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Department of Materials Science and Engineering
Policy for After Hours Lab Work in New Horizons

This policy is to be used in conjunction with the University OHS After-Hours Procedure which can be viewed here. Personnel with after-hours swipe card access to the laboratories are to comply with the following policy.
· A documented risk assessment (RA) is required for all but low risk work or study carried out after hours. The identified risks of working after hours should be completed during the original RA for the process or task. Management of fatigue must be included in this RA (Click Here). Normal business hours for New Horizons are Mon-Fri 8am until 6pm excluding Public Holidays and University Closedown periods. A copy of the RA must be uploaded into SARAH+ for each lab that the individual intends to work in. The RA must be approved by the Immediate Supervisor, Academic in charge of the lab or a nominated deputy and the Department Safety Officer or Deputy.

	Risk Category 
	Type of Activities e.g.
	Procedure for work or study outside normal hours 

	Low Risk

	Desk work, computer work reading, thesis writing, data analysis etc. 
Low risk equipment such as, FTIR GPC polishing, DSE, dark room, LEEM, rheology, hardness testing, optical microscopy, atom probe and any type of data acquisition.
	No supplementary conditions required.


	Minor Risk

	Laboratory / studio work involving the use of intermediate quantities of chemicals (<2.5L) that are mildly toxic. 
Impact testing, creep testing, rig setup, Instron (screw drive only), heat treatment, electron microscopy, PIPs slow speed cutting, gold or carbon coaters, X-ray.
	Staff and students are able to undertake activities alone as long as they use a pre-arranged reporting schedule to their supervisor or a personal contact.
For NH, after hours swipe in/swipe out system must be used.

	Medium Risk

	Laboratory/studio work involving large quantities of chemicals that are known to be mildly toxic, irritant, corrosive, allergenic or flammable.
Izod impact testing.
	Use buddy system.

For NH, after hours swipe in/swipe out system must be used.

	High Risk

	Work with radioisotopes (sealed source)
Operating machinery including workshop machinery, stress corrosion set up, high temperature Instron (screw driven only). 
	Use buddy system.

For NH, after hours swipe in/swipe out system must be used.

	Work too hazardous to be undertaken after hours


	Working with hydrofluoric acid, chemical preparations, ECAP, rolling, deep drawing, commencing polymer burn outs, microtoming, Instron(hydraulic), thermal spray, castings, encapsulations with glass, cold/hot isostatic pressing, electro-polishing (Lectropol), first time experiments, training new users.
	Work only to be undertaken during normal working hours 8.00am to 6.00pm.







· To undertake work in the lab envelope after hours, the lab user must:
· ensure that they have completed the appropriate inductions/training for the area/work
· discuss the planned work with their supervisor
· if working in New Horizons, use the swipe in/swipe out system for entry into and exit from the labs (readers located next to lifts on levels 1, 2 and 3)*
· Organise a buddy if necessary.  The “buddy” system works on the provision that co-workers (buddies) must check on each others well being, at appropriate intervals and at least every 30 minutes during the period the work is being carried out. Carry staff or student ID card at all times.  (You may be required to show this to security staff)
· When working after hours, staff and students may wish to notify Security (x53059) of their location, when they arrive and of their departure. Most important of all: DON’T TAKE RISKS!

* Upon entering the lab Envelope at or after 6pm (or if already in the area at 6pm) personnel are to swipe the “IN” reader (using their ID card) which is located next to the Goods Lift on levels 1, 2 & 3. Whilst people remained swiped “IN” the Welfare System will be active, meaning that the alarm will sound and the blue light above the Swipe Reader panel will flash every 2 hours up until 7am. When the alarm triggers, personnel MUST either swipe themselves “IN” again, if they wish to remain in the lab, or swipe “OUT” and leave the lab. There will be a 10-minute window in order to do this from when the alarm sounds. If all personnel who have swiped in do not re-swipe “IN”, they will be deemed as being incapacitated and a member of the Security Staff will be despatched to try and locate the missing personnel. 
If you wish to travel to a lab on another level, then you MUST swipe “OUT” from the current floor level and swipe “IN” on arriving at the new level.
Every time you leave the lab envelope you MUST swipe the “OUT” reader. 
Security Staff and the Engineering Services Officers (ESO’s) will still do their routine walk-through’s, anybody found within the lab envelope after-hours, that has not swiped “IN” and/or does not have after-hours access will have total lab access withdrawn.
If Personnel, forget to swipe in at the 2 Hour alarm point and:
1.  They are still in the lab:
a. Security will take their details (for forwarding on to the New Horizons Safety Officer for further action) and ask them to either swipe “IN” or leave.
b. Continued failure to swipe ‘IN” at the 2 hour alarm points will result in loss of After-Hours Access
	OR

2. They have left the lab envelope:
a. First occurrence will result in a warning from the Head of Department
b. Second occurrence will result in loss of After-Hours access
c. Third occurrence will result in loss of all lab access. 
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