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1. Version History

Version #: 1
Supersedes: n/a
The signatures below indicate that the person(s) responsible to Date

administer and supervise this procedure have read and agree to
abide by this SOP.

Handwritten amendments to the official procedures can be made by a single line
through the text, along with the date, and initialed by the author%d individual making
the correction. Changes are to be noted below. Formal changes to this SOP are made
on the date of revision or sooner, where required.

A
Section Changes made to official c% Date Initials
&
_{
&
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2. Introduction

This SOP outlines the general requirements for all graduate students, staff, and faculty
in the Department of Mechanical Engineering as well as anyone else using Mechanical
Engineering facilities.

Reading, understanding, and acknowledging this document is a requirement prior to
using Mechanical Engineering facilities.

An acute awareness of health and safety within the workplace is an important part of
the Engineering and Geoscience Professions Regulatory Bylaws (see section 20(2)(a)).

3. Definitions ®
y :
SOP Standard Operating Procedure <
MSDS Material Safety Data Sheet o
WHMIS Workplace Hazardous Materials Information System
PPE Personal Protective Equipment p
WSEP Workplace Safety and Environmental Protection

4. Personnel

SOP issued under authority of: James Bu ?Ph.D., P. Eng., Department Head,
< “Mechanical Engineering.

Persons authorised to perform this SOP:
r
By signing this form | acknowledge that | have read and understand this SOP, as well
as the applicable MSDS’s and that | will conduct myself in accordance with this SOP
and general Iabo&ory rules.

NOTE: ALL SIGNATURES MUST BE PRESENT ON THE SOP LOCATED IN THE YELLOW
BINDER IN.ROOM 3B48 — Mechanical Engineering General Office. Digital copies of
SOP’s‘are made available for convenience only. SOP’s printed from digital copies are
valid for 24 hours only. After that time their accuracy must be verified with the
OFFICIAL HARDCOPY VERSION.

Name (Print) | NSID Role Dept. Signature Date
Robert Peace Staff ME
Dave Deutscher Staff ME
Hans Steinmetz Staff ME
Doug Bitner Staff ME
Rick Retzlaff Staff ME
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Name (Print) NSID Role Dept. Signature Date
Donald Faculty ME

Bergstrom

James Bugg Faculty ME

Richard Burton Faculty ME

Daniel Chen Faculty ME

Allan Dolovich Faculty ME

Reza Fotouhi Faculty ME

J.D. Johnston Faculty ME

Akindele Odeshi Faculty ME

Ike Oguocha Faculty ME

Greg Schoenau Faculty ME

Carey Simonson Faculty ME ;

David Sumner Faculty ME
Jerzy Szpunar Faculty ME
Walerian Faculty ME
Szyszkowski

David Torvi Faculty I\ﬂi
FangXiang Wu Faculty ME
Qiaoqin Yang Faculty ME
Chris Zhang Faculty *
Sherri Haberman Sta&

Janai Simonson /Staff E
Kelly Neale ¢ Staff ME

@
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Name (Print)

NSID

Role Dept.

Signature

Date
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Name (Print)

NSID

Role Dept.

Signature

Date
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Name (Print)

NSID

Role Dept.

Signature

Date
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5. Safety

All work in the department must be carried out in a safe manner. Safety is the
responsibility of everyone and must not be compromised. Talk to a departmental
assistant or your supervisor if you are unsure of the necessary safety requirements for
any activity.

The University’s Workplace Responsibilities System,

http://www.usask.ca/dhse/file view/download.php/WRS Nov 2004.pdf?id=151&view
=1 outlines the obligations of all U of S employees (including graduate students and
summer students), according to the Occupational Health and Safety Act SA) and
regulations of Saskatchewan. All employees are advised to read and understand this
document.

y.

All members of the department and users of department equipment and Taboratory
space have certain training requirements. In addition, there are research area specific
requirements and procedure specific requirements listed in the relevant SOPs.

P ,
No new activity can be started prior to discussion with the departmental assistant
and/or research supervisor. The departmental assistant will determine if an SOP or
hazard assessment is required. If one is-required, the activity cannot be started until the

SOP is created and approved. %

& D
When an SOP is required, the SOP must be read, understood, and signed by the end

user PRIOR to conducting the procedure. In addition, approval by the departmental
assistant must be obtai)wed prior to conducting any procedure in a Mechanical
Engineering laboratory. Digital and secondary printed copies of all SOPs are provided
for convenience and reference only; the OFFICAL HARDCOPY MUST BE SIGNED PRIOR
TO THE STARI OF AI‘ACTIVITY.

The'Department of Mechanical Engineering is organised into six research areas and the
departmental office; with the safety management structure shown in Figure 1 (room
numbers indicate SOP binder locations). The departmental assistants are the main
contacts for safety issues in their work groups and have the authority to enforce safety
compliance including denying access to equipment and facilities to anyone that, in their
judgment, poses a risk to themselves, others, or equipment.

Each research area has a separate Emergency Response Plan (ERP) which can be found
on the Mechanical Engineering Safety Page (http://www.engr.usask.ca/safety-me/).
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The Department has three requirement levels with respect to safety. They are as
follows:

Departmental Level: Applies to all faculty, staff, graduate students, and visitors
using department facilities.

Group Level: Applies to members of the research group, or anyone using
labs within that research group.

Activity Specific: Applies to the specific activities and equipment being used to

conduct work or research activities.

To conduct any activity you must have completed (read, understood and"‘ned) all
level-up requirements as illustrated by the following examples. %
Example 1: Mechanical Engineering Graduate student‘(Norking inthe Thermodynamics
research group (and has completed all of the required training for that\aréa) wants to
use a piece of equipment in the Materials area of Mechanical Engineering.
Requirements: 4
e Department Level — previously completed.
e Materials Level — Required SOPs for ANYONE using the materials lab — MUST BE
COMPLETED.
e Activity specific SOP — MUST BE COMPLﬁED.
y 9
Example 2: Civil Engineering Graduate student wants to use a piece of equipment in the
Materials area of Mechanical Engineering.
y
Requirements:
e Department Level — MUST éE COMPLETED.
e Materials Lev‘— Required SOPs for ANYONE using the materials lab — MUST BE
COMPLETED.
e Activity specific SOP — MUST BE COMPLETED.
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Department Level
3B48

This Document ME0O00O1
&
Training Requirements Shown Below

Office

1
| I | | I _ I : 1 |
Materials Fluid Power and Heat Transfer Thermodynamics Biomechanics Mechanics a.nd
2026 Controls 1B30 1830 2C26 Manufacturing
1B19 1A26 ) 1B81
flaisgiale Hydraulics Safety I_ Procedure Specific I_Procedure Specific l flaisyiale Procedure Specific
Laboratory Course SOPs SOPs Laboratory SOPS
Practices SOP Practices SOP ‘
Procedure Specific I_ Procedure Specific Procedure Specific
SOPs SOPs o SOPs

Figure 1: Department of Mec ical E mgerlng Organisational Structure.

(room numb‘s indicate I
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&
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y
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6. Training

The minimum training requirements for people using Mechanical Engineering facilities
varies by the type of work involved. Table 1 details the WSEP courses required or
recommended by occupation. Table 2 outlines the safety documents required. Copies
of all training certificates are required to be kept in the binder in room 3B48
(Mechanical Engineering General Office).

Table 1: Workplace Safety and Environmental Protection (WSEP) Course Requirements

Postdoctoral © Y
Fellows, L t 2 >.\ E
Visiting Professors g qc) fc_) g #\ -
’ : —
Course Visiting Scholars, " S py E g o S
Research Scientists, o & a & = N\ b
Summer Students [ N b
Safety Orientation VES VES VES VES VES
for Employees 4
Laboratory Safety AD VES VES VES NO
Course
Safety Orlejntatlon AD NO VES VES NO
for Supervisors
Biosafety Course AD A AB AD AD NO
Laser Safety AD A AD AD NO
Radiation Safety AD AD AD AD NO
Office Ergonomics RC RC RC RC RC
First Aid ~LRC RC RC RC RC
Fire Safety NO AD RC RC RC
TDG (receiver) NO NO AD AD AD
Biosafety Ca binet
AD AD AD AD N
(BSC)Training 0
OHC Level 1 NO NO RC' RC' NO
ngme&Emplo_yee AD (Summer NO NO NO NO
Biosafety Training Students)
Summer Employee Summer NO NO NO NO
Laboratory Safety Students
Summer Employee Summer
Orientation Students NO NO NO NO

AD - indicates application dependent, required if you will be working in a facility with those hazards.
RC - indicates a recommended course.
1 -recommended for LSC member
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Table 2: Safety Document Requirements
(These documents must be read, understood and followed)

Postdoctoral —
Fellows, v w -E 8 %
Visiting Professors, | ® € o c Fy &
Document visiting Scholars, | 3 5 | £ & 3 L
Research Scientists, 8 g e @ A s
Summer Students 8 < [®]
SOI.D MEO0O1 YES YES YES YES Y
(this document) &
University of N\
Saskatchewan AD YES | YESTIyES NO g
Laboratory Safety %
Manual i,
Hfaza rdous Waste AD AD VES AD NO
Disposal Manual 4
Research Area
Required SOPs YES YES YES YES NO
Relevant Local YES YES. | YES | YES NO
SOPs
Be familiar with < r
and review the &
Mechanical YES YES YES YES YES
Engineering Safety
Website y

AD - indicates application dependent, reguired if you will be working in a facility with those hazards
7. Accountabilities\

In addition to the requirements listed elsewhere in this document, individual Faculty are
responsible for the following:

e ensuring that all required safety permits (Biohazard, Radiation etc.) are obtained
and valid in their research laboratories,

e ensuring that all required training for themselves, their graduate students,
summer students, research staff and laboratory instructors for their courses is
obtained,

e providing site-specific training for each work activity (This can be done by a
departmental assistant if they are qualified and if they have time. In any case, it
is the faculty member’s responsibility to ensure that proper training is received
before work commences),
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ensuring that their research laboratories have sufficient funding in place to
maintain safe working conditions and proper disposal of any hazardous
substances/equipment when it is no longer needed,

responding to safety issues raised during routine laboratory inspections,
ensuring that SOPs and other safe work practices are available and followed at
all times, and

holding safety meetings with their research groups as appropriate.

In addition to the requirements listed elsewhere in this document, individual
Departmental Assistants are responsible for the following:

participating in monthly department safety meetings,

participating in monthly inspections of mechanical engineering laboratories,
creating and updating — on a best effort basis — SOPs for their areas of
responsibility, {

regulating access to their laboratories to those who, in their op'@ic;n, possess the
required knowledge of safety procedures,

making reasonable efforts to keep their t;aining up to date on safety-related
issues in their area, and

bringing to the attention of the appropriate person any unsafe equipment or
situation that they notice in the laboratories.

v

In addition to the requirements Iisted\elsewher&n this document, individual Graduate
Students, Postdoctoral Fellows, Visiting Professors, Visiting Scholars, Research
Scientists, and Summer Students are responsible for the following:

ensuring that their conduct in the'laboratory is consistent with general
laboratory safety practice,

ensuring that they have consulted with the departmental assistant before using
any piece of laboratory equfpment,

ensuring-that they consult with the departmental assistant and their research
supervisor before working after normal working hours (8:30am-5:00pm,
Monday-Friday— not including statutory holidays), and

bringing to the attention of the departmental assistant any unsafe equipment or
situation that they notice in the laboratories.

8. Inspections

Each of the six areas will be inspected twice per year (one is done each month) by two
departmental assistants using a customised inspection form. Results of these
inspections will be discussed at the monthly Department Safety Meeting and action
items will be identified. In instances where it is appropriate for a faculty member to be
involved in addressing safety issues arising from these inspections, the Chair of the
Safety Committee will communicate the issue to the faculty member.
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9. Procedure

This SOP does not provide specific procedures, but instead outlines the organisational
and safety requirements of the Department of Mechanical Engineering. In addition to
the safety requirements listed above, the following information is also relevant to all
people using Mechanical Engineering facilities.

e Laboratory access is a privilege; people who are negligent with respect to their
own or other's safety may lose laboratory privileges, and possibly their ability to
conduct the required research for their program.

e Proper personal protective equipment (PPE) including, but not.li dto, safety
glasses, gloves, lab coats, and hearing protection MUST be worn when good
laboratory safety practices dictate.

o Closed-toed, closed-heeled shoes must be worn in any labwith .
hazardous substances. No sandals. q h

o Full length pants must be worn in any lab with hazardous substances. No
shorts or skirts.

o No food or drink is allowed in any/chemical or biohazard lab.

o Lab coats must be worn when working with hazardous materials.

o Gloves are single use and MUST NOT be used to open doors, non-
contaminated sink taps, computers, or other equipment.

e All chemical spills, injuries, ang Jor nea~ss incidents MUST be reported to the
departmental assistant and/or supervisor and the appropriate paperwork
completed (within 24 hours). These forms are located on the Department Safety
Webpage (http://www.engr.usask.ca/safety-me/).

o Employges of the University (Including Graduate Students) can complete
the online form.

e University Policies on working alone/after hours must be followed.

e Whenever possible experimental work MUST be conducted between the hours
of 8:30am and 5:00pm, Monday-Friday — not including statutory holidays. If
experimental work is to be conducted outside of these hours, approval from the
departmental assistant and supervisor must be obtained and specific guidelines
and rules:must be put in place for each unique situation.

e NO unlabelled substances are permitted in the laboratories. All containers must
meet WHMIS labeling requirements.

o Any unlabelled substance that pertains to a particular research project
will be sent away for identification and disposal at the expense of the
researcher/faculty supervisor.

o Details on WHMIS labeling and general laboratory practices can be found
in the Materials Laboratory Practices SOP (this is required for all
Materials and Biomechanics laboratory users).
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e Faculty, Staff, and Graduate Students should be aware of their "right to refuse"
any work that they feel is unsafe if information/documentation cannot be
provided to prove that the work is being conducted in a safe manner.

¢ Upon completion of their research, students are responsible for notifying the
departmental assistant or supervisor and providing a list and location of all used,
unused, or waste chemical agents. The departmental assistant will then arrange
for their disposal.

e Unsupervised visitors are not permitted in the lab without consent from the
departmental assistant or supervisor. If their presence is ongoing they will be
regulated by the same requirements as the employee/student.

e No piece of laboratory equipment can be removed from its Iocatiﬂ/ithout
consent from the departmental assistant or supervisor in charge of the area.

e No piece of laboratory equipment can be used without first receiﬁng site specific
training and consulting with the departmental assistant in charge of the area.

e Unsupervised laboratory access is not permitted by anyone wh has not
completed the required training and provided the necessary documentation. If
unsure of the requirements, ask the departmental assistant.

o Keep laboratory doors locked at all times‘when unattended.

o Compressed gas cylinder transportation is to'be completed by trained individuals

only.
o Departmental assistants or supervisors.have;the right to revoke laboratory
privileges on a temporary basi\s should observe behavior in clear violation of

the acceptable practices outlined.in this.or any other applicable document or in
violation of generally acceptable laboratory practices.

10. Equipment or Mat,erials Required

Various Safety Documents and this SOP
P ;

11. Legal and Other aquirements

Legal and other requirements refer to all items of provincial and federal HSE legislation
as well as any University policy or best practices that the University subscribes to. The
document titled Mechanical Engineering Applicable Regulations identifies the legal and
other requirements that apply to the activities of the department. The document is
located on the Mechanical Engineering Safety site (http://www.engr.usask.ca/safety-
me/) for all department members to read and be aware of the identified regulations and
policy to ensure all department activities are in compliance with the identified
regulations and policies. Work activities, procedures and/or equipment found to be in
non-compliance must be rectified as soon as possible.
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12. Highlights / Critical Control Points

Any questions with respect to safety, laboratory requirements or the organisational
structure of the department can be discussed with any Mechanical Engineering
departmental assistant or faculty member.

More information can be found on the Mechanical Engineering Safety page at:
http://www.engr.usask.ca/safety-me/
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