SHOP AFTER HOURS GUIDE
(updated November 4, 2015)
· Work should be done in the shop during normal business hours when personal and equipment safety are maximized.

· Exceptions should be (1) clearly justified/carefully planned, (2) submitted no later than one half hour before the shop closing time, (3) approved by Russ, and (4) conducted according to plan.
· Email notification will be sent out by the shop manager to appropriate personnel. This email will contain the names of the graduate and undergraduate students working after hours, the project name, and the date/hours that the group will be working.

· No work should be done after 10:00 P.M. Fatigue and exhaustion increase work hazards and decrease efficiencies.

· More than one student group can be scheduled to work in the shop after hours. Those students whose names are listed on the authorization are the only ones who are allowed to be in the shop.  

· Two IEW or trained graduate students must be in the shop during all after hours work.

· The shop doors will be kept closed and locked after hours.

· Irregularities observed during after-hours sessions are grounds for a stop work notice.
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	IF YOU LEAVE THE BUILDING, ALL DOORS SHOULD BE LOCKED UP AFTER HOURS.


