THIS IS AN EXAMPLE OF A “STANDARD OPERATING PROCEDURES”  RECOMMENDED OR REQUIRED FOR YOUR LABORATORY. YOU CAN USE THIS DOCUMENT AS A GUIDELINE. IF YOU HAVE ANY QUESTIONS, CONTACT CARINE VANPETEGHEM AT CVANPETE@UOTTAWA.CA OR EXT. 2000.
STANDARD OPERATING PROCEDURE (SOP) FOR LASER:

	Laser Class
	Type class here
	Laser Type
	Type laser type here

	Laser Manufacturer
	Type manufacturer here
	Laser Model
	Type laser model here

	Laser Serial / Id #
	Type laser serial # and UA CEMS # here (ex SN123, CEMS210564)

	Location of laser
	Type location of laser (building and room number) here

	Emergency Contact
	Type name and telephone # of Sublicensee for this instrument here


This Standard Operating Procedure (SOP) was developed as a standard for good safety practices while utilizing the laser or laser system.  This SOP shall address specific safety considerations during beam alignment, normal operations, servicing and any non-beam hazards that might exist.  This SOP does not take the place of specific laser safety training associated with the before mentioned laser, nor the Laser Safety Training offered by the Office of Risk Management.  

During Beam Alignments

Assure lab is secured and to avoid distractions mark the door with the following sign: “NOTICE  – Laser Alignment in Progress – DO NOT ENTER – EYE PROTECTION REQUIRED.”

Prepare and locate all equipment that is needed to perform the alignment.  A list of the equipment that will be used is listed below, along with the way the equipment will be used.
	NAME OF EQUIPMENT NEEDED FOR ALIGNMENT
	LOCATION OF EQUIPMENT TO BE USED
	THE WAY THE EQUIPMENT WILL BE USED FOR ALIGNMENT

	Insert name of equipment
	Insert location of equipment
	Insert the way the equipment will be used for alignment


Answer the following questions:

	Is the beam visible or invisible?
	Answer question here

	Is special equipment needed to view the beam?
	Answer question here

	Is the beam pulsed or continuous?
	Answer question here

	If the beam is pulsed, can a single pulse be used to limit exposure hazard during alignments?
	Answer question here


Note:  Intrabeam viewing in prohibited on campus and a remote viewing camera maybe needed to align the beam.  Use a low power alignment laser or the lowest beam power with appropriate laser protective eyewear.

Insert the requested information below:

	List beam power or the type or low power alignment laser that will be used.
	Insert information here

	List personal protective equipment (PPE) to be used during alignment.  (Locate and inspect all PPE prior to use including lab coat, gloves, face shield, laser safety eyewear, etc.)
	Insert information here


Let  someone else know your location and check in with this individual on a regular basis. 

Assure the optical table remains clear of obstructions during alignments.

Always close beam shutter when adjusting optics or entering the beam path.  Make sure all optics are secured to the table prior to opening the shutter.

	List Specific Steps To Be Taken During the Alignment of the Laser

	Insert alignment information here


Insure all beam blocks, enclosures, and beam barriers are in place when the alignment is complete.

When alignment is complete remove the “NOTICE – Laser Alignment in Progress – DO NOT ENTER – EYE PROTECTION REQUIRED” sign from the room entrance and assure the appropriate ANSI laser warning sign is in place and correct.

During Normal Operations of the Laser

Assure door remains closed and locked from the outside when laser is in use.  

Note location of the following materials:

	MATERIAL NAME
	LOCATION OF MATERIAL

	Laser Safety Guidelines
	Insert location of laser safety guidelines here

	Copy of this SOP signed by all registered laser users
	Insert location of a signed copy of this SOP here

	Documentation of Laser Safety Training
	Insert location of documentation of registration of personnel here

	Manual for the Laser Listed Above
	Insert location of manual for this instrument here


	Assure the appropriate safety equipment is on hand.  Specify the safety equipment needed (including any PPE).

	List the safety equipment needed (including PPE) here


	List the start-up procedure for the laser that will be used (including inserting the key, turning the power supply on, closing the shutter, activating the laser, etc. as specific to the laboratory).

	List the start-up procedure here


	List the experimental procedure (specific to the laboratory)

	List the experimental procedure (specific to the laboratory) here


	List emergency procedures (specific to the laboratory).  Include procedures for evacuations, location of emergency procedure posting, location of safety equipment (eyewash, safety shower, fire extinguisher, etc.) and the location of the emergency shut-off switch.

	List the emergency procedures (specific to the laboratory) here


	List the shutdown procedure (specific to the laboratory laser).  Include information on closing the shutter, turning the power supply off and turning the water off.

	Insert the shutdown procedure (specific to the laboratory) here.


	Remove laser activation key and store appropriately.  Below list storage location of laser activation key.

	List storage location of laser activation key here


Assure “Laser In Use” sign is no longer activated when laser key has been removed and laser is off.  Secure door to laser facility prior to leaving the area.

Non-Beam Hazards

	Assure lasing media used, including laser dyes, have MSDS information in lab and personal protective equipment needed for handling lasing media or dyes (such as lab coat, safety glasses, and gloves).
	Insert the name of any lasing media used with laser, the location of MSDS and the personal protective equipment needed for handling of laser dyes or media 

	Dyes should be mixed in a properly functioning fume hood and transported in sealed leak proof containers.


	Insert location of fume hood used here

	Dye pumps should sit in a secondary containment tray and concentrated halogen gases (greater than 5%) should be stored in a properly functioning gas cabinet.
	Insert notation of any dye pumps or concentrated halogen gases used here

	All compressed gases shall be secured and staff should be trained in the safe management of cylinders and the hazards associated with specific compressed gases.
	Insert any compressed gases found in the laboratory or used with the laser here

	Pay special attention to flammable solvents that are often used with laser dyes and to clean optical components.  Assure these solvents are kept out of the direction of the laser beam.
	List storage of any flammable solvents used with laser dyes or to clean optical components.

	Remember that poor housekeeping can create physical hazards
	Insert any equipment or physical hazards that need addressing along with the control measures taken to remove any hazards from the working area here


Notice:  Only properly trained personnel shall work on high voltage systems (Electricians should be trained in CPR as a safety precaution).  The “buddy” system should always be used when working on electrical systems.

Note the placement of fire extinguishers and assure the laboratory staff knows how to use extinguishers and the fire alarm system.

Safety interlocks shall not be permanently disabled without the consent of the Laser Safety Officer.

Any servicing of lasers or laser equipment shall be performed according to the manufacturers information or by a vendor service staff.  Prior to any servicing of the laser the appropriate ANSI warning sign stating “NOTICE – Laser Repair In Progress – DO NOT ENTER – Eye Protection Required” must be posted. All enclosures, interlocks and safety devices must be replaced and verified operational prior to returning the laser to service.  Removal of the ANSI warning sign stating “NOTICE – Laser Repair In Progress – DO NOT ENTER – Eye Protection Required” must be removed after returning the laser to service.

