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DEPARTMENTAL SAFETY PROCEDURES 

 

University of South Florida-Department of Chemistry 

 
 

Department of Chemistry Safety Commitment 
 

Recognize and assess hazards in the chemistry labs, establish methods to minimize exposure to 

hazardous materials, eliminate unsafe laboratory practices, reduce chemical waste, and prevent 

accidents. Develop and sustain 

/administrative-services/environmental-health-safety/documents/chemical-hygiene-plan.pdf
/administrative-services/environmental-health-safety/documents/chemical-hygiene-plan.pdf
/administrative-services/environmental-health-safety/documents/chemical-hygiene-plan.pdf
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Responsibility and Accountability 

 

Safety is everyone’s responsibility, but safety in the laboratory ultimately depends on the safety 

culture and working habits of the individuals working in it. A well administered laboratory 

should 

have structures that value, use and enforce safety as a priority. All personnel, including principal 

investigators/laboratory supervisors, employees, and students, have a duty to maintain a safe work 

environment. All employees, students and other personnel working with potentially hazardous 

chemicals have the responsibility to conscientiously participate in training seminars or courses on 

general laboratory safety as well as review and become familiar with the contents of their 

customized laboratory Chemical Hygiene Plan (CHP). Those working with chemicals are 

responsible for staying informed about the chemicals in their work areas, safe work practices and 

proper personal protective equipment (PPE) required for the safe performance of their job. Failure to 

comply with these requirements can result in progressive disciplinary actions in accordance with the 

university’s policy (USF progressive steps for disciplinary action) and in temporary suspension of 

laboratory activities until a corrective action is implemented. 

 

Principal Investigators (PI) and laboratory managers have overall responsibility for implementation 

and enforcement of the CHP in their laboratories. The PI or lab manager will develop and implement 

SOPs (Standard Operating Procedures) and training programs specific to the work being carried out 
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Laboratory Inspection Program 

 

Laboratory safety inspections help to identify and evaluate workplace hazards and conditions that 

could result in illness, injury or property damage. PI’s, managers and supervisors should ensure 

that safety inspections are conducted on a regular basis. Inspections should also be completed 

when management is made aware of existing new hazards in the workplace. 

 

The PI, lab manager or designated safety officer is responsible for identifying workplace hazards. 

These individuals are responsible for ensuring that periodic inspections are completed to assess, 

record, and correct hazardous or potentially hazardous conditions that may exist. The inspections 

may be conducted by the PI, Department Safety Coordinator, Safety Committee, Lab Supervisors or 

other designated personnel. 

 

There are four types of inspections that are suggested as best practices to be performed in all 

chemistry laboratories (teaching and research): 

 

1. Scheduled inspection: EH&S will announce an inspection to all laboratories PI’s or lab 

managers well in advance. At least one member of the laboratory should be present 

(preferable the safety officer or PI). This inspection should be performed at least once a 

year or when deemed necessary. See attached form (Lab Safety Review) 

2. Self-inspection: The PI, lab manager or lab safety officer can perform this type of inspection 

in their own lab at least three times a year or when deemed necessary. See attached form 

(Lab Safety Review) 

3. Spot-check: The PI, lab manager, lab safety officer or any designee lab member

/administrative-services/environmental-health-safety/resources/checklists.aspx




http://www.usf.edu/administrative-
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RAMP Concept: All laboratory personnel working with chemicals should follow the RAMP 

concept for scientific safety. The concept was developed by Robert H. Hill and David C. Finster 

and introduced in their text- book Laboratory Safety for Chemistry Students. The RAMP concept 

stands for Recognize the hazards, Assess the risk of the hazards, Minimize the risk of the hazards 

and Prepare for emergencies 
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Personal Protective Equipment (PPE) 

 

The laboratory environment contains many potential hazards. Most hazards can be reduced or 

eliminated by substitution and/or engineering controls. When hazards cannot be adequately 

controlled with substitution and/or the implementation of engineering controls, personal protective 

equipment (PPE) may be required. The OSHA Personal Protective Equipment standard, 29 CFR 

1910 Subpart I, has the following requirements: hazard assessment and equipment selection, 

employee training, record keeping requirements, guidelines for selecting PPE, and hazard 

assessment certification. PPE issued to laboratory personnel should be appropriate for the task 

and will depend upon the proper hazard identification and assessment made by the PI. 

Laboratory personnel should understand the use and limitations of the PPE. PPE includes, but is 

not limited to, laboratory coats and aprons, eye protection (safety glasses, face shields, etc.), and 

gloves. Laboratory personnel should wear proper PPE when it is required. 
 

Lab Coat: Lab coat should be worn at all times in laboratories (including teaching and research 

labs) to prevent incidental and unexpected chemical exposures to skin and clothing. The lab coat 

should be wrist-fitted. The lab coat should remain buttoned at all times. In research labs, the lab 

coat should be composed of a material compatible with the chemicals being used (flame-

retardant materials for working with flammables and pyrophoric reagents). It is the PIôs 

responsibility to provide this protection for their researchers. 

 

Earphones or ear buds should never be worn when working in the laboratory (unless needed for 

the experiment or to provide protection from loud equipment), due to the risk of not hearing 

someone calling for help or a potentially harmful event occurring in the laboratory. 

 

Scrub Pants (only teaching laboratories): Wear your scrub pants at all times in laboratories 

(including lab presentations or examinations) to prevent incidental and unexpected chemical 

exposures to your skin and clothing. Scrubs should completely cover the entire leg from the waist 

to the ankle (no skin showing between your shoe and the scrub pant) no ankle fitted scrub pants 

allowed. 

 

Eye Protection: Chemical splash-proof goggles meeting the 

http://go.microsoft.com/fwlink/p/?LinkId=255141
http://go.microsoft.com/fwlink/p/?LinkId=255141
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Teaching Laboratories 

 

All the teaching laboratories in the Department of Chemistry should use the Laboratory Safety 

Rules, Procedures and Practices provided in this document, as well as the Safety Laboratory 

Agreement and the Basic Laboratory Safety Orientation. The signed Safety Agreements and the 

Basic Laboratory Safety Orientation should be kept in the stockroom or by the TA teaching the 

corresponding lab section. The documents should be kept for six months after the semester has 

ended, TAs should read and sign the Safety Expectations for Teaching Assistants (see 

Attachments). 
 

TAs working in the teaching labs should comply with all safety regulations mentioned in this 

document. TAs are responsible for enforcing the safety rules in their assigned lab section. In case of 

repetitive safety violations by a TA or RA, the



11 

 

Chemical Storage and Containment 
 

a. All laboratories should have a complete, accurate and up-to-date inventory of chemicals used 

or stored in that facility. It is highly encouraged to keep an inventory of all the chemicals using a 

digital source like an Excel sheet or other software and review the inventory twice a year. 

Chemicals that are used up or pass their shelf-life should be properly disposed of and removed 

from HITS. Refer to http://www.usf.edu/administrative-services/environmental-health-

safety/hits/index.aspx. 
 

b. Chemicals should be marked with a date when they are received and opened and kept in 

preferably the same container in which they were received. 

 

c. Chemical containers should be clearly and accurately labeled. 

 

d. Liquids that can splash if the bottle falls and breaks should not be stored above eye level, and 

preferably no higher than bench top. 

 

e. Chemicals should be stored according to their chemical reactivity, as described at 

http://www.usf.edu/administrative-services/environmental-health-safety/documents/labsafety- 

chemicalcompatability.pdf 
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Transfer and Transportation of Hazardous Materials 
 

 

a. When transporting or moving gas cylinders, use a cylinder cart and be sure to cap the cylinder (do 

http://ehs.columbia.edu/Policy1.4d.html#three
http://ehs.columbia.edu/Policy1.4d.html#three
http://ehs.columbia.edu/Policy1.4d.html#three
https://w/
http://www.usf.edu/administrative-services/environmental-health-safety/documents/labsafety-
http://www.usf.edu/administrative-services/environmental-health-safety/documents/labsafety-
http://www.usf.edu/administrative-services/environmental-health-safety/documents/labsafety-


13 

 

Reporting Accidents and Near Misses 

 

http://www.usf.edu/administrative-services/environmental-health-
http://www.usf.edu/administrative-services/environmental-health-
http://chemistry.usf.edu/department/policies/#Accident
http://www.usf.edu/administrative-
http://www.usf.edu/administrative-
http://www.usf.edu/administrative-
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Signature Form 
 

By signing this form, you acknowledge that you have received a printed copy of the Departmental 

Safety Procedures Manual, and that you will adhere to the stated practices throughout your research 

and teaching in the Department of Chemistry. 
 

 

 

 

 
 

Signature Date 
 

 

 

Printed Name and University Number 

 
 

Please sign this form and give the original copy to the Graduate Program Coordinator for 

departmental files. 
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ATTACHMENTS 



16 

 

Laboratory Safety Rules, Procedures and Practices 
 

Safety is the number one priority in all undergraduate chemistry 

laboratories at USF. Read all of the following items carefully. If you 

have any questions do not hesitate to ask your instructor for 

clarifications. 

 

I. Personal protective equipment and proper attire basics 

 

1. Lab Coat (Thigh Length): Wear your lab coat at all times in 

laboratories (including lab presentations or examinations) to 

prevent incidental and unexpected chemical exposures to your 

skin and clothing. The lab coat should be wrist-fitted. Always 

Keep the lab coat buttoned. 

 

2. Scrub Pants: Wear your scrub pants at all times in laboratories 

(including lab presentations or examinations) to prevent 

incidental and unexpected chemical exposures to your skin and 

clothing. Scrubs should completely cover the entire leg from 

the waist to the ankle (no skin showing between your shoe 

and the scrub pant). No ankle fitted scrub pants allowed. 

 
3. Eye Protection: 
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9. Open flames: Open flames of any kind are prohibited in the laboratory, unless specific 

permission is granted to use them during an experiment. 

 

10. Emergency equipment: Know the location and use of all safety equipment and exits. 

 

11. Chemicals: 

¶ If you spill chemicals in your hands or body, immediately flush the affected area liberally 

with water. Get further directions from your instructor.
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Student Laboratory Agreement 

Read all the following items and initial in the blank next to each statement to indicate that 

you understand and agree to abide by it. If you have questions about the items, please ask your 

instructor for clarification. Once you read all items, complete the information at the bottom of the 

sheet. 

  1. I have received a copy of the Laboratory Safety Rules, Procedures and Practices. They 

have been explained to me by the laboratory instructor. I understand these rules and recognize it as 

my responsibility to follow at all times. 

  2. I recognized that my instructor may give me additional safety instructions, either verbally 

or in writing during the laboratory period. I agree to follow these additional instructions and accept 

this as my responsibility. 

   3. I accept the authority of the laboratory instructor, the laboratory coordinator, safety 

coordinator, laboratory manager, stockroom personnel or any other official of the University of 

South Florida (faculty or staff). I understand that failure to follow the safety rules, procedures and 

practices presented to me may result in dismissal from the laboratory session or, for repeated 

offences, dismissal from teaching laboratories with the consent of the Department of Chemistry. 

  4. Check-in Day: I have inspected the equipment provided in
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Safety Expectations for Teaching Assistants in the Department of Chemistry 

 
Graduate students teaching in chemistry laboratories need to know and follow the appropriate safety 
practices
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Safety Expectations for Graduate Students Working in a Research 

Laboratory in the Department of Chemistry 

 
Graduated students 
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TRAINING RECORD 
 

ASSIGNED TASK: 

 
 

OBSERVATIONS, NOTES OR COMMENTS 

 
 

By signing below, I acknowledge that I have been trained and that I understood the 

procedure and the safety implications. 

 

(TRAINEE) Employee name:   Date:      

 
 

(TRAINEE) Employee signature:     

 
 

(TRAINER) Employee name:   Date:      

 
 

(TRAINER) Employee Signature:
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Graduate Student Laboratory 

Check-Out Form 

Name of exiting graduate student / Post doc (print)           

   

PI or Supervisor (print)

https://apps.ehs.iastate.edu/waste-rem
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Comments: 
 

 

 

 

 

 

Signature of exiting graduate student / Post doc Date 

 

 

 

 
 

Verified By: ______________________________________________ 
 

(Principal Investigator, Supervisor, Laboratory Manager, or Designee) 
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University of South Florida 

Environmental Health & 

Safety Laboratory Safety 

Review 

Building/Room Number: PI/Supervisor: 

Purpose: Routine Follow up Lab Hazards: Chemical Biological 

College: Department: 

 
1 Documentation Yes No S Comments 
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4.5 
Needles, razor blades, scalpels and other sharps are not left 
unattended when not in use 

    

4.6 Food, drinks, and applying cosmetics prohibited in lab     

5 Compressed Gas Cylinders Yes No S Comments 
5.1 Properly labeled & stored upright     

5.2 Attached to a permanent fixture     

5.3 Gas cylinders are segregated by hazard class     

5.4 Empty cylinders are marked “Empty” & not stored in lab     

5.5 Regulators are not obstructed     

5.6 Capped when not in use 
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 8.5 Evacuation routes posted in lab     

8.6 
Fire drills & start-up/shutdown procedures tested semi- 
annually 

    

8.7 Electrical cords in good condition     

8.8 All storage kept at least 18” below fire sprinklers     

8.9 
Heat –generating lab equipment (autoclave, hot plate, water 
bath) is used according to manufacturer’s safety guidelines 

    

9 Biomedical Waste (BMW) Yes No S Comments 
9.1 Copy of BMW plan available     

9.2 BMW Training documentation available     

9.3 BMW contained at point of generation     

9.4 Sharps disposed of in sharps container     

9.5 No recapped needles in sharps container     

9.6 Non-sharp biomedical waste disposed in red bags     

9.7 
Red bags meet requirements as outlined by FAC 64E- 
16.004 and copy of certification is available 

    

 

9.8 

Red bags placed in outer container that is rigid, 

leak/puncture resistant, and labeled with the inter.62 471.55 275.45  re
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