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[bookmark: _Toc111648129]PURPOSE
The purpose of this document is to provide guidance to occupants of the _____________ space to ensure a safe and productive work environment. 
[bookmark: _Toc111648130]SCOPE
These guidelines apply to all Georgia Tech students, staff, faculty, visitors, and occupants who actively work in this _______________space. 
[bookmark: _Toc111648131]RESPONSIBILITIES
This section should detail the different roles of staff/students in the space and their responsibilities. 
[bookmark: _Toc111648132]HOURS OF OPERATION
This section should list the respective space hours of operation and any exceptions. 
[bookmark: _Toc111648133]ACCESS TO SPACE
This section should list how a student/faculty/staff/visitor can receive access to the respective space.
It should detail training required, any waivers or documents that should be completed and any buddy system (if space can only be used in staff member is present) information etc. 
[bookmark: _Toc111648134]MACHINE SPECIFIC ACCESS
This section should detail how authorized users can get access to machines or tools in the space.
[bookmark: _Toc111648135]TRAINING REQUIREMENT
This section should detail specific training requirements needed. This section can be taken out if training information is already explained in the other sections.
[bookmark: _Toc111648136]SPACE GUIDELINES AND SAFE-WORK PRACTICES
This area should list all specific operating guideline and procedures that must be followed in this respective space. This section should detail PPE that must be worn in the space, what not to wear in the space, SOPS, safe equipment operation, housekeeping, areas that may be off limits without specific approval from Shop Manager, when an occupant must Stop-Work, and other safety guidelines and operational guidance for that space.

[bookmark: _Toc111648137]RECORD KEEPING
This section should detail how copies of any training roster, training content and signed documents must be maintained and kept on file
[bookmark: _Toc111648138]APPENDICES

[bookmark: _Toc111648139]EMERGENCY INFORMATION

Emergency Numbers 

The following list contains important emergency telephone numbers and related information.

	Type of Emergency:
	Who to Call:
	Phone Number and/or website:

	General 
(Includes fire, police, emergency medical treatment, and off hour chemical spills)


	GTPD and EHS Emergency Phone
	GTPD: 911 from an on-campus phone 
Or 
404-894-1491 from a cell phone

EHS Emergency Phone: 404-216-5237

	Emergency Repairs and Maintenance
	Facilities Management
24- hour Trouble Call
	Area 1: 404-385-1000
Area 2: 404-385-2000
Area 3: 404-385-3000
Area 4: 404-385-4000
Area 5: 404-385-5000


	GA Tech Pest Control
	Facilities-Utilities & Energy
	http://facilities.gatech.edu/pest-or-animal-control


	Other Numbers

	Insurance and Risk Management              
	Frederick Trotter
	404-894-3483




In case of an emergency, call the Call the Georgia Tech Police Department at 404-894-2500 immediately if you are experiencing a life-threatening emergency or need a fire truck or ambulance.

For links to information about a campus-wide emergency, or to sign up for emergency alerts, go to Georgia Tech's main emergency page.
 

For emergency response for common incidents, visit https://www.ehs.gatech.edu/emergency   












[bookmark: _Toc111648140]POST INJURY/ILLNESS INSTRUCTIONS


Faculty, Staff, & Employed Students:
Injuries must be reported to the Shop Supervisor.

· If no medical attention is required, do not call DOAS 24-hour injury report line.
· If medical attention is required, the Supervisor must call DOAS 24-hour injury report line at (877) 656-7475.
Please Note:
· Agency Unit Location # - Georgia Tech: #7202
· You DO NOT have to give your Social Security Number (SSN)


Georgia Tech Students that are not employed:
The injury must be reported to the Shop Supervisor. In case of an injury, non-employed GA Tech students should visit Stamps Health Services. 

Students requiring assistance after attention is sought for the injury/illness may contact the Georgia Tech student Affairs Office/Dean of Students
· During regular work hours call: 404-894-6367 (choose Option 9)
· After Hours/Weekends call GT Police: 404-894-2500 and ask them to page the Dean on Duty

Supervisor must report injury to EHS:
After the injury is reported to DOAS (if applicable) and/or Student Affairs (if applicable), the supervisor must report the injury to EHS.
· The supervisor must investigate the injury.
· The supervisor must fill out the “Supervisor Accident Investigation” Webform on the EHS website.
· Link to the Webform: https://ehs.gatech.edu/content/supervisors-accident-investigation  


For assistance contact: generalsafety@ehs.gatech.edu 








[bookmark: _Toc111648141]AUTHORIZATION FORM
 
Student Name/GT ID#: ______________________________________	 	Date: _______________
(Print) 

Shop Supervisor ____________________________________________  		Date: _______________

TO BE COMPLETED BY THE SHOP SUPERVISOR OF THE “AUTHORIZED USER”: 
Re: This document confirms the required qualification of the above-named employee to perform: 
(Check all that apply) 

□ Operations and work in the following Shops: 
____________________________________________________________________________________
____________________________________________________________________________________

□ Operate and work with the shop equipment listed:
____________________________________		__________________________________	
____________________________________		__________________________________	
____________________________________		__________________________________	
____________________________________		__________________________________	
____________________________________		__________________________________	

□ Other Processes (describe): 
____________________________________________________________________________________ 
____________________________________________________________________________________ 

The qualification to work in the Maker Space and Student machine shop will be revoked if the user is not performing safely as trained. Below are signature(s) of responsible person(s) verifying training, experience and/or providing instruction.

TO BE COMPLETED BY THE SHOP SUPERVISOR / SUPERVISOR: 
This designation of “Authorized User Form” is based on evidence of safe performance of all duties related to Maker Space and Student machine shop Safety and verification by the “Shop Supervisor / Supervisor” through: 
(Check all that apply) 
□ Training:  	Training Agreement Record and skills test attached. 
□ Experience:  	Demonstrated skill in safe operation of Shop equipment for _____ years. 
□ Instruction 	This person has received instruction from me or another Maker Space and Student machine shop employee who is qualified/authorized and has observed this person’s work while performing Maker Space and Student machine shop operations and confirms that the person has the knowledge to perform Maker Space and Student machine shop work safely. 

The authorized user agrees and understands that they are authorized to use only the equipment trained on that is noted above.


Shop Supervisor/Supervisor: _____________________________________________ Date: _____________



Authorized Person’s Signature: ___________________________________________Date: ______________                                    


[bookmark: _Toc111648142]MAKER SPACE/ STUDENT MACHINE SHOP USER’S AGREEMENT
Professional Conduct is required
· Training is required to use any piece of equipment in the maker space/student machine shop space.
· Respect for others and school resources are required at all times.
· Horseplay is never appropriate in the maker space/student machine shop spaces.
· Be aware of others around your work, and the work being performed around you, at all times.
· Use the correct tool for the job and never abuse the tool. Use the training you have received.
· Avoid holding your work pieces with your hands when using cutting tools. Clamp your work piece in a vise and use two hands to hold the tool whenever possible.
· Know your physical limits. Do not operate power tools when you are too tired to be alert.
· Always report any injury, broken tool, housekeeping issue, or potential hazard.
Dress for the work being performed
· Personal protection equipment (safety glasses, ear plugs, breathing masks, etc.) are to be worn anywhere signs are posted in the workspace, or whenever appropriate based on good training for that tool. For example, safety glasses are to be worn anytime powered, sharp, or impact tools are being used in your vicinity.
· Never approach rotating or any large power tools with loose clothing, long untied hair, lanyards, headphone cords around your neck, or large jewelry that could pull you toward the machine.
· Shoes worn in the fabrication spaces must cover the tops of your feet.
Never Work Alone with Powered Tools
· You must have at least one work partner within at least voice distance of you whenever powered cutting tools are in operation. Visual distance is required for certain equipment as posted.
· You must not be separated by a closed door from this partner. Most certainly not a locked door.
· Your work partner must be trained (and able) to turn off the tool in the event of an emergency.
· Partner must be able to call the campus police (404) 894-2500 in any emergency. 
· It is the user’s responsibility to confirm the above any time powered tools are in operation.
You Must Help Keep the maker space/student machine shops Safe as You Use Them
· You must clean your work area of any debris that you have created, or others have created before you. The next person using the space must find it to be clean, organized, and safe.
· You must help keep the floor space in the maker space/student machine shops dry and free of tripping or slipping hazards such as saw dust, oil, electrical cords, or raw materials.
· Whenever you use a tool, you are responsible for returning it to its proper storage location, regardless of where you found it. If you are unsure, please ask the lab personnel.
· Exits, corridors, and passageways must be kept clear of furniture or project prototypes for safe passage during an emergency.
· Never modify any tool, and especially, never remove safety devices from tools.
· If you see someone working in an unsafe manner, you must gently correct them as a colleague.
· Have Fun, keep learning, and teach others what you have learned!
The student agrees to the user’s agreement and also understands that they are authorized to use only the equipment in which they have received training on. 

Sign and date: ______________________________________________________
[bookmark: _Toc111648143]HAZARD ASSESSMENT TOOL – PPE SELECTION
This document can be used as a supplement to the Hazard Assessment Tool in the selection of appropriate personal protective equipment (PPE) for the Maker Spaces and Student machine shops.

	Applicable PPE
	Specific type (example)
	Characteristics
	Applications

	Light latex, vinyl, or nitrile gloves

	Disposable latex gloves
[image: ]

	Powdered or un-powdered

	Working with biological hazards (human blood, body fluids, blood borne pathogens, specimens)


	
	Disposable nitrile gloves 
[image: ]

	Puncture, abrasion resistant, protection from splash hazards

	Working with Biological Hazards and chemical splash hazards


	
	Disposable vinyl gloves 
[image: ]

	Economical, durable, similar to latex

	Biological Hazards


	Applicable PPE
	Specific type (example)
	Characteristics
	Applications

	
Light chemical resistant gloves

	Natural rubber latex

[image: ]

	Chemical resistant, liquid-proof

	Working with small volumes of corrosive liquids, organic solvents, flammable compounds


	Light to heavy chemical resistant gloves
	Nitrile gloves
[image: ]
	Chemical resistant, good puncture, cut, and abrasion resistance
	Apparatus under pressure, air, or water reactive chemicals

	




	

	
	

	
	
	
	

	Heavy chemical resistant gloves

	Butyl gloves
[image: ]

	High permeation resistance to most chemicals

	Large volumes of organic solvents, small to large volumes of dangerous solvents, acutely toxic or hazardous materials

	
	Viton® II gloves
[image: ]

	High permeation resistance to most chemicals
	Same as butyl gloves, plus hazardous material spills

	Insulated gloves
	
Terrycloth autoclave gloves

[image: ]

	Heat resistant
	Working with hot liquids and equipment, open flames, oil bath

	Applicable PPE
	Specific type (example)
	Characteristics
	Applications

	
	Cryogen gloves 
[image: ]
	Water resistant or waterproof, protection against ultra-cold temperatures

	Cryogenic liquids handling


	Wire mesh gloves

	[image: ]
	Cut resistant

	Working with sharp tools or equipment


	



	
	
	

	
	
	
	

	Chemical resistant apron



	Rubber-coated wash apron 
[image: ]

	Chemical splash protection, good abrasion resistance

	Working with apparatus under pressure, air or water reactive chemicals, large volumes of corrosive liquids


	
	Neoprene apron and sleeves 
[image: ]
	Chemical resistant, tear resistant

	Water or air reactive chemicals, large volumes of corrosive liquids, small to large volumes of acutely toxic corrosives


	Applicable PPE
	Specific type (example)
	Characteristics
	Applications

	
Shop Aprons

	Leather Shop Apron 
[image: ]
	Protects clothing from dirt, dyes, debris, or non-hazardous chemicals

	General industrial, maintenance, construction, carpentry, or shop applications


	
	Denim Shop Apron 
[image: ]
	Protects clothing from dirt, dyes, debris, or non-hazardous chemicals

	General industrial, maintenance, construction, carpentry, or shop applications


	Safety glasses

	Glasses 
[image: ]


	Polycarbonate lens, side shields for eye protection. Meets ANSI and OSHA specifications

	Working with chemical, biological, or physical hazards.


	Safety glasses

	Glasses/Goggle Hybrid 
[image: ]
	Impact resistant lens with anti-fog coating and polyurethane foam seal

	Working with chemicals, biological, dusty, or overhead work


	
	
Laser Goggles 
[image: ]
	
Appropriately shaded goggles; optical density based on beam parameters

	
Working with Class 3 or Class 4 lasers


	Face shield

	[image: ]
	Chemical resistant face shield

	For use with mild acids, caustics, aromatic hydrocarbons. For use when splash hazard. For use when using air or water reactive or in operations that produce flying particles.

	Safety shield

	
[image: ]

	High-impact-resistant, clear polycarbonate, magnetic base.

	Protects operators from flying chips (swarf), sparks, and splashing coolant generated at the machines point of operation

	Applicable PPE
	Specific type (example)
	Characteristics
	Applications

	




Respirators




Must be a part of EHS Respiratory Protection Program.











Respirators
	N-95 
[image: ]
	Protects against dust, fumes, mists, microorganisms
	Working with high amounts of debris or dusty environments. 

	
	Half face 
[image: ]
	Air purifying respirator protects against variety of particulates, vapors, dust, mists, fumes; depends on filter cartridge used

	Working with high amounts of debris or dusty environments; chemical vapors; particulates


	
	Full face 


          [image: ]



	Same as half- face, but with greater protection factor, and greater protection of eyes and face; depends on filter cartridge used

	Working with high amounts of debris or dusty environments; chemical vapors; particulates


	
	SCBA
[image: ]
	Self-Contained Breathing Apparatus is a device that provides air in an immediately dangerous to life and health (IDLH) atmosphere
	Working in a confined space where the atmosphere is unpredictable or uncontrollable.


	









Hearing Protection 
	Disposable Ear Plugs 
[image: ]
	Polyvinyl Chloride (PVC) or Polyurethane foam, one time use design (no cleaning), one size fits all, light weight, low cost, blocks all sound
	Working with high powered equipment such as shop machinery, power tools, or gas-powered equipment.

	
	Reusable Ear Plugs
[image: ]
	Silicone, tapered fit, reusable (needs cleaning), corded or uncorded, light weight, more durable than disposable
	Working with high powered equipment such as shop machinery, power tools, or gas-powered equipment. Can be used for

	
	Hearing Band 
[image: ]

	Ear plugs connected to a flexible band that can be worn around the neck when not needed
	Working with high powered equipment such as shop machinery, power tools, or gas-powered equipment.

	
	Earmuffs
[image: ]
	One size fit all, fits better for longer periods of time, higher noise reduction rating, durable, dielectric
	Working with high powered equipment such as shop machinery, power tools, or gas-powered equipment.

	







Footwear Protection









Footwear Protection 
	Slip Resistant
[image: ]
	Slip resistant sole, comfortable, light weight
	Working in areas with slip hazards (i.e., wet floors). Working in areas made of tile, marble, or terrazzo.


	
	Safety Boots
[image: ]




	Steel toe offers toe protection, durable, puncture resistant
	Working in areas with power tools or heavy machinery used in construction.

	
	Chemical Resistant Boot 

[image: ]
	High permeation resistance to most chemicals
	
Working with large amounts of chemical compounds or during chemical spill clean-up


































[bookmark: _Toc111648144]MAKER SPACE AND STUDENT MACHINE SHOP SELF-INSPECTION FORM

	Shop Name:
	
	Dept. Head: 

	Building Name: 
	
	Supervisor: 

	Department: 
	
	RTK Coord: 

	Room No:
	
	Laser Supervisor:

	Building Manger:
	Inspection Date: 
	Inspector: 



	Power Platforms, Manlifts, Vehicle-Mounted Platforms
	Yes
	No
	N/A

	1. Employees standing on floor of the basket, not on any other devices for work position.
	|_|
	|_|
	|_|

	2. Building anchors visible, stabilizer tie at platform suspension ropes at each vertical interval.
	|_|
	|_|
	|_|

	3. Man lift and driving mechanisms protected from weather at all times.
	|_|
	|_|
	|_|



	Fall Protection
	Yes
	No
	N/A

	1. Locking type with a self-closing, self-locking keeper remains closed.
	|_|
	|_|
	|_|

	2. Personal fall arrest system used by workers on surfaces more than 4 feet.
	|_|
	|_|
	|_|

	3. Body harnesses inspected before use each day.
	|_|
	|_|
	|_|

	4. Rails used with at least 42” high mid-rails and toe boards.
	|_|
	|_|
	|_|

	5. Portable ladders in good condition. Ladder rungs and steps uniformly spaced.
	|_|
	|_|
	|_|

	6. Extension ladders have stabilizers and leg levelers.
	|_|
	|_|
	|_|



	Lockout/Tagout
	Yes
	No
	N/A

	1. Employees following procedures of a written lockout/tagout plan.
	|_|
	|_|
	|_|



	Machine Guarding
	Yes
	No
	N/A

	1. The point of operation of machinery that may cause injury is guarded.
	|_|
	|_|
	|_|

	2. Each machine free from sensible vibration when idled at full speed.
	|_|
	|_|
	|_|

	3. All trip and emergency switches require manual setting.
	|_|
	|_|
	|_|

	4. Grinder wheel in good condition.
	|_|
	|_|
	|_|

	5. Work rests adjusted closely to the wheel with a maximum opening of 1/8 inch.
	|_|
	|_|
	|_|

	6. Machine components covered to reduce release of mechanical energy.
	|_|
	|_|
	|_|

	7. Expanded metal, sheet, or wire mesh securely fastened to frame.
	|_|
	|_|
	|_|



	Electrical Safety
	Yes
	No
	N/A

	1. Are there > 3 ft. of working space in front of switchboards or motor control center’s?
	|_|
	|_|
	|_|

	2. Electrode and circuit conductors attached to grounding electrode.
	|_|
	|_|
	|_|

	3. Branch circuits originate in a power outlet or panel board.
	|_|
	|_|
	|_|

	4. Single mean to disconnect ungrounded main power supply conductors.
	|_|
	|_|
	|_|

	5. Equipment provided protection from combustible and flammable hazards.
	|_|
	|_|
	|_|

	6. Conductors emerging from the ground in enclosed raceways.
	|_|
	|_|
	|_|

	7. GFCIs used on electrical equipment where there is moisture or wetness.
	|_|
	|_|
	|_|

	8. Extension cords are used for temporary work only.
	|_|
	|_|
	|_|

	9. All junction boxes are covered (no exposed wiring).
	|_|
	|_|
	|_|

	10. All wall outlets are covered.
	|_|
	|_|
	|_|

	11. All light switches are covered.
	|_|
	|_|
	|_|

	12. Any light that is at risk of being struck is properly covered.
	|_|
	|_|
	|_|

	13. Power strips are not overloaded.
	|_|
	|_|
	|_|



	Fire
	Yes
	No
	N/A

	1. Fire extinguishers are accessible with less than 75 feet of travel to any extinguisher.
	|_|
	|_|
	|_|

	2. Fire extinguishers are inspected annually and tagged (current inspection).
	|_|
	|_|
	|_|

	3. Flammable aerosols and liquids are stored properly (flammables cabinet).
	|_|
	|_|
	|_|

	4. There is sufficient clearance (18”) between the top of storage and sprinkler heads For ESFR heads, clearance is 36”.
	|_|
	|_|
	|_|



	Tool Safety
	Yes
	No
	N/A

	1. All hand and power tools equipped with guards where applicable.
	|_|
	|_|
	|_|

	2. Tools free from structural defects and in good condition.
	|_|
	|_|
	|_|

	3. Safety clips attached to prevent attachments from being expelled.
	|_|
	|_|
	|_|

	4. When pressure released, pressure switch or control shuts off power.
	|_|
	|_|
	|_|



	Compressed Gas Cylinders
	Yes
	No
	N/A

	1. Portable tanks and cargo tanks have pressure relief devices.
	|_|
	|_|
	|_|

	2. Legibly marked with the name of the gas.
	|_|
	|_|
	|_|

	3. Secured individually in upright position.
	|_|
	|_|
	|_|



	Personal Protective Equipment (PPE)
	Yes
	No
	N/A

	1. PPE appropriate for hazards. Employees are certified on proper use, care, and storage of PPE.
	|_|
	|_|
	|_|

	2. Eye and face protection available.
	|_|
	|_|
	|_|

	3. Provide adequate protection against hazards for which they are designed.
	|_|
	|_|
	|_|

	4. Protective helmet when working in areas where there is potential for falling objects.
	|_|
	|_|
	|_|

	5. Protective footwear when working in areas where there is danger of foot injuries.
	|_|
	|_|
	|_|

	6. Hand protection against skin abrasions, punctures, chemical burns, and temperature extremes.
	|_|
	|_|
	|_|



	Hazardous Materials
	Yes
	No
	N/A

	1. All containers properly labelled.
	|_|
	|_|
	|_|

	2. Safety Data Sheets (SDS) kept up to date and available to employees.
	|_|
	|_|
	|_|

	3. Hazardous materials are stored properly.
	|_|
	|_|
	|_|

	4. Are chemicals added to EHSA (campus inventory database)?
	|_|
	|_|
	|_|



	Walking/Working Surfaces
	Yes
	No
	N/A

	1. Areas clean and orderly. Aisles and passageways clear and in good repair.
	|_|
	|_|
	|_|

	2. Barriers around opening – drop of 4’. Rail, toe board around exposed side of opening.
	|_|
	|_|
	|_|

	3. Clearance between machines – movement of one operator does not interfere with others.
	|_|
	|_|
	|_|

	4. Working spaces, walkways, and similar locations clear of cords.
	|_|
	|_|
	|_|



	General Safety and Health Provisions
	Yes
	No
	N/A

	1. Employees aware of procedures for reporting injuries.
	|_|
	|_|
	|_|

	2. Suitable facility for washing, flushing eyes, or body shower.
	|_|
	|_|
	|_|




Additional Items:
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