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Summary 
 
This SOP provides guidelines on how both PERFORM and non-PERFORM assets are 
accessed and managed.  The major topics covered are general guidelines for using 
equipment, how the inventory of PERFORM is managed, as well as how non-PERFORM 
equipment is administered at the PERFORM Centre.  
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1.  Definition of Terms  

Area / Platform Space in PERFORM that provides controlled condition in 
which project activities are performed. 

Concordia University’s 
administration 

In the context of the PERFORM Centre this would most likely 
be facilities management services, environmental health and 
safety, financial services and the office of research.  

Inventory coordinator Person responsible for updating and reporting all PERFORM 
inventory. 

non-PERFORM 
equipment 

Equipment located at the PERFORM Centre but is not under 
the management of PERFORM’s administration team and 
Scientific Director. 

PERFORM The PERFORM Centre at Concordia University. 

PERFORM employee Concordia employee that has been assigned to PERFORM.   

PERFORM’s equipment Any equipment that is under the direct responsibility of 
PERFORM’s administration and Scientific Director. 

PERFORM Operating 
Document (POD) 

Operating documents that are specific to an instrument or 
technique.  

Principal Investigator 
(PI) 

Head researcher that is responsible for all aspects of a given 
research project or program at PERFORM.  

Research Equipment Equipment used for acquiring research data.  

Scientific Direction 
Committee (SDC) 

Executive committee responsible for all strategic aspects of 
research activities at PERFORM chaired by the Scientific 
Director. 

Scientific Director (SD) Senior executive of PERFORM responsible for all research and 
administrative aspects of the centre 

Standard Operating 
Procedure (SOP) 

SOP’s at PERFORM are any operating document that require 
a full review process and approval by the Scientific Director. 

UHREC University Human Research Ethics Committee. 

User Person using space or equipment at the PERFORM Centre 
that has received adequate technical and safety training. 
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2.  Introduction 
2.1 Background 

The PERFORM Centre is a shared facility that houses equipment that is managed by 
PERFORM’s administration team and equipment brought in by academic or private 
researchers to be used in conjunction with PERFORM facilities.   Due to the 
collaborative nature of the research done at the PERFORM Centre, clear guidelines on 
the expectations, rights and obligations are needed in order for all parties to understand 
the context in which the different types of equipment are categorized and administered.  

2.2 Purpose 

The purpose of this SOP is to provide the minimum guidelines regarding expectations, 
rights and obligations regarding the use of assets at the PERFORM Centre.   
 

2.3 Scope 

This document provides the general conditions with regards to using PERFORM assets 
and non-PERFORM equipment at the PERFORM Centre.  Moreover, requirements in 
addition to current Concordia University asset management policies are outlined.  
Finally, the process for bringing and removing non-PERFORM equipment is described as 
well as the responsibilities regarding non-PERFORM equipment. 
 
Out of scope are: 

• Consumable inventory management 

2.4 Responsibility 

• Any user of PERFORM and non-PERFORM equipment will be responsible for 
having read and signed off on this SOP. 

• It is the responsibility of PERFORM Employee to support equipment needs of 
researchers within the boundaries laid out in this SOP.  

2.5 Relevant Documents 

Concordia policy on asset management, effective date: October 7, 2014, CFO-4 
Concordia policy on security, effective date: September 23rd, 2002, VPS-20 
PC-POD-GA-001; PERFORM Centre Booking System for Facilities and Equipment 
PC-SOP-GA-007; General Access to PERFORM Centre 
PC-SOP-GA-001; Guidelines for Preparing SOPs and PODs 



 
 

 

 

PC-SOP-GA-004-v03 Printed copies are not controlled. Page 5 of 10 
 

 
  

PC-SOP-GA-004-v03 
 

3. General Conditions 
 
As outlined in PC-SOP-GA-007 “General Access to PERFORM Centre” there is an 
internal PERFORM process in order to gain access to PERFORM equipment.  The 
PERFORM Centre is a shared facility and as such requires a set of conditions for 
ensuring the most effective use of both PERFORM and non-PERFORM equipment for 
all users. 

• In order to gain access to a PERFORM research area, users will have to undergo 
an orientation session with the PERFORM platform supervisor and the 
PERFORM employee member where both PERFORM and non-PERFORM 
equipment are identified.  

• Once access has been granted, the new user and PERFORM’s platform 
supervisor will determine the training needs required regarding un-assisted use 
of PERFORM equipment.  The level of supervision required will be at the 
discretion of platform supervisors depending on the equipment and its desired 
use.   

• It will be the user’s responsibility to ensure that they follow all PERFORM’s SOPs 
and PODs when operating PERFORM equipment. 

• Users will also be expected to follow SOPs specific to the area(s) where non-
PERFORM equipment is being used. 

• Unauthorized use of equipment, both PERFORM and non-PERFORM will risk 
forfeit of privileges and access to the PERFORM Centre at the discretion of the 
SD. 

• PERFORM employee will take every precaution to ensure the safety of non-
PERFORM equipment, however PERFORM administration assumes no 
responsibility for lost or damaged equipment that is stored in the PERFORM 
Centre. 

• Should any property of Concordia University be lost, stolen or damaged, the 
appropriate report and procedures will be followed according to current policies 
of Concordia University (APPENDIX IV). 

• All users of PERFORM equipment will be expected to book time using the online 
scheduler (PC-POD-GA-001 for PERFORM Centre Booking System for Facilities 
and Equipment) 
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4. Inventory Management of PERFORM Equipment 
 

PERFORM inventory management will follow current Concordia University policy on 
capital asset management (APPENDIX IV) with some additional requirements outlined 
in the following points. 

 

4.1 Inventory coordinator 

• The SD will appoint an inventory coordinator for the PERFORM Centre. The 
inventory coordinator will report to the line manager that has sign off authority 
on inventory lists that are reported to Concordia University’s administration 
and/or external auditors.  

• It will be the responsibility of the inventory coordinator to work with area 
managers/supervisors to keep an updated list of the entire inventory at the 
PERFORM Centre and ensure that all policies are adhered to with regards to 
moving and decommissioning equipment. 

• The inventory coordinator will be a trained user of any electronic inventory 
management system instituted by Concordia University and or PERFORM 
Centre. 

• It will be the responsibility of all PERFORM employees to report to the 
inventory coordinator any changes in equipment status (i.e.: purchase of new 
equipment, move, or decommissioning). 

4.2 Maintenance of PERFORM research equipment inventory system 

• All equipment inventory at PERFORM will be tracked using an electronic 
inventory management system as instituted by Concordia University and or 
PERFORM Centre. 

 The following information will be captured for each piece of equipment: 

PERFORM tag number Equipment description Manufacturer 

Model number Serial number Acquisition (Month/Year) 

Purchase order number Preparer’s contact details Last inventory check date 

Bar code number Room number Comments 
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• PERFORM inventory check will be conducted once a year and the minimum 
requirement is to report to University administration (financial services) every 
three years.  The inventory coordinator will have to conduct a physical check of 
all the equipment at PERFORM and report the physical status of each piece of 
equipment 

• Note that Concordia administration may conduct random audits from time to 
time. 

• At least once a year, the inventory list must be verified for completeness and 
accuracy by the appropriate PERFORM administration team members.  Formal 
sign off may be required by the SD when reporting to University administration 
or external auditors. 

4.3 PERFORM equipment tags 

All equipment at the PERFORM Centre must be tagged with both a PERFORM 
inventory number and a bar code.  This is a Concordia University policy and a 
requirement for insurance eligibility (APPENDIX IV).  
 
The structure of the PERFORM inventory number will be the following: 

• “P” PERFORM Centre designation 

• Followed by the following area codes: 

PE: Portable Equipment AT: Athletic Therapy 

MF: Multi-Function Laboratories CF: Conditioning Floor 

CP: Cardio-Pulmonary IM: Imaging Suite 

FA: Functional Assessment CA: Clinical Analysis Suite 

RL: Second Floor Research Labs NS: Nutrition Suite 

PA: PERFORM Assets (furniture, admin computers, all non-research equipment) 
 

• Followed by a unique number assigned by the inventory coordinator. 

For example the ultracentrifuge located in the clinical analysis suite is labeled: 

PCA 34 

 



 
 

 

 

PC-SOP-GA-004-v03 Printed copies are not controlled. Page 8 of 10 
 

 
  

PC-SOP-GA-004-v03 
 

• In cases where it is not possible to tag the actual instrument (such as centrifuge 
rotors, EEG caps, etc.), it will be at the discretion of the inventory coordinator 
as to how to track these items so long as all the required information is 
captured. 

• Bar codes will be generated using the PERFORM inventory numbering system 
which should be consistent with Concordia University’s. 

4.4 Acquisition and decommissioning of equipment 

• Acquisition of new equipment for the PERFORM Centre must be reported to 
the inventory coordinator.  The proper inventory processes described above 
must take place before putting equipment into service. 

• Decommissioning of equipment will require a report to the SD and inventory 
coordinator and follow Concordia University’s current asset management policy 
for decommissioning equipment (APPENDIX IV).  

4.5 Moving equipment within PERFORM 

• Portable PERFORM equipment, available in some platforms will have to be signed 
out and returned by users with the platform supervisor.   

• Moving of any large equipment will require the written consent of the SD and 
Concordia’s facilities management will execute the actual move. 

4.6 Moving PERFORM equipment outside of PERFORM 

• Moving PERFORM equipment out of PERFORM will require written approval by 
PERFORM’s SD or designate and be signed out by the inventory coordinator or 
PERFORM employee designate. 

4.7 Damaged, lost, or stolen PERFORM equipment 

• In the case where PERFORM equipment is damaged lost or stolen, a report will 
have to be filed with the inventory coordinator and reported to the SD.   
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5. Management of non-PERFORM Equipment 
Researchers wishing to conduct studies at the PERFORM Centre, may want to bring 
their own equipment to be used in conjunction with the equipment supplied by 
PERFORM.   In some cases, research programs go on for extended time periods and 
non-PERFORM equipment needs to be stored long term at the PERFORM Centre.  

5.1 Application to bring non-PERFORM equipment 

• Researchers wishing to bring external equipment need to submit an application 
form and submit to the PERFORM’s research operations coordinator 
(APPENDIX III).  

• The research operations coordinator will check for compatibility and safety 
issues along with the area manager/supervisor who will then assign a space for 
the external equipment.   

• The information will also be submitted to the inventory coordinator 

• The following minimum information will be provided in the application form: 
 

Equipment description Manufacturer Model number 

Serial number Name and contact of PI check-in date 

Safety precautions Comments  
 

5.2 Requirements for bringing equipment to PERFORM 

Once the request application has been submitted and approved by PERFORM 
supervisors then arrangements can be made to have the equipment delivered to 
PERFORM.   

• non-PERFORM equipment must be clearly labeled with PI’s name or Company 
that is responsible for the equipment. 

• Inventory coordinator has to be informed that the equipment is on PERFORM’s 
premises. 

• An orientation of the non-PERFORM equipment should be given to the 
appropriate PERFORM employee in cases where equipment may have to be 
moved and to provide information to emergency response crews if needed.   



 
 

 

 

PC-SOP-GA-004-v03 Printed copies are not controlled. Page 10 of 10 
 

 
  

PC-SOP-GA-004-v03 
 

• Any move of non-PERFORM equipment will be done with consultation of the 
responsible person for that equipment.   

5.3 Removing non-PERFORM equipment 

Researchers can remove their equipment from the PERFORM Centre at any time and 
without notice.  However, the equipment must be signed out by the inventory 
coordinator or designate.  
 
The SD reserves the right to ask a researcher to remove their equipment, and will do 
so in writing if requested. 

5.4 Inventory management of non-PERFORM equipment 

• Inventory of non-PERFORM equipment will be managed by PERFORM’s 
inventory coordinator using a designated electronic inventory management 
system.   

• The inventory coordinator will assign a PERFORM inventory number for tracking 
purposes. 

5.5 Approved uses of non-PERFORM equipment 

• No human based research at the PERFORM Centre may be undertaken without 
a formal scientific, administrative and ethical review process: Scientific Review 
Committee (SRC), Feasibility, Comité central d’éthique de la recherche (CCER ) 
and/or University Human Research Ethics Committee (UHREC)  committees.  
This includes research conducted with non-PERFORM equipment.  

• Only users assigned by the person responsible for the non-PERFORM equipment 
will be permitted to use the equipment.  PERFORM employee or other 
researchers will not be allowed to use non-PERFORM equipment without the 
identified responsible person’s explicit approval. 

 

6. Training requirements 
All users at the PERFORM centre who wish to have access to the centre will be 
required to read this SOP and sign the training record form.  
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Moving PERFORM Equipment  

Application Form 
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Moving PERFORM equipment application form  
 

 Identification of person responsible  

First and Last name    

Title and affiliation    

Email    

Telephone number    

  

Equipment details  

Equipment description    

PERFORM inventory 
number  

  

Current location     

Location moved to    

Moving date    

Return date    
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Brief justification for the move  

  

  

Approvals  

  

  
 

Signature and print name of person responsible   Date  

  

  
 

PERFORM Scientific Director or designate  Date 
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APPENDIX II 

Report Damaged or Lost Equipment Form 
 



 
 
 

 

 

Damaged, inoperative, lost or stolen equipment report 
form 

 

 

Identification of person reporting 

First and last name  

Title and affiliation  

Email  

Telephone number  

 
 

Equipment details 

Equipment description  

PERFORM inventory number  

Normal location  

Date and time of incident  

Detailed description of the situation 
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Application for Bringing Equipment to PERFORM 
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Application for bringing equipment to PERFORM  
Identification of person responsible for non-PERFORM equipment  

First and last 
name  

  

Title and 
affiliation  

  

Email    

Telephone 
number  

  

  

List of authorized users of this equipment  

First and last name  Title   email  
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 Equipment details  

Equipment description    

Manufacturer    

Model number    

Serial number    

Check in date    

Safety Precautions (Please add any special safety precautions regarding this instrument 
that should be known by PERFORM Staff and other users)  
  

Comments and Special requests   
e.g.: If portable does the owner want the instrument to be signed out?, special plug? ventilation? etc….  

  

 

Space allocation (filled out by PERFORM inventory coordinator)  

Room number    

PERFORM Inventory 
number    
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APPENDIX  IV 

 
Concordia University’s Policy on Capital Asset 

Management (CFO-4) 
http://www.concordia.ca/content/dam/common/docs/policies/official-policies/CFO-4.pdf 
 
 

Concordia University’s Security Policy  

(VPS-20) 
http://www.concordia.ca/content/dam/common/docs/policies/official-policies/VPS-20.pdf 

http://www.concordia.ca/content/dam/common/docs/policies/official-policies/CFO-4.pdf
http://www.concordia.ca/content/dam/common/docs/policies/official-policies/VPS-20.pdf
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APPENDIX V 
 

SOP Training Record Form 
 



 
 
 
 

SOP Training Record 
 

 
SOP Title 
 
Asset Management at PERFORM 
 
 
SOP Code 
 

Ownership Document type Area SOP Number Version 

PC SOP GA 004 03 
 
 
Training Record 
 

Full Name  

Institution  

Contact  
(email or phone number)  

 
 
 
Signature 
 
 
 
 
   

Sign here and return to SOP Custodian  Date 
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