

STUDENT project Safety Policy

Student Project
Safety Policy
	Original Author: 
	COEN Safety Committee

	Application: 
	MS Word 

	File Name: 
	Student Project Safety Policy 6-14-2017.doc


TABLE OF CONTENTS

21.0
Scope

2.0
Student Project Safety Documents
2
3.0
Project Member Responsibilities
2
4.0
Project Safety Notebook
6
5.0
Emergency Response
6
5.1
Calling 9-1-1
6
5.2
Boise State Emergency Response Guidelines
6
6.0
Student Project Practices
7
6.1
Banned or Restricted Practices
7
6.2
University Initiated Stop Work Policy
7
6.3
Student Initiated Stop Work Practice
8
6.4
Personal Behaviors
8
7.0
Working With Chemicals
8
7.1
Content Applicability
8
7.2
Chemical Contact
8
7.3
Chemical Spill
9
7.4
Uncontained Spill Release
10
7.5
Chemical Storage
10
7.6
Chemical Labeling
10
7.7
Chemical Ordering
10
7.8
Chemical Inventories
10
7.9
Chemical and Hazardous Waste Disposal
10
8.0
Additional Safety Resources
10
8.1
COEN Safety Liaison
10
8.2
EH&S
11
8.3
Risk Management and Insurance
11
8.4
COEN Safety Website
11


	1.0 Scope
	This document, in conjunction with other related documents, provides a set of requirements, expectations and behaviors that will ensure student projects can be conducted in a safe manner. In addition, this document identifies key resources within the College and University that are available to assist in the evaluation and development of safe processes and procedures in student projects as needed. Student projects governed by this policy include 

· CE, ECE, MBE and MSMSE senior project courses

· CE and MBE student clubs

· Any other student activity that spans a semester or longer that involves interaction with mechanical or electrical systems.
It is mandatory that all project members (faculty and students) read and understand the contents of this and other documents, satisfy the training requirements associated with it, and abide by it. 

	2.0 Student Project Safety Documents
	Key documents to establishing project safety include:

· Student Project Safety Policy (this document). 
· Student Project Plan
· Student Project Safety Checklist.
Student project safety documents can be accessed online (see Section 8.4 and look under Forms and Documents.

	3.0 Project Member
Responsibilities
	Safety is a shared responsibility by all members of the project. However, there are specific roles that each member must play as outlined below. 

Student: 

· Complete all sections of the Student Project Plan to the best of their ability, including:

· The accurate description of the activities and hazards associated with the project 

· Specification of requirements for personal protective equipment (PPE), engineering controls, etc.

· Identification of training requirements

· Consult with other College and University safety resources as needed. See Section 8.0 for more information.

· Revise plan as needed to reflect inputs from Advisor, Lab Owner, and others.

· Complete all training as specified in the project plan.

Advisor: 
Typically, course projects and clubs have an advisor. If there is no advisor in a course project, the instructor must act as the advisor. The advisor is often the person most intimately acquainted with the activities of the project, and thus plays the most critical role in ensuring student project safety. The advisor must: 
· Carefully review all aspects of the Student Project Plan. 

· Provide inputs as needed to the plan.

· Consult with other College and University safety resources as needed. See Section 8.0 for more information.

· Ensure that all necessary training has been completed. Note: If some of the activity takes place in a lab, the advisor must include the Lab Owner in the review and assessment of training requirements.

· Assess the skill levels of the team members and available resources to ensure the project can be completed safely.
· NOTE: In the case of student clubs, the COEN safety liaison will act as Advisor.
Lab Owner:

For those projects where some of the work will take place in a lab (research or teaching), that lab owner plays a key role in ensuring the work is done safely. The lab owner must:

· Review the Student Project Plan with the Advisor so both can be aware of the project goals, hazards, PPE, engineering controls, training, etc. associated with the work and provide inputs as necessary.

· Make available all pertinent lab training materials to protect members. 
· Consult with other College and University safety resources as needed. See Section 8.0 for more information.

· Provide approval to the Student Project Plan when lab safety needs have been met.

Instructor:

If there is a course instructor in addition to the project advisor, the instructor is also required to review and approve the Student Project Plan before work can begin.  

Flow Chart:
Key responsibilities by team member are outlined in the flow charts that follow.
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	4.0 Project Safety Notebook
	Student projects that span a semester or longer and student clubs that conduct hands-on, project-focused work must create and maintain a Project Safety Notebook. The Project Safety Notebook must be kept close to project activities.

In general, the project safety notebook will contain: 

· the lab safety manual

· signed copies of the student project plan

· other standard operating procedures

· records of safety training for the project team or club members

· a copy of the current COEN Emergency Response Guide. 

· forms to be completed in the event of an injury or incident.
· chemical inventory for those projects that use chemicals
· hardcopy of the safety data sheets (SDSs) of all the chemicals used on the project. 
The COEN Safety Liaison can provide more information on how to complete the lab safety notebook

	5.0 Emergency Response

	5.1 Calling 9-1-1
	· If possible, get out of immediate danger. 

· In the event of a fire, or if you feel the building’s occupants are in danger:

· Activate the building’s fire alarm system
· Then call 9-1-1. 

· Evacuate the building immediately! 
When calling 9-1-1: 

· Stay on the line with the dispatcher. 

· Provide the address of the building involved and your exact location if calling from a cell phone. 
· Provide a thorough description of the incident to ensure that proper resources are dispatched. 
Do not hang up until the dispatcher tells you to do so.
To report any police, fire, or medical emergency, call 9-1-1. from any phone.

	5.2 Boise State Emergency Response Guidelines
	All students must read and understand each topic in the Boise State Emergency Response Guidelines webpage, which can be found online at: 

  http://emergencymanagement.boisestate.edu/emergency_procedures/

	6.0 Student Project Practices 

	6.1 Banned or Restricted Practices
	The following practices are banned and not permitted on COEN premises.

· Painting or sanding outside of an engineering control.
If no suitable booth, dust collector or hood is available, painting and sanding must be done outside the building and sufficiently far away to prevent fumes from entering the building. 

· Using a respirator without EHSS approval.
All respirator use, which includes N95 rated dust masks, must be pre-approved by EHSS.  Depending on the activity, varying levels of training, medical clearance, and fit testing are required. Contact EHSS for more information.

· Using COEN Student Shop without proper training. All students, faculty and staff must have received shop training prior to using the shop and abide by shop rules when in the shop.
· Working alone with power tools. All work using power tools requires another person to be in the area in case of an accident.

· Creating or modifying electrical circuits with voltages >48V (AC or DC) without proper review.  Any work on circuits >48V must be reviewed with the COEN Safety Liaison (Section 8.1). This review and approval must be documented in the Student Project Plan.

· Creating systems that use combustible or explosive materials or fuel without proper review. Proposals to develop systems that require fuel or explosives will generally be rejected. If students feel this work is critical to their project, they must review the proposed work with the COEN Safety Liaison (Section 8.1). This review and approval must be documented in the Student Project Plan.

· Creating systems that store energy (mechanical, electrical, chemical) without proper review. Any work energy storage systems must be reviewed with the COEN Safety Liaison (Section 8.1). This review and approval must be documented in the Student Project Plan.

	6.2 University Initiated Stop Work Policy
	If, at any time, the project is not in compliance with the safety practices outlined in this document, relevant training materials, College and University policies, the following people may temporarily or permanently stop all project-related activity:
· Project Advisor or Instructor

· COEN Safety Liaison
· EHSS Representative

· Department Chair
· COEN Dean, Associate Dean or Assistant Dean
If activity is ordered to stop, the individuals above will promptly meet with the project team to determine what course of action is needed before activities may resume.

	6.3 Student Initiated Stop Work Practice
	A student should never perform a job if they 
· believe it to be unsafe

· do not fully understand the activity or  lack proper training or

· believe adequate personal protective equipment (PPE) is not available. 

If a student feels a job cannot be performed safely, they should consult with the instructor/advisor and/or COEN Safety Liaison to resolve the concern.

	6.4 Personal Behaviors 
	The College of Engineering requires adherence to the following personal behaviors.
· Project members must be familiar with the hazards of the materials with which they are working. If they have any questions, students must ask a faculty or staff expert for help.
· No food or drink is permitted in the area.

· No unauthorized work is permitted.
· A student should not be working if they feel tired, are otherwise impaired or under the influence of any drugs or alcohol.

· No rough-housing is permitted at any time.

· When performing an operation, consider if nearby workers require additional protection and take appropriate measures.
· Employ good housekeeping rules by maintaining a clean, uncluttered work area.

	7.0 Working With Chemicals

	7.1 Content Applicability
	This section is included to provide guidance in the safe use, storage and disposal of chemicals that may be needed on the project. If your project uses chemicals, including paints, industrial adhesives, solvents, and fuels, you must read and abide by the content of this section. 

	7.2 Chemical Contact 
	· If you are not sure how dangerous the chemical contact is, call 9-1-1. See Section 5.1 Calling 9-1-1 for additional information.
· The treatment of a chemical exposure takes precedent over spill cleanup, spill containment, or property damage including water damage from the use of an eyewash or safety shower.

· In the event of chemical contact with skin or eye, flush the affected area for a minimum of 15 minutes using either the shower on the first floor or an emergency shower if available.  If possible, obtain assistance to remove contaminated PPE and clothing after flushing has begun.

· If contact is made through inhalation, immediately move to an area away from the exposure. 

· After immediate treatment for the exposure has been completed, contact EHSS (or University Security if EHSS is not immediately available) to determine if medical treatment is necessary.  Also, contact your advisor. This contact information is provided in the hallways and on laboratory doors around the college. 
· Have the SDS information for the chemical(s) available for reference.
· Contact Boise State Risk Management and Insurance, (Section 8.3) to complete the proper forms relating to the incident.

	7.3 Chemical Spill
	A large spill is a spill greater than 200mL or 200g OR any amount of an extremely hazardous substance OR beyond the cleaning capabilities or comfort level of the laboratory or laboratory workers.
· Inform your course instructor and/or teaching assistant and others in the area of the spill immediately.

· If deemed necessary or you are unsure of spill severity, call 9-1-1. You may also pull a fire alarm.

If the spill is smaller 200mL or 200g, and not extremely hazardous, and within your team’s skill level for cleanup, you may take the following steps: 
· Turn off any gas burners without putting yourself in harm’s way.

· Retrieve SDS without putting yourself in harm’s way.

· Evacuate the area, closing the doors behind you.
· The course instructor or project lead must call University Security at 426-1453 so that they can contact EHSS.
· Post warning outside the area and lock doors if possible to prevent re-entry.

Contact Boise State Risk Management and Insurance (Section 8.3) to complete the proper forms relating to the exposure.

	7.4 Uncontained Spill Release
	A spill or release of chemicals into any drain is an uncontained spill release. Communicate all uncontained spills to a member of EHSS or the COEN Safety Liaison so that they can contact the proper authorities.

	7.5 Chemical Storage
	Proper chemical storage requires that chemicals are stored to meet the following criteria:

· Chemicals are stored only with other chemicals they are compatible with

· Some chemicals must be stored in special cabinets that provide proper ventilation or flammability protection.

· Some chemicals require storage at certain heights

· Chemicals are best stored in their original containers. 

· Some liquid chemicals must be stored with appropriate secondary containers.

In order to ensure proper chemical storage, return chemicals to their original place of storage when they are no longer in use.

	7.6 Chemical Labeling 
	· An unlabeled chemical can create substantial problems due to uncertainty about how to safely handle, store or dispose of it. 

· Therefore, all chemicals, including those stored in temporary storage or process containers, must be properly labeled. 

	7.7 Chemical Ordering
	· Project personnel will order all chemicals in accordance with the College of Engineering chemical ordering policy. Contact the COEN Safety Liaison in Section 8.1 to learn more about how to order chemicals for your project. 

	7.8 Chemical Inventories
	· If your project uses chemicals, you must maintain a chemical inventory.  Contact the COEN Safety Liaison in Section 8.1 to learn more about how to conduct a chemical inventory for your project.

	7.9 Chemical and Hazardous Waste Disposal
	· All chemical wastes must be disposed of properly. Most chemical wastes must be disposed of by EHSS. If you have any questions about how to dispose of chemical waste, contact EHSS or the COEN Safety Liaison in Section 8.1.

	8.0 Additional Safety Resources

	8.1 COEN Safety Liaison
	The COEN Safety Liaison serves as your first point of contact if you have any questions regarding how to fulfill the expectations in this and other project related documents or any general safety questions you may have. 

The safety liaison contact info is below:

Chris Siepert, College of Engineering
E-mail:
christophersiepert@boisestate.edu
Office Phone: 
208-426-3913
Cell phone:     208-440-8591

	8.2 EHSS 
	The Environmental Health, Safety and Sustainability team at Boise State can provide a wealth of information regarding university policy and safety information regarding laboratory work across campus. 

· Also, contact information and areas of expertise are listed with each EHSS team member
· The EHSS website can be found at:
https://operations.boisestate.edu/ehs/

	8.3 Risk Management and Insurance
	For any project that has a potential for personal injury or property damage, the advisor must review the activities with the Boise State Office of Risk Management and Insurance. They can be contacted at:

· Kip McBean, Risk Manager
Phone (208) 426-3636
kipmcbean@boisestate.edu
· Kristi Murphy, Asst. Risk Manager
Phone (208) 426-5955
kristimurphy@boisesate.edu 

	8.4 COEN Safety Website
	The COEN Safety website can be found at: http://coen.boisestate.edu/safety. 
· Topics of the website include:

· Emergency response information

· Commonly used forms

· Chemical ordering and management, including chemical inventory and SDS record-keeping

· Safety training, including types of training, templates, etc.

· Laboratory safety
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