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 Appendix VIII – Guidelines for Preparing SOPs

1 Basic Guidance

· The written SOP must discuss beam alignment and normal operation for each laser system
· Beam hazard management must be included in the SOP (interlocks, enclosures, shutters, signs etc.)
· PPE and emergency requirements must be outlined in the SOP
· To ensure that the SOP is read and used, the document should be concise and accurate
· The primary intent of the SOP is to institutionalise good safety practices
· For assistance, contact the Laser Safety Officer (LSO).
2 For Beam Alignment

· Security – Secure the lab, and to avoid distractions, mark the door with the following sign: “NOTICE – Laser alignment in Progress – DO NOT ENTER – EYE PROTECTION REQUIRED”
· Preparation – Locate all equipment and materials needed to perform the alignment prior to beginning the procedure

· Beam Characteristics – Is the beam visible or invisible? Is special equipment needed to view the beam? If the beam is pulsed, can you fire single pulses to limit the exposure hazard?
· Beam Viewing – Intrabeam viewing is prohibited on campus and a remote viewing camera should be used if intrabeam viewing is required to align the beam. Use a low power alignment laser (Class 2 or 3a) or if none is available, always use the lowest beam power, which will allow viewing of an image with protective eyewear
· Personnel Protective Equipment – Use laser protective eyewear with a low enough OD to allow viewing of the diffuse reflection (contact the LSO if you need information on alignment eyewear). Use skin covers, e.g. lab coats and gloves, to protect users from laser beam scatter
· Personnel – Whenever possible, the “buddy” system should be used during alignments. If another person is not available to be in the room, let someone else know where you are and check in with them on a regular basis
· Exposure Precautions – Keep the optical table clear of objects which may cause unwanted specular reflections. Always close the laser shutter while adjusting optics or when entering the beam path. After making adjustments, assure the optics are secured prior to use.
3 For Servicing a Laser

· Only approved and properly trained personnel shall service laser systems. Vendor service staff may follow the vendor’s laser safety policy & procedures in addition to the Macquarie University procedures. If Faculty of Science staff assist the service staff, Faculty of Science staff must follow the Faculty of Science laser safety procedures (e.g. eye protection)
· If Faculty of Science staff performs the service, a written service procedure with safety practice information must be available for reference (often the manufacturer will supply this information). All enclosures, interlocks, and safety devices (shutters) must be replaced and verified operational prior to returning the laser to general use
· Safety interlocks shall not be permanently disabled without the consent of the LSO.
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