
ETC..
[bookmark: _Toc494884481]Clean-up procedure
For example: 
Swarf removal, decontamination of glassware, cleaning of benches, storage of used materials, carcass removal.
[bookmark: _Toc494884482]Spillage Management Procedure
PROVIDE A PARAGRAPH OUTLINING THE SPILL MANAGEMENT PROCEDURE ARSING FROM THE EXPERIMENT, AND DETAIL THE NECEESARY STEPS TO SAFELY CLEAN UP ANY SPILLS. 
FOR DANGEROUS GOOD CHEMICALS - EVACUATE THE LAB IMMEDIATELY AND REPORT THE SPILLAGE TO THE SUPERVISOR, LAB MANAGER, SAFETY OFFICER, CALL 333 FOR SECURITY OR USING RED EMERGENGY PHONE
IN THE CASE OF MINOR, MODERATE OR MAJOR SPILLS, THE LABORATORY IS TO BE IMMEDIATELY EVACUATED, LOCKED AND SIGNPOSTED TO PREVENT UNAUTHORISED ENTRY. DO NOT ATTEMPT THE CLEAN THE SPILL UNLESS YOU ARE TRAINED TO DO SO, INCLUDING THE USE OF BREATHING APPARATUS (BA). ACADEMIC SUPERVISORS, LABORATORY MANAGER AND THE DEPARTMENT SAFETY OFFICER MUST BE CONTACTACTED TO ASSIST WITH CLEAN UP. 
FOR SMALL SPILLAGE, LAB USERS CAN CLEAN UP THEMSELVES IF SAFE TO DO SO.
OHS HAZARD & INCIDENT REPORT MUST BE RAISED FOR ANY SIZE OF SPILLAGE.
[SPILL MANAGEMENT PROCEDURE] – [STEPS TO SAFELY SHUT DOWN EXPERIMENT for All possible Spills including PPE, adverse reactivity and evacution requirements]

[bookmark: _Toc494884483]Waste Disposal Procedure
WASTE, INCLUDING RINSE SOLUTIONS, MUST BE SEPARATED AS NECESSARY FOR DISPOSAL CONSIDERATIONS, AND SAFE STORAGE WITHIN THE LAB, UNTIL MONASH UNIVERSITY’S WASTE CONTRACTOR (CHEMSAL) COLLECTION FROM THE P2P HUB. ALL WASTE CONTAINERS REQUIRE PE PLASTIC CONTAINER, VENTED CAPS, APPROPRIATE LABELLING, INCLUDING DATE, DANGEROUS GOODS DIAMOND, AND SHOULD BE STORED IN APPROPRIATE STORAGE LOCATIONS, ¾ FULL BUT NOT FOR GREATER THAN 3 MONTHS. SPEICALTY WASTE SHOULD BE SEGREGATED TO AVOID POSSIBILITY OF WASTE REACTIVITY (INCLUDING WITH THE STORAGE CONTAINER MATERIAL), BASED ON MSDS AND LABORATORY MANAGER’S ADVICE. IN ADDITION, SPEICALITY WASTE MUST INCLUDE USER’S NAME AND DETAILS OF ALL CHEMICALS/WASTE STREAMS ADDED TO WASTE CONTAINERS. General Segregation options: Aqueous (acid); Aqueous (Alkaline), Hydrocarbons, Halogenated Hydrocarbons, Mercuric/high toxicity, Biological/Biohazard,  
[Chemical / waste stream] – [waste container to be used] 
[Chemical / waste stream] – [waste container to be used] 

[bookmark: _Toc494884484]After Hours Procedure
· FOR AFTER HOURS ACCESS, THE CHEMICAL ENGINEERING DEPARTMENT POLICY SHOULD BE ADHERED TO. 
· THE STUDENT/STAFF MEMBER’S SUPERVISOR, THE SAFETY OFFICER AND THE LABORATORY MANAGER MUST GRANT PERMISSIONS FOR AFTER HOURS WORK BEFORE STARTING. 
· AN “AFTER HOURS LABORATORY ACCESS “GOOGLE FORM MUST BE COMPLETED BY THE STUDENT /STAFF MEMBER. THE FORM WILL NEED TO BE: 
1. FORWARDED BY EMAIL TO THEIR SUPERVISOR 
2. THE SUPERVISOR WILL NEED TO APRROVE OF THE AFTER HOURS WORK 
3. IF APPROVED, THE SUPERVISOR WILL THEN FORWARD THE FORM TO KIM AND TRACY
4. KIM OR TRACY WILL THEN FORWARD THE FORM TO SECURITY.
· EXPERIMENTS WHICH ARE UNSUITABLE TO BE PERFORMED AFTER HOURS WILL NOT BE GRANTED PERMISSION. 
· IF A PARTICULAR EXPERIMENT IS LEFT UNATTENDED, MAKE SURE THE “PERMIT TO RUN APPARATUS OUTSIDE NORMAL WORKING HOURS” FORM HAS BEEN FILLED AND APPROVED BY THE SAFETY OFFICER PRIOR TO THE EXPERIMENT
 AFTER HOURS: BEFORE 8:00AM AND AFTER 6:00PM, WEEKENDS AND PUBLIC HOLIDAYS

[bookmark: _Toc494884485]Maintenance and service 
This session is for instrument and equipment
1. Name of the supplier
2. Supplier address and contact details
3. Instrument model and serial number
4. Contact details of the service department
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	Version No.
	Issue date
	Description of amendment

	Version 1
	
	Original version

	Version 2
	
	Reason for updating Addition of the procedure
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