
Policy and Procedures for non-USD employee/student 

requesting the use of a Scientific Instrument / Equipment 

at the Chemistry & Biochemistry Department
I. Policy scope and application

The purpose of this plan is to provide a written document that contains the University policies and procedures regarding safe practices in the Instrument laboratories. 

For the purpose of this document, outside users are defined as non-USD employee and non-USD students. Outside users are responsible for understanding and following the policy and procedures outlined in this document.

II. Procedure for outside users to request the use of a scientific instrument / equipment at the Chemistry & Biochemistry Department of USD

Outside users must make their requests to use Instruments / Equipment in the Chemistry & Biochemistry Department of USD to the Instrumentation Specialist.

If the required instruments are available for use, the Instrumentation Specialist will then refer the request to the Chair of the Department. Upon his/her approval, the Instrument Specialist will communicate the request for instrument use to all faculty members, including the date, duration and instrument type requested. Unless some faculty raises a scheduling conflict, the request will be approved with the following conditions:

a. Outside users must sign a release of liability form

b. Outside users must be trained in safety procedures for instrument laboratories and acknowledge that training by signing the corresponding form. 

c. Outside users must sign the key access form

The Instrument Specialist will conduct the safety training, provide the forms and the access key, collect, and store the forms and the keys when they are returned.

III.  Emergency Response
a. Important phone numbers 
USD Public Safety x2222 

Chemical Hygiene Officer, Starla Tudor x8885

Instrument Specialist Hélène Citeau, x 2920

Lab manager, Chemistry, Danny Rillera x4029 

Environmental Health and Safety office, Leilei Thein x2226 

Health Center, located at Camino Hall room #161 x4595 

b. Emergency procedures 

Be prepared for emergencies.  Outside users must be familiar with the locations of exits, fire extinguishers, fire alarms, eyewashes and safety showers in the work areas they will use. 

In the event of an evacuation, the assembly area is the plaza in front of the Kroc Center. Elevators are not to be used during an emergency.  Outside users on the 1st, 2nd, or 4th floors must use the nearest exit on either the West, East or South side of the building, go down the stairs all the way to the 1st floor exit and walk around the end of the building to go to the assembly area.  Outside users on the 3rd floor must exit via the front doors. Once they have reached the assembly area, outside users must remain there until they have been accounted for.  No one is to re-enter the building until public safety has announced that it is safe to do so. 

1. Fire: In the event of a small fire, outside users should first call public safety x 222.  They must stay aware of the size of the fire and of their proximity to an exit.  They should help to evacuate the area, and if the fire is small, they should use a hand held extinguisher to put out the fire.  In the event of a large fire, they must pull the alarm and exit the facility in an orderly fashion.  

2. Earthquake: In the event of an earthquake, outside users must take shelter next to a sturdy table, bench or desk.  They should try to stay away from windows, bookcases, file cabinets or other fall hazards.   Once the movement has subsided, they should exit the building in an orderly fashion.  

3. Injury:  For a minor injury, outside users should help by escorting the injured person to the health center.  For a major injury, they should call public safety at x2222 and they will call for an ambulance.  After any injury the injured party must fill out an injury report form and turn it into the chemical hygiene officer. 

4. Chemical spill: In the event of a major spill of hazardous material, outside users must call Public Safety at x 2222.  They must inform Public safety of the location and nature of the spill so that they can help secure the area, and clear the facility if necessary.  They must also call the chemical hygiene officer, and secure the area.  If the chemical hygiene officer or a lab manager are not available, they must call Leilei Thein in EH&S at x 2226.   If outside users have skin contact with a hazardous substance, they must flush with water for 15 minutes or use a safety shower if the contact is extensive. They must seek medical attention after the area has been flushed. If they have eye contact with hazardous material, outside users must use an eyewash station for 15 minutes and then seek medical attention. All spills should be cleaned up in accordance with information on the material safety data sheet.  Chemical spills should only be cleaned up by qualified personnel. Janitorial staff should not be involved in the clean up of hazardous materials. Each department has spill kits for cleaning up minor spills, and there are packages with spill absorbers, and hazardous material bags in each research lab.  For small spills follow MSDS recommendations, use the spill absorbers, put the absorbed spill in the bag, and set the bag inside of the fume hood.  Inform the Chemical Hygiene Officer or a lab manager that a spill has occurred and the location of the waste. Outside users are responsible for the disposal of their waste.
IV.  Standard operating procedures
a.  Fume hood operation. 

1. The fume hoods in the Shiley Center are installed with variable speed control exhaust fans. When the sash is closed the airflow is at 20 feet per minute. As the sash is raised the fan speed increases until it is at 100 feet per minute when the sash is open fully. If you leave the hood sash open there are sensors in the hoods that will lower the fan speed to 60 feet per minute once it detects no movement at the hood for 5 minutes. The hood will automatically return to the higher speed when a user steps up to the hood. 

2. Outside users must always close hood sashes when not in use. 

3. Outside users must not store chemicals in any fume hood: hoods are for experimental set up, not storage. 

4. Items in a fume hood should be at least 6 inches from the front edge for maximum fume capture. 

5. Outside users should check the airflow indicator lights before beginning work: the green indicator light indicates that it is safe to use the fume hood.  Outside users must not use a hood that has a red warning light or the warning beeping sound on.  If this is the case, they should contact the Instrument Specialist so that repairs can be made. 

6. There is one hood designed for perchloric acid use.  Outside users must notify the Instrument Specialist if they wish to use this hood.  This hood has a device installed to enable us to flush the ductwork with water so that we can wash away potentially explosive crystals.  Outside users must not use perchloric acid in any other fume hood in the building. 

b. Use of Personal Protective Equipment, Lab Attire and Conduct 

1. Suitable eye protection must be worn in Instrument labs at all times. 

2. Eye washes and safety showers must be unobstructed.  No equipment, trash cans, or storage can be in front of, or within 16 inches to the side. 

3. Use of contact lenses is not recommended in the laboratories, but if it is necessary then the individual must wear safety goggles for protection. 

4. Face shields should be used when the lab procedure has the potential of explosion, fire or splashing.  It is the responsibility of each outside users to consult the MSDS of the chemicals they will be using during their experiment.  Face shields should also be used when the operation involves high pressure or vacuum.  

5. Protective gloves are available when needed.  Make sure that the gloves chosen provide the proper protection from the type of chemicals being used. It is the responsibility of each outside users to consult the MSDS of the chemicals they will be using during their experiment. 

6. Instrument labs require that lab coats and closed toe shoes be worn at all times. Wear non-synthetic clothing that is comfortable but not so loose that it will catch on equipment.

7. Open-toed shoes are not allowed in any of the Chemistry Department laboratory

8. Tie back long hair and remove neckties and scarves. 

9. Use protective eye wear when using UV lamps. 

10. No horseplay in the labs.  Maintain a professional attitude. 

c. General Lab Safety.  

These mandatory safety procedures apply in all laboratories where work with chemicals may be conducted. 

1.  No eating, drinking, gum chewing, applying cosmetics, chewing tobacco, or smoking is allowed at ANY time. 

2. Outside users must not mouth pipette any liquids.   

3. Outside users must not taste or smell any chemicals. 

4. Outside users must always wash their hands before leaving the laboratory. 

5. Outside users must not store food in freezers, refrigerators or cupboards in the laboratories.  

6. To minimize their chemical exposure, outside users are expected to read the label on the chemical bottle before use, and be aware of the PEL (permissible exposure limit). They must insure that their protocol will not cause an unsafe exposure. They must review new procedures and disposal considerations with the lab managers and after looking at the MSDS. 

7. Outside users must make themselves familiar with every step of the procedure they are about to perform prior to beginning. 

8. Outside users must treat chemical spills on the body by flushing the area with water for 15 minutes. If the spill covers a large part of the body, they must use the emergency shower and remove the contaminated clothing. If the eyes are affected, they must flush with water for 15 minutes using an eyewash station. 

9. Outside users must treat burns by placing the burned area under a gentle, cool water flow for 15 minutes to help reduce pain and blistering. 

10. Outside users must dispose of broken glass immediately by putting it in a container designated for broken glass.   

11. Outside users must mop up spilled water on the floor immediately. 

12. Outside users must never leave a hotplate or Bunsen burner unattended. They must make sure any container being heated has its cap loosened. 

13. Outside users must keep aisles clear of furniture or other obstructions to provide access to safety equipment and exits. 

14. Outside users are responsible for the use, storage, and disposal of the chemicals they bring and use in the building. 

d. Compressed Gasses

1. Compressed gas cylinders must be secured to walls or stationary benches with chain except when being moved.  If there is more than one cylinder they must have two rows of chains securing the cylinder.  

2. Outside users are not allowed to move a gas cylinder. They must contact the Instrument Specialist or the Lab Manager if they need to move a gas cylinder.

3. When turning on the gas, outside users must open the valve slowly.  Once full pressure has been reached, they may open it one half-turn. They must not open the valve all the way, since these are designed to deliver full pressure at one half turn. 

4. Outsider users are not allowed to remove any gas regulator.

e. Hazardous Waste 

1. Outside users must not put any hazardous, flammable, corrosive or toxic waste down the sink or in wastebaskets. 

2. Outside users are responsible for the disposal of their own hazardous waste and their own sharps.

f. Chemical Spills 

1. If the spill is hazardous or volatile evacuate the area, outside users must seal it off and call public safety at x 2222, and the chemical hygiene officer x 8885, and a lab manager x4029.

2. Outside users must always get information from the MSDS prior to beginning a spill clean up. Spill kits and pads are available in each instrument lab. For a small spill, the spill pads, paper towels or vermiculite may be used.  For larger spills, spill pillows and the appropriate spill kit must be used 

5. Once the spill has been absorbed into the pads, outside users must put them into the hazardous materials bag and put the bag into the nearest fume hood.  They are responsible for the disposal of this bag.

6. All of the contaminated materials resulting from the spill clean up must be placed in a tub or sealed container. Outside users are responsible for the disposal of this tub or container.

7. In the event that the clean up would cause an exposure that could exceed the 

PEL for a chemical, outside users must contact the lab manager or chemical hygiene officer so that trained personnel can perform the task. Janitorial staff should never be involved in the clean up of hazardous spill. 

g. Radioactive Materials 

1. Outside users are not permitted to bring radioactive materials inside the Chemistry & Biochemistry Department of USD

h. Chemicals With Special Hazards 

1. Outside users planning to bring chemicals defined as carcinogens or reproductive toxins for the experiment must inform the Instrument Specialist prior to their arrival at the Chemistry & Biochemistry Department. These chemicals should be stored and used in designated areas and kept inside of secondary containers when ever possible. 

2. Designated work areas should be clearly labeled and cleaned thoroughly when the work is complete. 

3. Outside users must ensure they work with the smallest amounts possible and use personal protective equipment such as gloves, goggles, and lab coats. It is their responsibility to consult the corresponding MSDS. 

4. If the chemical is a liquid, the procedure should be set up on absorbent paper. 

5. If the chemical is volatile, the work should be done inside a designated fume hood. 

6. Corrosive (pH less that 2 or greater than 12.5) and reactive (unstable, water reactive, explosive, generates toxic gases etc.) materials should be handled while wearing suitable gloves, a lab coat and a face shield or goggles.  Outside users are responsible for their own safety when they are handling this type of chemicals

7. Chemicals with PEL’s of 50ppm or lower must be used in a fume hood. 

8. Chemicals with flash points below 200o F must be used in fume hoods and away from ignition sources. 

9. If there is reason to believe that an exposure has occurred, exceeding the PEL of a particular chemical, outside users must inform the Safety Officer x 8885.

V. Outside Users Training and Record Keeping
a. All outside users must receive Instrument Laboratory safety training. 

b. When outside users are planning to introduce a new hazard, either chemical or mechanical into the instrument lab, the proposed procedure must be approved by the lab managers and the hygiene officer. Outside users can only conduct their experiment at the Chemistry & Biochemistry Department after their knowledge of safe procedures has been documented. 

c. The instrument lab safety training for outside users will include a review of the policy and procedures for outside users requesting instrument / equipment use and other aspects of safety. Each outside users who will conduct experiment at the Chemistry & Biochemistry Department will be given a copy of the policy and procedures and must sign and turn in a page stating that they have received, understood and will adhere to these policy and procedures. 

VI.  Scientific Instruments/Equipment in the Chemistry & Biochemistry Department
a. The scientific instruments / equipment in the Chemistry & Biochemistry Department of the University of San Diego are made available to he scientific community on a case by case basis. These instruments are shared by all of Chemistry & Biochemistry faculty for teaching and research purposes.  These instruments represent a considerable investment of the department to offer elaborate, state-of-the-art, scientific instrumentation to its students and researchers. It is important that the instruments and computers remain in good working order.

b. Outside users must use only the instruments they have requested and for which they have been trained by the Instrument Specialist. 

c. Outside users must leave the instrument in the appropriate idle state, as described in the tutorials provided with each instruments.

d. Outside users must sign in the log book for an instrument each time they use it and report any problems to the Instrument Specialist
e. Outside users must clean up after themselves when they are finished using instruments / equipments.  Whatever they have brought with them to conduct their measurement should leave with them. OUTSIDE USERS MUST NOT LEAVE CHEMICALS, SCRAP PAPERS, OR OTHER MATERIALS AROUND THE INSTRUMENTS

f. Outside users must not use instruments as shelves/tables, as this will likely damage the components inside the instrument. They must not set things on instruments (acetone/water squeeze bottles, reagents, etc.).

g. Outside users must not use computers connected to instruments for personal use, to download music, movies, pictures, etc. 

h. The Instrument Specialist overseeing the instruments / equipments at the Chemistry & Biochemistry Department is available to provide training, technical assistance and access to these scientific equipment and instruments  
VII.  Attachments
Attachment 1: Access to the Chemistry Dept

Attachment 2: Release of liability form

Attachment 3: Safety Procedures Acknowledgment Form

Attachment 1: Access to the Chemistry Dept

Key Policies

In order to access Shiley Center for Science and Tech and the Chemistry & Biochemistry Instrument Labs, outside users are being issued a key card.  The key will open 1) the front door of the building and 2) Instrument Labs ST459, ST456 and ST150.  Use of this key card is subject to the following conditions:

1.
You are responsible for the issued key card.  In the event a key card is lost/stolen, Outside users must notified immediately the Instrument Specialist.  A report must be filed with the Instrument Specialist to include all facts surrounding the loss.  Outside users will be charged a $20 key replacement fee.

2.
A key card may not be loaned to anyone or used to give access to other than Outside users as listed in this form.

3.
A key card must be returned to the Instrument Specialist by the expiration date of this contract.  Key Cards will need to be re-activated every year.

Key Number:


_______________________

Expiration Date for the Key  
 _______________________

Authorized Key Holder(s) 
_________________________________________

Key Holder's email(s):
_________________________________________


Address:

_________________________________________





_________________________________________


Phone:


__________________________________________

Signature:

By signing this form, I agree to abide by all rules of the Department of Chemistry & BioChemistry’s key policy.

Name: ________________________________
Date  ______________

Date Key Returned:
______________________ (Initials) _____________

Attachment 2: Release of liability form

University of San Diego

Assumption of Risk and Release of Liability

READ BEFORE SIGNING

Activity: 
Use of USD Scientific Instruments / Equipments for Research Purposes
Date(s) of Activity: _____________________________________________________

In consideration of my participation in the Activity described above, I agree as follows: 

1.  Assumption of Risk.  I understand and acknowledge that my participation in the Activity is entirely voluntary, is not required by the University, and may involve serious risk, including but not limited to risk of property damage, bodily injury, permanent disability, paralysis and death.  These risks may result from the participation in the Activity, the acts of others, or the unavailability of emergency medical care or immediate staff response.  I knowingly and freely assume all such risks, both known and unknown, and assume full responsibility for my participation in the Activity.  

2.   Certification.  I am in good physical and mental health and do not have any physical for mental conditions that could affect my ability to participate in the Activity.  I am aware that the University does not provide on call medical personnel.  I have had the opportunity to inspect any University facilities that will be used and accept them as being safe and suited for the purpose intended. 

3. Compliance with Policies.  I have read and agree to comply with all applicable University policies and procedures, including but not limited to those that apply to my participation in the Activity.  I understand that permission to participate in the Activity may be suspended, revoked or denied by the University in its sole and complete discretion.  If I observe a hazard during my participation in the Activity, I will immediately remove myself from participation and bring the hazard to the attention of a University staff member. 

4.   Release.  I (for myself, my parents, legal guardians, heirs, executors, administrators and assigns) hereby release, indemnify and hold harmless the University, its trustees, employees, agents and volunteers (collectively “Releasees”) from and against any blame and liability whatsoever for any property damage, property loss, property theft, personal injury, death, claim, or any damage of any kind whatsoever, whether arising from the alleged negligence of the Releasees or otherwise, which may arise out of or relate in any way to my participation in the Activity, to the maximum extent permitted by applicable law.  I agree to be solely responsible for any medical, health or personal injury costs relating to my participation in the Activity.  

5.    Prerequisite Skills and Training.  I have the requisite skills, qualifications, physical ability and training necessary to properly and safely participate in the Activity.  If I have any questions as to what skills, qualifications, physical ability or training are necessary, I will direct such questions to the appropriate University staff member. 

6.  No Assumption of Responsibility by University.  I understand that the University does not assume responsibility for any loss, injury or damage to person or property in connection with my participation in the Activity, which results from causes beyond the control of and without fault of the University.  

7. Consent to Emergency Treatment.  I hereby consent to medical treatment in a medical emergency where I am unable at the time to consent to such treatment. 

8. Insurance.  I have adequate health insurance necessary to provide for and pay any medical costs that may be incurred as a result of any injury arising out of or related to my participation in the Activity.  To the extent such expenses are not covered by insurance, I agree to be solely responsible for any medical expenses or medical transport expense incurred in connection with my participation in the Activity. 

9. Miscellaneous. The law of the state of California shall govern the validity, construction and enforceability of this Assumption of Risk and Release of Liability (“Release”), without giving effect to its conflict of law principles.  The venue for any dispute relating in any way to this Release shall be in San Diego, California.  If any clause or provision of this Release is held to be illegal, void or voidable as against public policy or otherwise, the invalidity shall not affect other provisions or parts thereof, which may be given effect without the invalid provision or part.  To this extent, the provisions, and parts thereof, of this Release are severable. 

I HAVE CAREFULLY READ THIS RELEASE, FULLY UNDERSTAND ITS TERMS, UNDERSTAND THAT I HAVE GIVEN UP SUBSTANTIAL RIGHTS BY SIGNING IT, AND SIGN IT FREELY AND VOLUNTARILY WITHOUT ANY INDUCEMENT. NO ORAL REPRESENTATIONS, STATEMENTS OR INDUCEMENTS APART FROM THIS RELEASE HAVE BEEN MADE. 

_________________________________
_________________________________

Name (Printed) 





Date 

_________________________________

Signature 

FOR PARENTS/GUARDIANS OF MINORS (UNDER AGE 18)

I consent to my child’s use of or participation in the Activity, and agree to this Release. 

​​​​__________________________________
_________________________________

Parent/Guardian’s Signature 



Date 

__________________________________
_________________________________

Name (Printed) 





Emergency Telephone Number 

Attachment 3: Safety Procedures for Instrument Labs Acknowledgment Form

Please remove this page after reading the Safety Plan. 

Sign and return this page to the Instrument Specialist (ST 446). The reminder of this document should be kept for reference material.

I have received, read, and understand the policies and procedures set forth in the University of San Diego Chemistry & Biochemistry Department Safety plan for Instruments laboratory. I will adhere to the regulations in the plan

Print Name 
________________________________________________

Signature
 _________________________________________________

Date

__________________________________________________
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