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Standard Operating Procedure 
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	RiS ID	
	



This document is provided as an example to guide you in writing a Standard Operating Procedure (SOP) for your work at Kings Bay Laboratories. Since it is only an example, it may not cover all the points relevant to your specific tasks.
The SOP must be written in English. 
We do not expect your SOP to be lengthy—keep it clear, concise, and to the point.

1. Purpose
Explain the objective of this SOP. State why the procedure is necessary and what it aims to achieve.
	Click here to fill in the objective of the SOP.


2. Scope
Defines in short where and when the SOP applies, and who must follow it. Specifies the activities, equipment, or processes covered.
	Click here to fill in the scope of the SOP.


3. Responsibilities
Detail the roles involved and their responsibilities in carrying out this procedure.
	Click here to fill in the responsibilities involved.


4. Hazardous substances
List all the substances you plan to use (chemicals, substrates, solvents, gas, radioactive isotopes etc.), provide information about brand, quantity and CAS number.
Describe why you cannot substitute the chemicals mentioned with a less dangerous and/or how you have substituted some of the chemicals already.
	Click here to write down all substances you plan to use.


5. Materials and Equipment
List any instruments, tools, or equipment needed.
	Click here to list any instruments, tools, or equipment.


6. Procedure
Provide a step-by-step guide, written in clear, numbered instructions.
· Step 1: …
· Step 2: …
· Step 3: …
(Include decision points, exceptions, and safety checks where relevant.)
	Click here to provide a step-by-step guide.


7. Safety and Compliance
Note any safety precautions, legal requirements, or compliance guidelines that must be followed.
	Click here to list any safety precautions, legal requirements, or compliance guidelines that must be followed.


8. Risk Analysis
Refer to the Risk Assessment you have done and shortly summarize the conclusions following the points listed below:
· Hazards for people and environment
	Click here to write a short summary for hazards for people and environment.


· Protective measures and rules of conduct
	Click here to write a short summary for protective measures and rules of conduct.


· Actions in case of Accidents
	Click here to write a short summary for actions in case of accidents


· Desposure
	Click here to write a short summary for actions of disposure of chemical waste, general waste etc.


9. Questions
Here you can write down open questions you want to discuss with Kings Bay Laboratories staff after arrival.
	Click here and type in questions you want to discuss with Kings Bay Laboratories staff after arrival.
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