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Faculty of Science
 Appendix VII – Standard Operating Procedure (SOP)
Pro Forma

Principal Investigators or lab managers who use or supervise the use of lasers or laser systems in the Faculty of Science are responsible for ensuring that standard operating procedures are provided to all laser users. Standard Operating Procedures must be located in a red folder labelled “Laser/Laser Systems Standard Operating Procedures in each facility where a Class 3B, Class 4 or Class 1 system with embedded Class 3B or 4 laser is operated. 
The following outline is provided to assist in the preparation of SOPs for Class 3b and 4 laser systems and should be modified to include any further relevant information not listed. The SOP should include all lasers in a laser system, including any alignment lasers.
Introduction – Description of the Laser System
· General overview of the laser system (including classifications)
· This is a good place to keep a copy of the specification sheet of the laser(s)
· Laser Registration Form(s) must be supplied here
Macquarie University Safe Working Procedure
· One should be completed for each type of laser and process used in the laboratory

· The completed form must be lodged and approved

· While a hard copy should be kept in the SOP folder, the official soft copy can be uploaded to the laboratory site on the laser safety page (see LSO to arrange this).

· The official form includes the following:
Approvals, Training or Qualifications

· Laser safety orientation requirements – Faculty induction module mandatory

· Laser & laser location specific safety training requirements

· Training of maintenance and repair personnel

Personnel Protection Equipment
· Summary of the types of safety glasses available and what they are used for

· more details of the safety glasses to be kept elsewhere in the folder

· Protective clothing

Potential Hazards: Hazards – list all hazards associated with the System including
· Eye and skin hazards from direct and diffuse exposures
· Electrical, chemical and physical hazards
· Laser generated air contaminants etc.
Potential Hazards: Controls – Outline Control Measures for each Hazard
· Access (door interlocks, signs, signals, emergency power shutdown, visitors)

· Beam (key-lock, enclosures, shutters, stops)

· Electrical (light on power supply, high voltage signs)

· PPE requirements (above)
· Ventilation (laser head exhaust, vacuum pump exhaust, filter system, flow rates)

Procedure: i.e. the Operating Procedures

· Initial preparation of laboratory environment for normal operation (key position, warning lights on, interlock activated, identification of PPE, safety checks, protective barriers, jewellery)

· Target Area Preparation
· Start-Up procedures, protocol should be posted in an obvious location

· Shutdown procedures, protocol should be posted in an obvious location

· Special procedures (alignment, open beam, safety tests, interlock bypass, visitors)

Emergency Procedures
· List actions to be taken in case of an emergency and personnel to be contacted
· LSO, evacuation, emergency shutoff locations and procedures
Personnel Protection Equipment Details – Outline Types and Location

· Eyewear/Spectacles/Goggles (supplier, OD for given wavelengths, quantity)

· It is important to keep a copy of the specifications for each type of safety eyewear

· Gloves, coats etc.

Floor Plan Layout
· This should show rough hazard areas and beam dump/block locations

Maintenance/Service Procedures and Log
Licensed Operators – List approved personnel authorised to operate laser
· Copies of laser operator licences and hazard assessments should be kept here

[image: image3.emf]MACQUARIE
University

SYDNEY-AUSTRALIA











2nd September 2015

Page 1 of 2

