Individual PI & Multi-PI 
COVID-19 Research Space 
Standard Operating Procedure (SOP)

Instructions on how to prepare and submit the COVID-19 Research Space SOP
This COVID-19 Research Space SOP fillable template must be used for individual PI and multi-PI research spaces on the Purdue West Lafayette Campus. Multiple adjacent rooms or service spaces located in the same building can be included in a single Research Space SOP as long as the space has common oversight and supports a common research activity. Separate SOP fillable templates will be available for Purdue’s Core Labs and Field Sites.  
Each COVID-19 Research Space SOP should include a well-documented plan that everyone working in the space agrees to follow and enforce. PIs, lab directors, and other responsible individuals should review the pre-read document and all of the questions in the template before beginning. One person from this group should be designated as the primary Point of Contact (POC) to submit the SOP and manage subsequent communication and follow up.
This SOP should be used to describe how the layout of the research space and the individuals using the space will comply with the Protect Purdue COVID-19 safety measures. This SOP should not be used to repeat or modify the Protect Purdue COVID-19 safety measures and processes, such the health and wellness protocols and the required use of cloth or disposable face masks, which are available on the Protect Purdue Website. 
Answers to questions and assistance completing the Research Space SOP can be requested by sending an e-mail to COVIDSOP@purdue.edu with a subject line SOP Assistance.
Before returning to campus, all individuals who either conduct or support the research activities in the space covered by this plan must: (1) review the pre-read for background and awareness; (2) complete online COVID-19 Protect Purdue training; (3) read and understand the attached SOP; (4) participate in a group meeting with the POC and supervisor to discuss the SOP; (5) Sign the SOP indicating understanding of COVID-19 Research Space SOP and intent to follow SOP.
Individuals will only be given access to the building and research space associated with the SOP after all of these steps are completed and the SOP is signed.  Individuals using research spaces in multiple buildings or in Core Labs must complete, review, and sign SOPs for each space.
Using the COVID-19 Research Space SOP fillable form
The COVID-19 Research Space SOP is using a MS Word fillable form to collect information in a standard format for rapid review and feedback on several thousand SOPs in under a month. Input can be added to the field by clicking on the field and typing the response. Some fields may require multiple entries, including department names, individuals needing access, etc. Additional fields can be added by clicking on the “+” found at the lower right-hand edge of the first field.

COVID-19 RESEARCH SPACE STANDARD OPERATING PROCEDURE (SOP)
Research Space and Point of Contact for SOP Submission
This section collects information on the primary space and adjacent rooms and service areas that will be covered by the SOP and the contact information of the POC for the SOP submission.  All communication on the review and approval process will be routed through the SOP submitter.  Click on “+” at the lower right-hand corner of the fillable field to add additional fields.
Building Code:	e.g., use BIND for Bindley Bioscience Center. 
Research Space Name:  	e.g., Quantum Materials and Devices Lab
Room Number(s):  	e.g., 101, 102, 103, 104
SOP Submitter Information:
	Name:  Last Name, First Name
	E-mail:  e-mail address
	Select College:  Choose an item.
	Department:  
	Institute/Center:  
	Position Title:  
Research in this Space Includes (check all that apply):
☐ A REM Certified Integrated Safety Plan (ISP) 
☐ Equipment Shared Among Researchers
☐ COVID-19 Research
☐ Animal Research
☐ Human Subject Research
☐ Leverages Field Research, State, National, or International
Note:  Purdue placed additional restrictions on animal, human subject, and field research in March.  This SOP does not serve as an approval process to resume activities that are still subject to current restrictions as found on the article "Guidance for Human Subjects Research".
Other Responsible Individuals Included on the SOP
Many research spaces and labs at Purdue are shared by multiple PIs, lab directors, and other individuals who are responsible for the overall oversight and management of the space, including health and safety as well as financial support of the space.  Any individual at high-risk for severe illness or complications from COVID-19 should directly contact Purdue HR for a consultation before returning to campus work.
Q1:  Complete the following question if the research space is shared and supported by multiple PIs, lab director, or other responsible individuals. Only complete the parts that are applicable. To add additional responsible individuals, hover cursor over large gray box and click to show “+” at the lower right-hand corner of the entire field. Skip this question if the SOP Submitter is the only PI associated with the research space.
Responsible Individual(s) Information:

	Existing Emergency Contact?   Yes   No
	Name:  
	E-mail:  
	Select College:  
	Department:  
	Institute/Center:  
	Position Title:  

Q2:  Complete the following question if the research space is supported by on-site, full-time research scientists or staff or requires part-time on-site technical or IT support to operate the space.  Only complete the parts that are applicable to the individual. 
Research Support Individual(s) Information:

	 Full Time   Part Time
	Name:  
	E-mail:  
	Select College:  
	Department:  
	Institute/Center:  Enter institute/center
	Position Title:  

Other Researchers Included on the SOP
On-campus research spaces and labs are often shared by many different researchers, including research scientists, visiting scholars, post-docs, graduate and undergraduate students.  To maintain social distancing guidelines and de-densify our spaces, it is critical that all individuals requiring access to on-campus facilities understand and follow the Purdue COVID-19 safety measures.  This will include limiting time spent on-campus to tasks that rely on specialized on-campus facilities.  All other work should be conducted remotely whenever possible. It may also require scheduling on-campus activities in multiple shifts across the day.
Q3:  Complete the following information for all researchers that require access to the spaces and labs covered by this SOP. Each individual returning to campus must complete training and sign the approved SOP before returning to campus. Any individual at high-risk for severe illness or complications from COVID-19 should directly contact Purdue HR for a consultation before returning to campus work. To add additional researchers, hover cursor over large gray box and click to show “+” at the lower right-hand corner of the entire field. 

All Researchers Requiring Access to Research Space or Lab in this SOP:
	
	 Research Faculty   Research Scientist   Visiting Scholar   Post-Doctoral Scholar 
	 Graduate Student   Undergraduate Student   Other 
	Name:  Last Name, First Name	
	E-mail:  
	Select College:  
	Department:  
	Institute/Center:  
	% time on campus to meet research goals and deliverables:  
	 < 1 semester from completing degree or position

Practices to Comply with COVID-19 Safety Measures in Research Spaces
Research spaces at Purdue (except those with active COVID-19 programs) are currently considered medium exposure risk, as per the by Occupational Safety and Health Administration (OSHA).  All individuals returning to campus to conduct or support research activities, or those currently conducting critical research, will be held accountable for understanding and implementing the COVID-19 Research Spaces SOP.  The Research Spaces SOP must clearly describe how the spaces, processes, and practices of all rooms and individuals covered by the SOP will be adapted to comply with the current COVID-19 research safety measures below: 
· Conduct research activities remotely whenever possible;
· Do not come to campus when experiencing COVID-19 symptoms or after close, prolonged contact with a confirmed COVID-19 carrier.  See Protect Purdue Pledge;
· Pay attention to personal hygiene, including frequent hand washing with soap and water;
· In the research space, wear cloth or disposable face mask when a 6 ft distance between individuals cannot be maintained at all times;
· Maintain a 6 ft. separation between people working in all shared research spaces for social distancing and de-densification;
· Incorporate engineering controls such as physical barriers and/or enhanced PPE when unable to maintain a 6 ft. separation between people working in a research space;
· Clean and sanitize shared surfaces and equipment frequently, using COVID-19 approved cleaning products and procedures;
· Maximize separation between people when moving through research spaces;
The PIs, lab directors, and other responsible individuals should consider how to apply a combination of best practices across the four primary control areas for the research spaces in this SOP:  Physical Distancing, Social Distancing, Contact Time, and Reducing Exposure.  
PHYSICAL DISTANCING encourages remote work and video communication whenever possible.  It also includes limiting trips to essential research travel to field sites, sponsor reviews, national user facilities, and collaborator facilities.
SOCIAL DISTANCING is used to maintain the equivalent of a 6 ft. separation between people working in research spaces.  Methods include installing floor markings to manage circulation and identify separation when waiting for shared equipment; removing or labeling desks, tables, and chairs; rearranging furniture and equipment to increase distance between high-use items; shutting down or staggering work in benches, hoods, or other stationary equipment; adding engineered controls such as Plexiglas barriers between adjacent work areas or enhanced PPE.
CONTACT TIME should be minimized by de-densifying and adopting approaches such as staggered work shifts, avoiding peak travel times, and using reservation systems for shared labs. 
REDUCING EXPOSURE is aimed at minimizing cross-contamination. Approaches include assigning work areas to particular researchers; frequent hand washing and use of hand sanitizer; regular cleaning and disinfection of surfaces and shared equipment; reassigning research responsibilities to limit the number of different researchers in a shared space; limiting external visitors to essential contractors and vendors. Most importantly, individuals should not come to campus when experiencing COVID-19 symptoms or after close, prolonged contact with a confirmed COVID-19 carrier.
Note:  Individuals at high risk for severe illness or complications of COVID-19 may require additional accommodations and protective safety measures to return to campus.  These individuals should contact Purdue HR for a consultation before returning to campus work.
The following questions will assist in developing and implementing COVID-19 safety measures, practices and processes for the research spaces covered by this SOP.  
Q4:  What are the room type(s) for this research space? (check all that apply):
☐ Office space shared by four or fewer individuals
☐ Open office shared by five or more individuals
☐ Open dry space with benches, tables, and/or desks
☐ Dry bench
☐ Wet bench
☐ Analytical testing
☐ Physical testing
☐ Sample storage
☐ Other:  Enter <10 word description
Q5:  Briefly describe the research activities that will be performed in the research space covered by this SOP.
[bookmark: ActivityDesc]Enter brief description of research activities in 250 words or less. 
Q6:  Provide examples of the type of research work that can be done remotely while still advancing the goals and deliverables of the research programs. 
[bookmark: RemoteResearch]Enter examples of research that can be done remotely.
Q7:  Confirm that the group will communicate via video conference when possible.   ☐ Yes  ☐ No
[bookmark: VideoConference]If no, explain how social distancing will be maintained.
Q8:  Confirm that all responsible individuals who serve as supervisors understand that any individual who is at high-risk for COVID-19, and must be on campus to conduct research or support activities, should directly contact their Purdue HR Business Partner for a consultation.  A Purdue HR representative will work with the individual and his/her supervisor to identify appropriate workplace accommodations whenever possible. The supervisor cannot require the individual to return to campus until this process is complete.   Individuals who are not at high risk and cannot conduct their work remotely can return to campus after the COVID-19 Research Space SOP is approved and training is complete.   ☐ Yes  ☐ No
Q9:  Confirm that everyone covered under this SOP understands that no individual should come to campus when experiencing COVID-19 symptoms or after being in close, prolonged contact with a confirmed COVID-19 carrier.  Supervisors should support and enable these individuals to remain at home during this time.  ☐ Yes  ☐ No
Q10:  Confirm that everyone covered by this SOP will follow requirements for wearing a cloth or disposable face masks. In the research space, this means wearing a cloth or disposable face mask when a 6 ft distance between individuals cannot be maintained at all times.  ☐ Yes  ☐ No
Q11:  Confirm that the research space covered by this SOP has a sink suitable for hand washing or will have hand sanitizer available.  ☐ Yes  ☐ No
Q12:  Confirm that everyone covered under this SOP understands that all Integrated Safety Plans requirements for appropriate laboratory practices and PPE remain in place, including in-person or remote buddy systems.  ☐ Yes  ☐ No


Q13:  Insert a simple hand-drawn or electronic sketch of the research space, which would include shared space, covered by this SOP in the blue box, including critical dimensions where possible.  Show the approximate location of major equipment, racks, benches, tables, desks, chairs, etc.  For multiple sketches, hover cursor over large gray box and click to show “+” at the lower right-hand corner of the entire field. Floor plans can be accessed on this page with a valid Purdue login.

Q14:  Does the group covered by this SOP plan to use a staggered work shift to maintain the required social distancing.  ☐ Yes  ☐ No
Q14a:  If yes, confirm that a shared online tool or other method is available to track staggered work shifts.  ☐ Yes  ☐ No
Q15:  Based on the rough sketch of the research space or lab, provide a brief description of the approaches that will be implemented to maintain the required social distancing by annotating the sketch and/or providing a short narrative below.  This could include: floor markings to manage circulation and identify separation when waiting for shared equipment; removing or labeling desks, tables, and chairs; rearranging furniture and equipment to increase distance between high-use items; shutting down or staggering work in benches, hoods, or other stationary equipment.  
[bookmark: SocialDescription]Enter short description of social distancing approaches that will be implemented. 
Q16:  Based on the rough sketch of the research space and its anticipated use, are there instances when social distancing cannot be maintained and Plexiglas needs to be installed or enhanced PPE will be required?  ☐ Yes  ☐ No
[bookmark: InstallDesc]If yes, provide short description of why Plexiglas or enhanced PPE is needed.  Include Plexiglas barriers on sketch or describe where Plexiglas should be installed by Physical Facilities. 
Q16a:  If Plexiglas needs to be installed, confirm a work order has been placed with Physical Facilities to install the Plexiglas via the Fix-it Portal. When placing the order please specifically mention this is a research-related request.  ☐ Yes  ☐ No
Q16b:  If yes for Q16a, while waiting for physical facilities to install Plexiglas, describe the interim safety measures that will be used.  
[bookmark: InterimDesc]If yes for 16a, provide short description of interim safety measures. 
Q17:  Does the group covered by this SOP plan to use shared equipment?  ☐ Yes  ☐ No
Q17a:  If yes, confirm that a shared online tool or other method is available to schedule use.  ☐ Yes  ☐ No
Q18:  Confirm that everyone covered by this SOP agrees to clean and disinfect frequently touched surfaces and equipment used by more than one individual using a CDC approved disinfectant that is appropriate for the surface or equipment.  For example, wipes or sprays containing at least 70% alcohol or ethanol are a good choice for disinfecting keyboards, microscopes, and other sensitive equipment.  ☐ Yes  ☐ No
Q19:  Describe any additional COVID-19 safety measures that will be implemented to reduce contact time, reduce exposure, or any other controls. 
[bookmark: Meaures]Enter short description of other measures that will be implemented 
Q20:  Confirm that everyone covered under this SOP will participate in a meeting with the POC and supervisor to discuss this SOP.  ☐ Yes  ☐ No
Q21:  Confirm that signatures will be collected from those who need access to the research space confirming awareness and intent to follow SOPs prior to accessing the research space. 
  ☐ Yes  ☐ No



COVID-19 Research Space SOP Signature Page
By signing below, all responsible individuals associated with this research space acknowledge that they endorse the plan in the attached COVID-19 Research Space SOP and agree that it should be submitted for review and approval.    
Once the SOP has been approved, the POC for this SOP will contact all other individuals requiring access to this research space to ensure they have completed all the requirements to return to campus. The POC is responsible for gathering signatures and maintaining up-to-date records that will be kept in the research space. 
Privileges to this and other research spaces on the Purdue campus will be revoked if the signees do not follow the measures in this SOP.
Click “+” for additional fields.

 	__________________	_________	_________________
	Signature		Date			E-mail or phone #
 	__________________	_________	_________________
	Signature		Date			E-mail or phone #
 	__________________	_________	_________________
	Signature		Date			E-mail or phone #
 	__________________	_________	_________________
	Signature		Date			E-mail or phone #
 	__________________	_________	_________________
	Signature		Date			E-mail or phone #
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