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 CAES Chemical Management Plan
Note: Contact Information for the CAES Safety Officer or designated alternate can be found at the end of this document.

1.0 PURPOSE 
The CAES Chemical Management Plan is a cradle to grave process for tracking chemicals used in CAES. This procedure provides instructions for CAES organizations, management, and personnel to perform their responsibilities in support of the management of chemicals and chemical information and processes. This procedure also describes the general process to acquire, receive, store, and provide for use of chemicals at CAES. 
NOTE: Under no circumstances shall a person bring any chemicals, gasses, radiological sources, or radiological materials into the CAES facility without prior approval from the CAES Safety Officer (CSO) or designated alternate*. 
2.0 SCOPE
The Chemical Management Plan applies to all personnel that acquire, receive, store, use, and dispose of chemicals at CAES.

2.1 This procedure applies to the following materials: 
2.1.1 All chemicals that enter the laboratories at CAES (e.g. Fisher, Aldrich, Cole-Parmer chemicals) 
2.1.2 All compressed and liquefied gases 
2.1.3 Hazardous household chemicals (e.g., bleach, ammonia, pesticides) 
2.1.4 Lubricants, fuels, and oils (e.g., motor oil, gasoline, diesel, vacuum pump oil) 
2.2 This procedure does not apply to the following materials: 
2.2.1 Retail products used for routine household-like activities or personal use (e.g., cleansers, dish soap, hand soap, baking soda) 
2.2.2 Retail office products (e.g., white out, ink cartridges)  
2.2.3 Foods or food additives (e.g., food coloring) 
2.2.4 Articles (a manufactured item other than a fluid or particle that is formed to a specific shape or design during manufacture, has end-use function dependent in whole or in part upon the shape or design during end use, and does not release or otherwise result in exposure to a hazardous chemical under normal conditions of use; for example, solid metal [a lead pipe or steel beam], emissions from newly varnished furniture, or pencils). 

2.3 This procedure does not address the use of or compatibility issues of chemicals used in CAES. 
2.4 Idaho State University janitorial and facilities personnel will be responsible for inventorying all of their janitorial and facilities chemicals in the Chemoventory system with the assistances of the CSO or a designated alternate.

3.0 INSTRUCTIONS 
 
3 Chemoventory Database Management
 
3 The ISU Information Technology Department will host and provide maintenance support for the Chemoventory Database. This support will be negotiated at a minimum annually.

3 CSO and designated alternate will assign appropriate levels of access and password authorization to CAES database users.

3 CAES Chemical Procurement Manager or designated alternate will input chemicals into the chemical inventory database.
 
3 The Chemoventory server is http://chemoventory.ps.isu.edu. 

3 Chemical Requests
 
3 All samples, chemicals, gasses, radiological sources, or radiological materials must have prior approval from the CSO or the designated alternates before they are bought into CAES. 

3 Prior to acquisition of any new chemical, the requester will evaluate and balance program requirements with waste minimization techniques, such as product substitution of less hazardous materials or source reduction to obtain quantities required. It is encouraged to buy and use only the smallest quantity of any hazardous material which is necessary. In most cases, it is far more expensive to dispose of hazardous material as waste than it is to purchase it as a new material. For determining if the chemical has a less hazardous alternative, check the MIT Green Chemical alternatives list which can be found at: http://web.mit.edu/environment/academic/alternatives.html

3 It is recommended that the requestor (e.g. PI, researcher or students) order chemicals from the CAES Chemical Procurement Manager, but not required.

3 Chemicals ordered by the CAES Chemical Procurement Manager.

3 The chemical must be in the requestor’s pre-approved project plan or in the   pre-approved general chemical list.
3 The requestor will obtain and read the MSDS for the requested materials.
3 The requester will submit the CAES-029 CAES Chemical Order Form to the   Chemical Procurement Manager.
3 CAES Chemical Procurement Manager will coordinate all chemical purchases with the CSO or designated alternative and the project’s PI to ensure the chemical has received approval will comply with storage and facility requirements, and that the accuracy of the chemical inventory can be maintained. 
3 The CSO will verify that the incoming chemical will not exceed the applicable laboratory limits or other facility-specific limits. 
3 Chemicals ordered or shipped from the requestor’s home institute.
3 The chemical must be in the requestor’s pre-approved project plan or in the pre-approved general chemical list. 

3 The requestor will obtain, read, and e-mail (CAES Chemical Procurement Manager or designated alternate) the MSDS for the requested materials.
3 The requestor’s home institute must receive approval from the CSO or designated alternate by e–mail before the chemicals are order. 
3 The requestor’s home institute will notify the CAES Chemical Procurement Manager or designated alternate by e-mail that the chemical has been shipped. 
3 The CSO and the project’s PI will ensure the chemical will comply with storage and facility requirements, and that the accuracy of the chemical inventory can be maintained. 
3 The CSO will verify that the incoming chemical will not exceed the applicable laboratory limits or other facility-specific limits. 
3 The CAES Chemical Procurement Manager or designated alternate will be responsible for logging the chemical into the Chemoventory system. 
3 Obtaining authorization for a chemical not listed in the requester’s project plan or in the pre-approved general chemical list.
3 The request must be made by e-mail to the CSO or the designated alternate.

3 The requester must e-mail a table that includes the chemical, quantity, hazard identification, and waste disposal for the new chemical.

3 The CSO will verify that there are no compatibility issues, the limits for this chemical are not exceeded for the CAES facility, and there is adequate storage available. A subject matter specialist may be consulted before authorization is granted to the requestor to confirm the mitigations are appropriate and sufficient and that the hazards are acceptable for the CAES facility.

3 The CSO will notify the designated alternatives via email that the chemical has been approved for use in CAES and that the project plan or pre-approved general chemical list is updated.

3 If for project use, the PI updates the CAES project plan by attaching a table that includes the new chemical, quantity, hazard identification and mitigation, waste disposal, and CSO or designated alternative approval (CSO signs the table indicating that the chemical has been approved).
 

3 If for pre-approved general chemical list the CSO or designated alternative will update the pre-approved general chemical list and insert it into the lab notebook.

3 As appropriate, the CSO is responsible for ensuring subsequent project readiness in accordance with the CAES Project Readiness Checklist.
 
3 The PI is responsible for ensuring project personnel readiness in accordance with CAES-009 Researcher Readiness before the new chemicals are used. 

3 Chemicals Entering CAES 
3 Chemicals purchased by the CAES Chemical Procurement Manager or purchased/shipped from the requestor’s home institute must be entered into the Chemoventory system.

3 If the chemical is approved for use and is not exempt from the Chemoventory database then the following information is entered into the Chemoventory database by the CAES Chemical Procurement Manager or designated alternate.

3 Enter the chemical name 
3 Enter the CAS# (the CAS number must always be entered)

3 Enter the users name in the category option 
3 Enter the manufacture 
3 Enter quantity ordered in the quantity received option 
3 Enter the units for the quantity ordered 
3 Enter the building (CAES) the chemical will be stored 
3 Enter the room the chemical will be stored 
3 Upload the most recent version of the MSDS in the Chemoventory system 
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3 Physical Receipt of Chemicals

3 Chemicals will be shipped to CAES 995 University Blvd, Idaho Falls ID 83402 to the attention of the Designated Alternate/Chemical Procurement Manager.
3 The CSO or designated alternate will notify the requestor that the chemicals were received.

3 If researcher is unavailable to receive the chemicals, the chemical will be stored in the Analytical Chemistry Lab.

3 Upon receipt, requestor or CSO will verify that the chemical received matches the following. 
3 Receiving report 
3 Information on MSDS 
3 Information in Chemoventory database 
3 Verify any discrepancies with the Chemical Procurement Manager.
 
3 CAES Chemical Procurement Manager, CSO or designated alternate will initiate tracking and control of the chemical in the Chemoventory database.

3 Enter the actual date the chemical was received in the purchase order number option 
3 Enter the Lot# 
3 Enter the expiration date 
3 Enter the storage location 
3 The CSO or designated alternate will write the chemical ID number, date the chemical was received, and their initials on the chemical bottle.

3 The CSO or designated alternate will write the chemical ID number on the MSDS.


3 The CSO or designated alternate will place the MSDS in the Laboratory MSDS folder.  

3 The CSO, requestor, and lab lead will ensure that chemicals are stored by compatibility.
3 The CSO, requestor, and lab lead will ensure that chemicals are in approved storage locations. 

3.5 Physical Receipt of Gasses

3.1.1 The CAES Chemical Procurement Manager will notify the CSO and designated alternative when a gas has been ordered. 
3.5.2 The CSO or designated alternative will accept gases for the requester.

3.5.3 The CSO or designated alternative will have the vendor place the gases in the gas racks. 

3.5.4 The receiving receipt will be placed on the CAES Chemical Procurement Manager’s desk.

3.5.5 The CSO or designated alternative will indicate on the receiving receipt the receiving lab and the project or instrument. 
3.5.6 The CAES Chemical Procurement Manager will ensure the gas is inventoried in the Chemoventory program with electronic MSDS and a hard copy of the MSDS is in the Laboratory MSDS book. 

3.5.7 A gas tank rack with a chain and steel toe caps must be used when moving a gas tank from one location to another location. 
3.6 Disposing of Chemicals

3.6.1 Empty Chemical Bottles

· The researcher will place their depleted chemicals in a container labeled depleted chemical.

· The CSO or designated alternate will dispose of the empty bottles and update the Chemoventory program. 

3.6.2 Disposing of Chemicals

· If the chemical is no longer needed, contact CSO or designated alternate to initiate disposition.
· The CSO or designated alternate must dispose of the chemicals as recommended by the ISU Hazardous Waste Management Policies and Procedures Manual http://www.physics.isu.edu/health-physics/tso/hazman2008complete.pdf 

· The CSO or designated alternate may place unwanted or unused chemicals on ISU ChemSwap list. http://www.physics.isu.edu/health-physics/tso/ChemSwap.html
3.6.3 Disposing of Waste

· The SAA manager and SAA coordinate is the only person who can place waste into the SAA. 
· Contact CSO, SAA manager, SAA coordinator, or designate alternative before disposing of any waste.

3.7 Periodic Assessment of Chemical Inventory
 
3.7.1 CSO or designated alterative will validate the chemical inventory data against chemicals in storage every 6 months (October & May).

3.8 Transferring of chemicals from one institute to another

3.8.1 Authorization must be granted by CSO before any chemicals can enter or exit CAES. 

3.8.2 All chemicals that enter or exit CAES must be entered or removed from the Chemical Inventory database by either the CSO, PI, Chemical Procurement Manager.
 
3.8.3 The transport of chemicals and related products to and from CAES is the responsibility of each project’s PI and their home organization. This does not apply to the removal of chemicals that have been classified as waste: waste removal is the responsibility of ISU. It is the PIs responsibility to contact the CSO to ensure the transportation of chemicals and products to and from CAES is in accordance with all applicable State and Federal DOT requirements.

3.8.4 CAES chain of custody form will be filled out by the CSO or designated alternative before chemicals are removed from CAES. The CSO, PI, and person accepting the chemicals must sign the CAES chain of custody form. 
NOTE:  The transportation of many stock chemicals on public roadways is strictly controlled by the United States Department of Transportation; researchers must be in compliance at all times with all federal and state regulations and their home organizations procedures and policies.

3.9 Chemical Procurement Billing
 
3.9.1 The CAES Chemical Procurement Manager will issue invoices for chemical orders.
 
3.9.2 Invoices will be paid to the University of Idaho at Idaho Falls, 1776 Science Center Drive Idaho Falls, Idaho. Attention: Mike Hilker, hilkmike@if.uidaho.edu, 208-282​-7982. 
113_Fluids Lab �
120_TEM �
�
114_Deflagration Lab �
121_LEAP �
�
115_Instrument Repair Shop �
122_SEM/Nanoindenter �
�
116_Advanced Materials Lab �
208_Radiochemistry Lab �
�
118_FIB �
209_Analytical Instrumentation Lab �
�
119_Pump Room �
210_Analytical Chemistry Lab �
�









