Office of Research Compliance, Integrity and Safety (ORCIS)
Standard Operating Procedure (SOP)
Laboratory Incident Response Procedure
Responsible Office: Office of Research Compliance, Integrity and Safety (ORCIS)
Responsible Officer (title only): Director of ORCIS, Laboratory Safety Specialist, Laboratory Safety Officer
Contact Person: ORCIS Staff
Initial Date: 8/1/2026
Purpose
Establish procedures for reporting, responding to, and investigating laboratory incidents and near misses in teaching laboratories, research laboratories, art studios, and makerspaces to identify root causes, implement corrective actions, and prevent recurrence.
Procedure
All laboratory incidents, injuries, exposures, and near misses reported through the NIU Near Miss/Accident/Incident Report System, or directly to ORCIS, shall be reviewed by ORCIS. 
Accident Determination
· ORCIS reviews reported events and classifies them as a near miss, minor accident, or major accident.
· Near Miss: An unplanned event or unsafe condition that did not result in injury, illness, property damage, environmental harm, or operational disruption, but had the potential to do so.
· Minor Accident: An unplanned event resulting in a minor injury, illness, property damage, or equipment damage requiring only first aid and causing no significant operational, environmental, or facility impact.
· Major Accident: An unplanned event resulting in, or having the potential to result in, serious injury, hospitalization, significant illness, fatality, substantial property damage, major equipment damage, significant operational interruption, or environmental impact. 


Near Miss and Minor Accident Investigation Process
1. Near misses and minor accidents are investigated by the Laboratory Safety Specialist, Laboratory Safety Officer, ORCIS Director, or their designee.
2. Investigations may include:
· Interviews with involved personnel and witnesses.
· Review of incident reports and supporting documentation.
· Inspection of affected work areas.
· Review of SOPs, risk assessments, training records, and safety documentation.
· Evaluation of equipment, materials, and environmental conditions.
3. ORCIS communicates findings, recommendations, and corrective actions to affected personnel, supervisors, and Principal Investigators (PIs).
4. Investigation findings and corrective actions are documented.
5. The Laboratory Safety Specialist provides periodic summaries to the Laboratory Safety Committee (LSC).
Major Accident Investigation Process
1. ORCIS may restrict operations or temporarily close affected areas to protect personnel, property, or the environment.
2. Within 24 hours of notification, ORCIS shall:
· Coordinate required notifications with Environmental Health & Safety (EHS) and regulatory agencies.
· Document the scene, equipment, materials, work areas, safety systems, PPE, engineering controls, signage, and processes involved.
· Collect and preserve evidence.
· Photograph and otherwise document the incident scene.
3. Within five business days, ORCIS establishes a Major Accident Investigation Subcommittee.
4. The Subcommittee shall:
· Consist of at least three members.
· Include ORCIS personnel, with the ORCIS Director serving as Chair.
· Include a representative of the affected department.
· Include Laboratory Safety Committee members and subject matter experts as appropriate.
· May include volunteers with relevant expertise who were not involved in the incident.
5. The Subcommittee conducts a formal investigation to determine immediate, contributing, and root causes.
6. A final report should be issued within thirty (30) business days whenever practicable. If additional time is required, the ORCIS Director will provide status updates to the Vice President for Research (VPR).
7. Investigation reports shall include findings, conclusions, recommendations, and corrective actions.
8. Recommendations may include procedural revisions, engineering controls, administrative actions, training requirements, or other safety improvements.
9. The VPR reviews the report and may share findings with appropriate institutional leadership.
10. The Laboratory Safety Committee reviews findings to identify trends, recurring hazards, and opportunities for improvement.
11. ORCIS tracks and monitors implementation of corrective actions.
Roles and Responsibilities
Injured Party
When physically able, the injured party shall:
· Stop work and obtain appropriate medical attention.
· Notify the PI, Laboratory Supervisor, or responsible faculty member.
· Report the incident, exposure, near miss, or unsafe condition promptly.
· Participate in investigations and provide accurate information.
· Cooperate with required medical evaluations and exposure assessments.
· Follow prescribed medical treatment and work restrictions.
· Participate in corrective actions or retraining as required.
Principal Investigator (PI)
The PI shall:
· Ensure appropriate emergency response actions are taken.
· Ensure injured personnel receive prompt medical attention.
· Secure the incident area when appropriate.
· Notify departmental leadership, EHS, and other required authorities.
· Ensure incident reports are completed in a timely manner.
· Participate in and support investigations.
· Provide investigators with relevant documentation, including SOPs, risk assessments, training records, maintenance records, and experimental protocols.
· Review findings and implement approved corrective actions.
· Ensure required retraining is completed.
· Monitor effectiveness of corrective actions.
Laboratory Supervisor
The Laboratory Supervisor shall:
· Respond immediately to incidents and emergencies.
· Ensure emergency procedures, evacuation, spill response, and medical assistance are implemented as needed.
· Notify the PI and the required personnel.
· Secure affected areas and preserve evidence when safe.
· Assist investigators by gathering information regarding personnel, witnesses, equipment, materials, and environmental conditions.
· Participate in investigations and root-cause analyses.
· Review procedures related to the incident.
· Implement assigned corrective actions.
· Ensure personnel receive the required retraining.
· Monitor and report corrective action progress.
Office of Research Compliance, Integrity and Safety (ORCIS)
ORCIS shall:
· Provide institutional oversight for laboratory safety and incident management.
· Receive and review incident, injury, exposure, and near-miss reports.
· Determine investigation, reporting, and committee review requirements.
· Provide technical guidance to PIs, supervisors, departments, and committees.
· Coordinate or participate in investigations.
· Conduct interviews and collect relevant information.
· Review regulations, policies, SOPs, and risk assessments.
· Coordinate with EHS, emergency responders, medical providers, and regulatory agencies.
· Evaluate root causes and contributing factors.
· Track corrective and preventive actions.
· Recommend improvements to training, procedures, engineering controls, and policies.
· Maintain investigation records.
· Provide laboratory safety training, consultation, and exposure assessment support.
Laboratory Safety Committee (LSC)
The LSC shall:
· Support the institutional laboratory safety program.
· Review major accidents, significant near misses, and serious incidents.
· Review findings and recommendations from major accident investigations.
· Evaluate adequacy of corrective actions.
· Recommend improvements to laboratory safety programs and procedures.
· Monitor incident trends and recurring hazards.
· Promote a culture of safety.
· Recommend training, education, and outreach initiatives.
· Advise ORCIS and institutional leadership on laboratory safety matters.
· Recommend revisions to SOPs, risk assessment processes, and safety management practices.
· Request additional investigation when warranted.
· Monitor completion of corrective actions.
· Provide recommendations and reports to institutional leadership.
Major Accident Investigation Subcommittee
The Subcommittee may:
Interview Personnel
· Interview injured parties, witnesses, supervisors, students, and researchers.
· Request written statements as needed.
Visit and Examine the Incident Scene
· Conduct site visits.
· Document observations through photographs, measurements, sketches, or other means.
· Review physical evidence, equipment, materials, and site conditions.
Review Documentation
· Review SOPs, risk assessments, permits, training records, maintenance records, inspection reports, policies, and previous incident records.
Determine Causes and Contributing Factors
· Identify immediate, underlying, and root causes.
· Evaluate technical, organizational, procedural, and human factors.
Make Recommendations
· Recommend corrective and preventive actions.
· Recommend changes to procedures, training, equipment, facilities, and management systems.
· Establish implementation timelines when appropriate.
Major Accident Subcommittee Report
The report shall summarize:
· Incident description.
· Findings.
· Root causes and contributing factors.
· Recommended corrective and preventive actions.
The report shall be submitted to the VPR and appropriate institutional leadership. The Subcommittee is a fact-finding body and is not responsible for disciplinary determinations.
Retention
Copies of all reports, evidence, and supporting documentation will be stored electronically by ORCIS for seven years from the date of the finalized reports. 
