Procedures and Policies of Mechanical Support Group in 366

Below describes policies and procedures of the Mechanical Support Group and other personnel working in building 366.
Tool/Equipment Usage:

Authorized members of the Mechanical Support Group (post list of authorized personnel) must familiarize themselves with the ANL-E, ES&H manual, 7.12 Safe Use Tools and equipment.  Other personnel may use tools/machines with the explicit authorization of Ken Wood the Building Manager.  Unauthorized use of equipment, report to the appropriate Division Management immediately.
All tools, power equipment, and shop equipment in 366 is for use by everyone within the mechanical support group.  Ken Wood is responsible for all of the tooling and equipment in 366 and has assigned locations for this equipment.  When someone is done working with any equipment then this tooling should be returned to its designated storage area so that it is available for others to use.  

Everyone in the mechanical support group has a tool box and set of tools that have been assigned to them.  As needed, anyone else in the group can request to use tools assigned to someone else if needed to complete work.  

It is expected that at the end of each day and/or at the completion of a job/task that everyone cleans up their work area.  For example, all chips and dust should be cleaned and equipment returned.  The workbenches and roll carts are for use by everyone as work surfaces.  After completing a task these should be cleaned up and cleared of equipment so that others can use them.  If a workspace is needed and it is not clear where it should be performed, Ken should be contacted directly, tell him the requirements, and he will make arrangements for a workspace.  

If a drill press, bandsaws, or any of our other power equipment is being used the proper feeds and speeds must be used.  If you are not sure what speeds and feeds should be used then you should consult with Ken or Frank for guidance.  All equipment should be returned to the same condition after use as when you initially started using it.  If you break a blade or damage teeth on a blade they you are responsible for changing the blade as well as notifying Frank or Ken and discussing with them why the damage occurred to insure that you are using the proper feeds and speeds for the equipment and material.  If improper use of equipment occurs (as indicated, for example, by continuing to break blades), after receiving instruction from Ken or Frank then the privilege of using the equipment will be lost.  

Damaged Equipment

All employees are responsible for reporting damaged equipment immediately to the building manager.  The building manager is then responsible for inspecting the equipment and removing it from service.  The building manager will then make arrangements to have the equipment repaired and placed back into service as quickly as resources allow.  

Machine/Equipment/Workspace Availability

If you have any questions about the use of any equipment or its availability for your use then you must talk to Ken or Frank to make arrangements for getting the equipment that you need.  

Building 366 

The normal working hours of 366 are 7:00am to 3:30pm.  The doors to the building are open during these times and deliveries can be accepted.  Outside of these hours the doors to the building are to remain locked and access is only by swiping your badge through the card reader.  The machine shop and storage areas should also be locked during off hours if not being used.  The last person leaving the building each day is responsible for insuring that all of the outside doors are locked.  Also, each person is responsible for reporting any un-authorized person in the building during off-hours.  

Computers:

1. If you logged onto the computer you must be present and using the computer.  It is not acceptable to log onto the computer and then leave the computer unattended. 
2. If you are using the computer and someone else is waiting to use it then you must log off the computer after 20 minutes and inform the person waiting that you are finished with the computer. 
