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Assumptions for Shutdown Procedure Described Herein:  
● Non-fire / non-medical 
● University mandated  
● No group member allowed on campus during shutdown  
● Indefinite length of shutdown  (Faculty may be need to make periodic 

checks of their labs for an extended shutdown) 
 
1. General Group Member Procedure    

1.1. General Policies (outside laboratory)  
1.1.1. Backup all data on Box   
1.1.2. Ensure most recent VPN network is installed on computer to 

access campus servers off-campus   
1.1.2.1. Do not rely on servers alone to access data in case of 

Northwestern IT failure. Best practice is to still upload all data 
on the server to Box.   

1.1.3. Ensure lab notebooks are up to date  
1.1.4. Store lab notebooks and office-only computers in area that 

cannot be affected in case of flooding or pipe leaks   
1.1.5. Do not place orders if notified that a shutdown is confirmed and 

imminent  
1.1.6. Lock all office / laboratory doors    

 
1.2. Preparing Hood / Benchtop for Shutdown    

1.2.1. Clean and tidy workspace  
1.2.2. Clearly label and organize all samples. 
1.2.3. Unplug all heaters, stir plates, and water circulators in hoods 
1.2.4. Stop all reactions in fume hood.   
1.2.5. Remove all samples from oven   
1.2.6. Close sashes in fume hood.   
1.2.7. Put all glassware at closest nearby sinks away.  
1.2.8. Place all personal liquid chemicals in compatible storage cabinet 

(i.e. deuterated NMR solvent taken to a compatible flammable 
cabinet)   

1.2.9. Place all personal solid reagents in secondary container on shelf 



1.2.10. Close and cap all gas tanks that are not connected to an 
instrument  

 
1.3. Preparing Waste Submission for Shutdown  

1.3.1. Submit all hazardous waste for pickup in Lumen (even if not full)  
1.3.1.1. If given advanced knowledge that waste pickups cannot be 

completed in time by Heritage, place organic flammable waste 
in flammable cabinet FC 6-7. Aqueous waste should be 
capped and can remain in closed fume hood.   

1.3.2. Empty base baths in 1018 and 2035 and submit as hazardous 
waste.  

1.3.2.1. If waste cannot be picked up in time by Heritage, place 
under hood 2035- 03 which will store no other reagents / waste 
or under hood 1018-05 which currently stores other alkaline 
solutions.  

1.3.3. Submit all opened peroxide forming chemicals as waste.  
 
2. General Instrument Manager Procedure:  

2.1. Applicable for: ALD (Athena, Herbie, Jupiter, and Zeus), 
Balances, Centrifuges, DRIFTS, Furnaces, Ovens, Gamry 
Potentiostat (Gude), Gamry Potentiostat (Tama), GC-FID, Vera - 
Impedance (mobile cart), Jupiter(ALD)/QCM, Microwave reactor, pH 
Meter, Potentiostat (CH), Rotovaps, Solvent System, Spin Coater, 
Supercritical CO2 dryer, 3Flex 1-2, HPVA (1&2), ITC, Optical 
Microscopes, pH Meter, Robot / Liquid Handler, SmartVacPreps 1-3, 
Titrator, Fluorimeter, ASAP Units 1-3, Tristars 1-3, Gas Phase 
Reactors (+GCs), IGA, Layer-By-Layer Systems, Oxidation Reactor 
(+GC), Thermogravimetic Analysis (TGA), Autochem, Large Scale 
Reactor, UV-Vis and UV-Vis-S 
2.1.1. Shutdown all instruments completely    
2.1.2. Unplug all instruments   
2.1.3. Elevate all computers or extraneous equipment (i.e. vacuum 

pump) off ground in case of flooding   
2.1.4. Close and cap all gas tanks that are not connected to an 

instrument  



 
3. Specialty Manager Procedures:  

3.1. Glovebox Manager:    
3.1.1.  Replace Ar tank with brand new Ar tank prior to laboratory 

shutdown   
3.1.1.1. To conserve Ar, complete task at end of shutdown 

preparation procedures    
3.1.1.2. Must have a minimum of 2 additional Ar tanks per 

glovebox 
3.1.2.  Request backup power from facilities for outlet  

 
3.2. Refrigerator Manager:  

3.2.1.  Place all reagents in secondary containers   
3.2.2.  Tightly close all doors    
3.2.3.  Request backup power from facilities  

 
3.3. Dry Ice and Liquid Nitrogen Managers:  

3.3.1.  Tightly close respective media containers   
 

3.4. Balance Manager:  
3.4.1.  Put away commonly used reagents by balances  

 
3.5. Solvent Orderer/ Manager:  

3.5.1.  Ensure all solvents are capped inside flammable cabinets (i.e. 
cap acetone drum currently containing a tap)    

3.5.2.  Submit all opened peroxide forming solvents as waste  
 

3.6. Solvent Carboy Manager:  
3.6.1.  Submit all communal waste    

 
3.7. Radioactive Safety Designate:  

3.7.1. Place all radioactive reagents in radioactive cabinet  
3.7.2. Place all radioactive samples either in radioactive cabinet or 

inside closed fume hood if cabinet filled  



3.7.3. Submit all glass and solid radioactive waste; liquid waste can be 
capped inside closed fume hood  

3.7.4. Lock radioactive cabinet   
 

3.8. Program Assistant Procedure  
3.8.1. Gather all up to date emails/ phone numbers for group members     

 
3.9. Safety Designate Procedure   

3.9.1. Ensure emergency contact information on all laboratories are 
visible and up to date  

3.9.2. Ensure appropriate warning signs (i.e. radioactive) are outside 
appropriate door      

3.9.3. Require group members to sign a paper acknowledging they 
have completed all tasks described above.   

3.9.4. Confirm and sign that group members have completed all tasks 
described above.   

3.9.5. Post sign on laboratory doors indicating university mandated 
laboratory shutdown and necessary PPE required for authorized 
personnel to enter in case of emergency 

 
 

Resources Consulted 
https://research.cc.lehigh.edu/lab-shutdown  
https://sp.ehs.cornell.edu/lab-research-safety/laboratory-safety-
manual/Pages/ch5.aspx#531   
https://dehs.umn.edu/29-laboratory-hibernation-and-closing 

https://research.cc.lehigh.edu/lab-shutdown
https://sp.ehs.cornell.edu/lab-research-safety/laboratory-safety-manual/Pages/ch5.aspx#531
https://sp.ehs.cornell.edu/lab-research-safety/laboratory-safety-manual/Pages/ch5.aspx#531
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