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1. PURPOSE / INTRODUCTION 
Besides Land, Buildings and Real Estate (LBRE) and Residential & Dining Enterprises (R&DE) 
shops, there are more than 40 Academic, Teaching and Research-Support Shops and 
Makerspaces on Stanford University campus and satellite / field locations.  Areas of shop / 
makerspace activity include metal-working and machining, wood-working and carpentry, electrical / 
electronic work, glass blowing / forming, scenery and set building, art and architecture building / 
modeling, research / device building, mechanics and vehicle building / maintenance, 3D plastic and 
metal printing, among others.  
 
This program integrates safe work practices required by Cal-OSHA and the University’s Injury and 
Illness Prevention Program (IIPP) into the operations of Departments that own and/or manage 
Academic Shops and Makerspaces at Stanford University. Under the direction of the University 
President’s Office via the University Committee on Health and Safety (UCHS), as well as the 
Environmental Health and Safety (EH&S) Department, this program provides shop-management 
tools and guidance, outlines safe work requirements and procedures, and guides training and 
recordkeeping for all work conducted in Academic Shops / Makerspaces on property owned and/or 
leased by Stanford University regardless of personnel’s affiliation with the University. All 
employees, students, visitors and contractors working in Academic Shops / Makerspaces must be 
familiar with and follow the requirements of this program.  
 
Integration and implementation of this program is accomplished through use of the Attachments 
and forms at the end of this program, ongoing work of the Shop Safety Committee, as well as any 
additional safety management activities a Shop Manager may deem are needed to ensure shop 
safety in their area of oversight. 
 

RETURN TO TABLE OF CONTENTS 

2. APPLICABILITY & SCOPE 
With the exception of LBRE and R&DE who have their own Shop Safety Management Programs, 
this Program applies to Academic Shops and Makerspaces, defined as a physical space or lab that 
is leased, rented, owned and/or managed by a Department where one or more of the following 
operations are routinely conducted by Stanford Faculty, Staff, Students or Contractors: 
 

• Metal working including sheet metal forming, machining, grinding, riveting, cutting, 
threading, casting, forging, heat-treating, quenching, welding, brazing, soldering, 3D 
Printing, sputtering, etc… 

• Carpentry and woodworking including cutting, drilling, sanding, carving, routing, grinding, 
plaining, gluing, bonding, fastening, etc… 

• Surface modification and coating including sandblasting, painting, surface preparation, 
laminating, burning, etching, masking, etc…. 

• Glass work including glass blowing, glazing, annealing, tempering, bonding, grinding, 
drilling, hot-work with glass materials, etc… 

• Electrical / electronic work including equipment building, circuit design / building, wiring, 
control system building/repair, soldering, etc. 
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• Plastics and Fabrics work including machining, bending, burning, bonding, extruding, 
cutting, drilling, gluing, melting, forming, sewing, stitching, 3D Printing, etc… 

• Concrete / Rebar work including form-building, rebar cutting, concrete mixing / pouring, 
destructive testing, etc… 

• Equipment Development / Model Building work including model building, hydraulics 
building / use, compressed air use, equipment building, research equipment repairs / 
maintenance, etc… 
 

RETURN TO TABLE OF CONTENTS 

ShLab – Exemption from the Shop Safety Program 
Many labs / student-use spaces have lower hazard shop / makerspace processes (e.g. only hand 
tool, small hand-held power tools, table-top 3-D plastic printer, etc.) that are ancillary to primary 
work activities of the space. For such locations, full enrollment in the Shop Safety Program is 
voluntary. Owner/managers of such spaces must still designate a “safety coordinator” for the Shop 
Safety Committee (SSC) to communicate with, but may opt-out of sending a representative from 
the work area to SSC meetings. Opt-out and contact information are documented using 
Attachment 3. 

 
RETURN TO TABLE OF CONTENTS 

3. DEFINITIONS 
Authorized Person / Authorized User – Used interchangeably throughout this document. Defined 
as a person who, by reason of their need to work in the shop combined with their experience and 
knowledge of shop safe work practices, is “Authorized” to use shop equipment / processes and 
physically be present / work in shop areas defined as “Restricted Areas”. This process is 
conducted for each “Authorized User” by the Shop User’s Supervisor / Instructor combined with the 
Shop Manager (if a different person), and documented by the Shop Manager using Attachment 1. 
 
Makerspace – Used interchangeably throughout this document with the term “shop”. Defined as a 
space designed for prototyping, designing, building, creating, assembling, crafting or other kinds of 
physical activities that results in producing a physical object. Typical activities in Makerspaces may 
include (but aren’t limited to) sewing, stitching, gluing, laminating, painting, 3-D Printing, circuit-
board making, soldering, etc, All Makerspaces that have any of the processes noted in the 
“Applicability / Scope” section of this program fall under the purview of this Shop Safety Program.  
 
Owner Department – Any department, excepting LBRE and R&DE, that occupies and oversees 
space utilized for the purpose of shop work activities. 
 
Restricted Area – An area of a shop that has controlled access and in which only “Authorized 
Persons” are allowed to freely work without supervision or escort. All of a shop’s high-hazard 
processes must be located within a Restricted Area. 
 
“ShLab” – A location within a research lab where shop equipment, tools and processes are used 
as part of lab research. Usually these processes are lower-hazard and may fall under the “ShLab – 
Exemption” from the Shop Safety Program as noted in the “Applicability / Scope” section of this 
program. 
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Shop – Used interchangeably with “Makerspace” throughout this document. Defined as a location 
where any of the activities or operations described in the “Applicability / Scope” section of this 
program occur. For the safety and risk control purposes of this program, Makerspaces are included 
under the “Shop” designation. 
 
Student Organization – A student-run organization that is focused on a subject, project or 
objective, and advised / guided by a faculty member. In the context of this program, a Student 
Organization that uses or builds its own Shop / Makerspace would be designated by the Faculty 
Advisor completing a Student Organization MOU (Attachment 3) outlining the details of the Student 
Organization shop. 
 
Visitor - Any person who is not an “Authorized Person” is known as a “Visitor” in a shop. A visitor 
may not enter or remain in “Restricted Areas” of any shop without the escort of an “Authorized 
Person”. 
 

RETURN TO TABLE OF CONTENTS 
 

4. ABREVIATIONS 
 

EH&S   – Environmental Health and Safety Department 
LBRE   – Land, Buildings and Real Estate Department 
R&DE   – Residential and Dining Enterprises Department 
UCHS   - University Committee on Health and Safety 
SO   - Student Organization 
SSC   – Shop Safety Committee 

 

5.   ROLES AND RESPONSIBILITIES 

Faculty, Staff and Students 
All Faculty, Staff and Students, regardless of title and position within the University, who work in a 
shop / makerspace must be “Authorized” by a Responsible Person in the shop’s Owner 
Department to work in the space before they use shop equipment, conduct hazardous work or 
enter a “Restricted Area” of any shop.  Under no circumstances is anyone allowed to conduct work 
in a shop without prior “Authorization”. Any person who enters a shop but has not been through the 
qualification and training process within a specific shop by the Shop Manager to make them an 
“Authorized Person”, is called a “Visitor”. 

Authorized Person 
1. Any person who works with shop equipment and processes must be “authorized” by their 

PI/Instructor/Supervisor, as well as the “Shop Manager” prior to working unescorted in a 
shop. This is a documented process using Attachment 1.  
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2. Must be trained on, and remain current to, each Shop’s specific safe-work requirements 
including but not limited to general shop rules, personal protective equipment use, and solo 
work. Training on these Stanford University Shop Safety Requirements are documented 
using Attachment 2.   

3. May only work on or with shop equipment and conduct shop processes that they have been 
‘Authorized’ to do.   

4. May enter and work unescorted in a shop’s “Restricted Area”. 
 

RETURN TO TABLE OF CONTENTS 

Shop / Makerspace Manager    
This person may be referred to as “Shop / Makerspace Manager” or “Shop Manager” 
interchangeably throughout this program document. They assure requirements of this program are 
integrated into the operations of their Shop / Makerspace by implementing and following the “Shop 
Manager Guideline” in Attachment 8 of this program. 

 
RETURN TO TABLE OF CONTENTS 

Department Director, Chair, Executive Management 
1. May manage directly, or delegate authority to a person (or persons) in their Department the 

role of “Shop Manager” to manage the Shop Safety Program requirements per the 
guidelines in Attachment 8. 

2. Assures the Faculty Advisor of a Student Organization (SO), or the Space Manager within 
the Department, understands their responsibility to act as a “Shop Manager” when a SO is 
granted space-use for conducting student-lead shop work activities within a Department.  

3. Ensures any SO using Department space has a documented MOU outlining the 
requirements for safe use of the space using Attachment 3. 

4. Assures Department participation in the “Shop Safety Committee” (SSC).  
5. May inform, or delegate the Shop Manager to inform, EH&S of the name, title and contact 

information for the person(s) representing their Department’s shop(s) on the SSC using 
Attachment 3.  
 

RETURN TO TABLE OF CONTENTS 

Principal Investigator / Instructor / “Supervisor” / Project Manager / Space 
Manager / Faculty Advisor of Student Organization(s) 

(other than a “Shop Manager”) 
 
The Principal Investigator / Instructor / “Supervisor” / Project Manager / Space Manager / Faculty 
Advisor of a Student Organization (SO) must, or may delegate in writing, a qualified person or 
persons to: 

1. Determine who under their direction, by name or position title, must be an “Authorized 
Person” to work in shop(s) by completing the “Authorized Person” qualification form (top 
half of Attachment 1) and provide an individual copy of this form, completed for each 
“Authorized Person” under their oversight, to the Shop Manager(s) where the person 
will work.  
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2. Assure that “Authorized Person(s)” under their direction receive documented training to 
qualify them as an “Authorized Person” prior to allowing them access to shop 
equipment and work-processes.   

3. Keep records of Authorized Person(s) as required in the “Record Keeping” portion of 
this program.  

4. If operating a “ScLab”, assign who under their direction, by name or position title, must 
be a “ScLab Safety Coordinator”.   

5. Send a completed / signed copy of MOU Attachment 3 for every ScLab Safety 
Coordinator and SO under their purview to EH&S Shop Safety Program Manager. 

6. Assure that the scope and schedule of projects under their direction allow shop users 
time and resources to reasonably conform to shop safety requirements as outlined in 
training. 

 
Additional Duties -  

1. When hiring Contractors to conduct work in Stanford shops: The PI / Instructor / 
Supervisor / Space Manager / Project Manager must assure every Contractor employee 
has been trained on this Shop Safety Program, been oriented to the shop / makerspace 
and its safety equipment / safe-work processes, and reviews / documents each Contractor 
employee’s level of safe-work proficiency, and any work restrictions, prior to allowing any 
Contractor to work in the shop’s “Restricted Area”.  See Attachment 8 for further 
information.  
 

2. When acting as a Space Manager and/or Faculty Advisor of a Student Organization 
(SO): The act of granting access to a space for the SO to use and set-up “Shop Work 
Processes” indicates you are taking on the role of “Shop Manager” for the SO. This role 
may be delegated in writing to another person, including specific members of the SO during 
the ongoing use of the space, but you are responsible to ensure the requirements of this 
Shop Safety Program are being integrated into SO operations and followed by the SO 
members using the space under your oversight. This relationship is documented as a 
Memo of Understanding (MOU) using MOU Attachment 3 and must be renewed annually. 

 
RETURN TO TABLE OF CONTENTS 
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Student Organization (SO) Using / Managing Shops 
A Student Organization that uses or builds its own shop / makerspace must be designated by the 
Faculty Advisor completing a Student Organization MOU Attachment 3 outlining the details of the 
Student Organization shop. A Faculty Advisor may approve use of a Shop Space to an SO for up 
to one year. At the end of the year, a review and updating of the MOU must be completed for the 
next year. Completed MOUs should be copied to the Shop Safety Committee and EH&S Shop 
Safety Program Manager.  
 
If the Faculty Advisor is designating the SO to use an existing academic shop and equipment, then 
the “Authorized Person” process is used for each individual member of the SO and signed-off by 
the Shop Manager using Attachment 1. 
 
Student Organizations: 

1. Must have specific members of the SO delegated the authority to be the SO “Shop 
Manager” by the Faculty Advisor and/or Space Manager granting access to the space the 
SO will use to set up their shop area. This relationship is documented using Attachment 3. 

2. SO Shop Manager is responsible for all activities outlined in the “Roles / Responsibilities” of 
a Shop Manager as applied to the SO Shop, including all safety-management practices 
outlined in the “Shop / Makerspace Management Guide”. (See Attachment 8). 

3. SO members must follow the shop safety rules and any SOPs as set by the delegated SO 
Shop Manager for the space used by the SO. 

4. SO members must provide the Faculty Advisor and/or Space Manager evidence of 
adoption and integration of this Shop Safety Program into SO operations upon request.   

5. SO members provide all their own shop equipment, unless negotiated and documented in 
Attachment 3 with supporting documentation for the use of University-owned facilities and 
equipment.   

6. SO members operating in Stanford University owned space and/or equipment follow the 
same authorization / orientation process used for Stanford University personnel by 
completing Attachment 1 and Attachment 2 for each individual SO member using the 
space.   

 
RETURN TO TABLE OF CONTENTS 

ScLab Safety Coordinator 
1. Works as communications liaison between a lab-space with ancillary lower-hazard shop 

processes (see Definition of “ShLab”) and the Shop Safety Committee. 
2. Ensures users of the space are aware of the hazards of shop processes in the space. 
3. Conducts the annual shop self-assessment (Attachment 7) of the space to ensure safety. 
4. May initiate changes and improvements to the safe work practices in the space based upon 

the results of the shop self-assessment. 
5. Distributes safety information to space users from the Shop Safety Committee. 
6. Maintains Training Records of all persons who do shop processes in the space. 

 
RETURN TO TABLE OF CONTENTS 
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Shop Safety Committee (SSC) 
1. Oversees application and operation of the Shop Safety Program 
2. Works with EH&S Shop Safety Program Manager to update and direct the content of the 

written Shop Safety Program. 
3. Shares safety information among shops across campus via an EH&S-sponsored website, a 

shop list-serve, EH&S / SSC Shop Safety Posters, Lessons Learned handouts, discussion 
at SSC meetings, and other communications means. 

4. Meets roughly quarterly (e.g. four (4) times a year). 
5. Identifies and manages shop safety training needs. 
6. Audits Shop Safety Program through visits and learning sessions to member shops. 
7. May investigate shop incidents, author and distribute “Lessons Learned” information to 

shops. 
8. Alerts EH&S when the Shop Safety Program needs EH&S consultation / support. 

 
RETURN TO TABLE OF CONTENTS 

 

EH&S Shop Safety Program Manager 
1. Is an assigned safety specialist and/or safety engineer and acts as point-person from EH&S 

for the Shop Safety Committee and manages all aspects of the academic Shop Safety 
Program for Stanford University. 

2. Edits and maintains this program to meet or exceed Cal-OSHA, IIPP and other compliance 
requirements, 

3. Informs Departments with shops of this program’s requirements, 
4. Provides general Shop Safety Program awareness information across campus, 
5. Updates and maintains the EH&S / SSC Shop Safety website and online safety reference 

materials, all template-forms and attachment documents as may be needed, for 
implementation of the Shop Safety Program across campus, and as SSC needs may 
change. 

6. Organizes SSC meetings and provides administrative, logistical and financial support to the 
SSC for ongoing Shop Safety Program management. 

7. Maintains the campus’ Shop Inventory and provides data to the SSC for managing shop 
safety across campus. 

8. Maintains the SSC member-contact-list. 
9. Provides assistance and training for the Shop Safety Committee, Departments, Shop 

Managers and “Authorized Person(s)” in implementation of this program, 
10. May investigate shop incidents, author and distribute “Lessons Learned” information to 

shops via the Shop Safety Committee website and e-distribution list. 
11. Hosts periodic meetings of the Shop Safety Committee 
12. Recommends new Shop Safety equipment and processes as they are learned / developed, 
13. Provides assistance in development of Shop Safety procedures, selection of PPE, etc., and 
14. Reviews and updates this program periodically or as regulatory changes may dictate. 

 
RETURN TO TABLE OF CONTENTS 
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SHOP SAFETY HAZARDS AND CONTROLS 
Just as in the experimental process in a lab, every shop must 
identify/explore hazards in the workplace, evaluate and plan for 
controlling those hazards, implement / challenge those hazard(s) through 
controls, and assess the controls to assure they are properly working. 
This process is ongoing and continuous as part of risk control by shop 
management and users. All hazard controls are applied by Shops 
according to the following Hierarchy of Controls….. 

Hierarchy of Hazard Controls Used at Stanford University: 
Eliminate the Hazard – The Most Effective Control 
The most effective means to improve 
safety is to eliminate hazards so they 
cannot cause injury / loss.  Shops 
are encouraged to eliminate hazards 
if practicable.  (An example:  
Replacing a caustic chemical cleaner 
such as “ammonia” with bio-
degradable cleaner like “Simple 
Green” eliminates indoor air quality 
and skin exposure hazards.) 

Engineering Controls – Next 
Most Effective Control 
Engineering controls are used to reduce but not necessarily eliminate a hazard.  Such controls 
may isolate the hazard from a person being exposed to it (e.g. – machine guard) or remove the 
hazard when exposure may happen (e.g. – fail-safe controls with interlocks on access door panels 
on a punch-press). 

Administrative Controls 
Administrative controls are used when engineered controls / hazard elimination are not practical.  
Such controls rely on training, behavior and safety-program administration to assure hazard 
control.  (Examples: Developing and following a written Standard Operating Procedure, or 
implementation of this Shop Safety Program into all shop work activities.) 

Personal Protective Equipment (PPE) – Least Effective Control 
PPE is the least effective hazard control and is only used to supplement other hazard control 
measures.  PPE endeavors to isolate the worker from the hazard, but does nothing to reduce or 
eliminate the hazard.  Examples of PPE include gloves, protective eyewear, hair nets, aprons, 
long-sleeve shirts / pants, work boots, etc… When no other means to control identified hazards are 
available, the Shop Manager is responsible to purchase and stock PPE appropriate to control 
identified hazards. PPE must be provided at no cost to all Authorized Shop Personnel and Shop 
Visitors entering the “Restricted Area” of a shop. 

RETURN TO TABLE OF CONTENTS 
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Shop Hazards and Applying Their Controls 
Eliminate Hazard (EH) / Engineer Control (EC) / Administer Control (AC) / PPE Use 

Chemical Hazards 
 
 

• Chemical replacement / hazard reduction (EH) 
• Separation of reactive chemicals (EC) 
• Secondary containment trays / double-walled tanks (EC) 
• Labeled chemical containers (AC) 
• Inventory of Chemicals (AC) 
• Hazard Communication Program (HAZCOM) (AC) 
• Online Safety Data Sheets (SDS) (AC) 
• Managing Paint and Painting Supplies (AC) 
• Lead, Asbestos and Silica Safety Programs (AC) 
• Respiratory Protection Program enrollment (AC) 
• JSA Review / Writing / Training (AC) 
• PPE Use 

Compressed Gases • Seismic Bracing (Q-Brace Program) (EC) 
• Cylinder Rack / Chained Storage (EC) 
• Energy Isolation / LOTO Program (AC) 
• Compressed Gas Cylinder Safety Program (AC) 
• Respiratory Protection Program enrollment (AC) 
• JSA Review / Writing / Training (AC) 
• PPE Use 

Electrical Hazards 
 

• Engineered Controls / Fail-safe Equipment (EC) 
• Special Tools (EC) 
• Electrical Safety Program (AC) 
• Energy Isolation / LOTO Program (AC) 
• JSA Review / Writing / Training (AC) 
• PPE Use 

Emergency Response • Define Egress Paths, Exits and Safe Muster Location (EC) 
• Hazard Communication Program (HAZCOM)  (AC) 
• Building Emergency Evacuation Plan / Drills (AC) 

Ergonomics 
 

• Hazard reduction / elimination through design (EH) 
• Use / design of ergonomic tools (EC) 
• Fork lift / Industrial Lift / Aerial Lift Programs (AC) 
• Minimize repetitive work, odd postures / movements (AC) 
• JSA Review / Writing / Training (AC) 

Heat / Cold Hazards 
 
 

• Permanent insulation (EC) 
• Insulation Blankets (EC) 
• Isolation equipment / chambers (EC) 
• Cooling or Heating equipment (as needed) (EC) 
• Warning signage and direct-read temperature gages (AC) 
• JSA Review / Writing / Training (AC) 
• PPE Use 

Housekeeping • Well-planned storage and material control (EC) 
• “Proper” cleaning tools and vacuum equipment (EC) 
• Ventilation and control of sprays, dusts and fumes (EC) 
• Routine and institutionalized periodic Shop cleaning (AC) 
• JSA Review / Writing / Training (AC) 
• PPE Use 

 

http://ehs.berkeley.edu/cheminv.html
http://ehs.berkeley.edu/healthsafety/hazcommwritten.pdf
http://ehs.berkeley.edu/healthsafety/msds.html
http://ehs.berkeley.edu/pubs/factsheets/14surpluspaint.html
http://ehs.berkeley.edu/healthsafety/resp.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/qbrace.html
http://ehs.berkeley.edu/pubs/gascylindersbooklet.pdf
http://ehs.berkeley.edu/healthsafety/loto.html
http://ehs.berkeley.edu/hazmat/compressgas.html
http://ehs.berkeley.edu/healthsafety/resp.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/healthsafety/electricalsafety.html
http://ehs.berkeley.edu/healthsafety/loto.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/healthsafety/hazcommwritten.pdf
http://ehs.berkeley.edu/healthsafety/forklift.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/jsa.html
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RETURN TO TABLE OF CONTENTS 
 

Eliminate Hazard (EH) / Engineer Control (EC) / Administer Control (AC) / PPE Use 

 
 RETURN TO TABLE OF CONTENTS 

 
 

Hot Work / Fire Safety 
 
 

• Fire Sprinkler System (EC) 
• Fire Extinguishers (EC) 
• Ventilation (EC) 
• Contain flammables in fire-safe storage cabinets (EC) 
• Point-of-use / small-quantity dispensing of flammables (EC) 
• Hot Work Permit / Program (AC) 
• Respiratory Protection Program enrollment (AC) 
• JSA Review / Writing / Training (AC) 
• PPE Use 

Hydraulics / Fluid under 
pressure 

• Hazard reduction through design (EC) 
• Use of Pressure Relief Valves (EC) 
• Energy Isolation / LOTO Program (AC) 
• Hydraulic Safety Program (AC) 
• JSA Review / Writing / Training (AC) 
• PPE Use 

Material Handling • Space layout for minimal material movement (EC) 
• Minimize lifting / movement work by design (EC) 
• Crane Safety Program (AC) 
• Fork lift / Industrial Lift Program / Aerial Lift Program (AC) 
• JSA Review / Writing / Training (AC) 
• PPE Use 

Mechanical Equipment 
Hazards 

• Hazard reduction through design (EC) 
• Machine Guards and Control Interlocks (EC) 
• Energy Isolation / LOTO Program (AC) 
• Blocks and Extension Tools 
• JSA Review / Writing / Training (AC) 
• PPE Use 

Noise Hazards 
 

• Mufflers and Isolation equipment / devices (EC) 
• Noise-cancellation devices (EC) 
• Lead sheeting and sound absorbing materials (EC) 
• Hearing Conservation Program (AC) 
• JSA Review / Writing / Training (AC) 
• PPE Use 

Vibration 
 

• Counter-weights and balance shafts (EC) 
• Cushioned / shock-proof equipment (EC) 
• Ergonomics Program (AC) 
• JSA Review / Writing / Training (AC) 
• PPE Use 

Unfamiliar Processes / 
New Operations 

• Research Proposal and Compliance Review Form (AC) 
• Hazard Identification, Evaluation and Control Program (AC) 
• JSA Writing / Training (AC) 
• PPE Use 

http://ehs.berkeley.edu/fireprev/extinguisher.html
http://ehs.berkeley.edu/fireprev/firepermits.html
http://ehs.berkeley.edu/healthsafety/resp.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/healthsafety/loto.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/healthsafety/forklift.htmlhttp:/ehs.berkeley.edu/healthsafety/forklift.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/healthsafety/loto.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/jsa.html
http://ehs.berkeley.edu/jsa.html
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SHOP SAFETY PROGRAM LEADERSHIP 
SHOP SAFETY COMMITTEE (SSC) 
 
The University Committee for Health and Safety (UCHS), the President’s Office representative 
body overseeing management of safety and risk reduction, has determined an ongoing Shop 
Safety Committee (SSC) best serves the campus’ needs to manage shop risk. The SSC is 
comprised of members from Departments impacted by this program and has the responsibility to 
oversee, review and maintain the Shop Safety Program as it applies to campus need.  The SSC is 
supported by EH&S administratively, technically and financially. 
Shop Safety Committee (SSC) Charter 
The SSC is chartered to: 

1. Provide a forum for Shops to learn from each other and exchange safe work ideas and 
practices. 

2. Develop and review technical material in support of the Shop Safety Program.  
3. Assist shop Owner Departments and Shop Managers in the application of Shop Safety 

requirements.   
4. Assess the performance of the Shop Safety Program through various means including 

audits, inspections, and reviews of shop accidents and near misses with development of 
lessons learned. 

5. Disseminate “Lessons Learned” to all shops at Stanford University. 
6. Meet quarterly or more often to discuss Shop Safe-work Practices and guide ongoing 

management of safety in academic shops. 
7. Provide the EH&S Shop Safety Program Manager with recommendations for improved 

training and program implementation throughout campus. 
8. Provide EH&S Shop Safety Program Manager with recommendations for funding of Shop 

Safety Committee initiatives. 
SSC Composition and Function / Logistics 
Permanent members of the SSC include the EH&S Shop Safety Program Manager, an Ergonomist 
(EH&S), the SSC Chair from an affected Department, and a volunteer-member representative from 
each shop on campus who are knowledgeable in shop work practices and safe-work needs of their 
respective shops. 
 
The SSC is chaired by a voluntary member of the Shop Safety Committee (not EH&S).  The SSC 
Chair lasts for 8 meetings (two years).  The Chair volunteers to be the Chair and is ratified by a 
simple-majority vote of SSC members in attendance at the Fall-meeting of the SSC every other 
year.  The Chair, with support of the EH&S Shop Safety Program Manager, plans the committee 
meeting agenda using Attachment 5 and leads the meetings.   
 
The EH&S Shop Safety Program Manager arranges for a meeting location, provides refreshments, 
documents committee meetings by keeping minutes, keeps attendance rosters using Attachment 
6A, and may edit / amend the Shop Safety Program as directed by an SSC super-majority vote 
(66% or greater) during a meeting, or if dictated by new compliance codes. 

 
RETURN TO TABLE OF CONTENTS 
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SHOP SAFETY PROGRAM REQUIREMENTS 
CREATION OF “RESTRICTED AREAS” and “AUTHORIZING” PERSONNEL 
Only persons who are “Authorized” may work in “Restricted Areas” of shops.  Any person who is 
not “Authorized” may only enter “Restricted Areas” of shops with continuous escort by an 
“Authorized Person” from that shop.   
Restricted Areas 
The “Restricted Area” is the physical space where any of the high-hazard shop-processes outlined 
in the Scope of this program are routinely conducted. This area is demarcated as separate from 
general-use / public areas of the shop, and is designed for high-hazard shop processes to safely 
and routinely be performed by Authorized Personnel. 
 
Under the more-detailed guidance of Attachment 8, the Shop Manager must determine the 
physical space within the shop that is the “Restricted Area”, and take measures to clearly 
demarcate (e.g. by signage, paint-striping, installation of barriers, locked door, etc.) these areas as 
‘separate’ from other “non-restricted” shop space.  

RETURN TO TABLE OF CONTENTS 
Authorizing Personnel 
A person must be “authorized” before they may conduct work in a shop. This process is conducted 
for each “Authorized User” by the Shop User’s Supervisor / Instructor combined with the Shop 
Manager (if a different person), and documented by the Shop Manager using Attachment 1.  An 
“Authorized Person” is an individual formally recognized as: 

1. Having requirements for working in the Shop documented by their PI / Instructor / 
Supervisor in the top-half of Attachment 1, and 

2. Having completed required classroom, trades or other training, and 
3. Having sufficient understanding of Shop safe-work practices, equipment, and facilities to be 

able to recognize and positively control any hazards that may be present, and 
4. Possessing the work experience and formal training necessary to execute work according 

to recognized and accepted Shop safe-work practices, and  
5. Having completed orientation to a shop’s “Restricted Area(s)”, facility, equipment and 

apparatus as documented by the Shop Manager on the bottom-half of Attachment 1, and 
6. Reviewing and signing of Attachment 2 and the University’s HAZCOM Program as it may 

apply to a specific shop. 
 
A person may be considered “Authorized” with respect to certain equipment and safe-work 
methods in some work activities or shop locations, but not ‘Authorized’ for another activity/location 
within the same shop.  It is the responsibility of the Shop Manager to determine the degree of 
“Authorization” for each and every person working in that shop, and document this on the 
“Authorized Person’s” record by completing the bottom half of Attachment 1.  
 
Authorization to work in one shop does not allow a person to work in another shop. A 
person must be “authorized” in each and every shop to conduct work in that specific shop under 
the specific authorizing Shop Manager. Shop Managers who oversee multiple shops may authorize 
a person to work in more than one shop under their direction, but this must be clearly stated on the 
authorization documented on “Attachment 1” for that individual. 
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Safe Work Processes  
SHOP SAFE WORK REQUIREMENTS 
It is the requirement of Stanford University and any department that owns / manages a “Shop” / 
“Makerspace” that: 

1. Only persons who are “Authorized” by a Shop Manager / Supervisor may work in restricted 
areas of shops unescorted. 

2. A person becomes “Authorized” as indicated by their need to work in a shop, and approval 
from their immediate Supervisor, PI or Instructor combined with a Shop Manager’s 
agreement that they possess the training and qualifications for safe work in the shop. This 
is documented using Attachment 1 and Attachment 2 of the Shop Safety Program.  

3. Authorization is done for each and every shop, regardless of owner. A Supervisor / PI / 
Instructor or “Other Shop Manager” cannot authorize access to any shop in which they are 
not the “Shop Manager” as designated by the Shop Owner using Attachment 3. 

4. Shop Managers define and maintain a “Restricted Area” within their shop in which high-
hazard shop processes occur, and that only “Authorized Persons” may enter and work in 
unescorted. This is also documented in Attachment 3. 

5. Shop Managers determine the appropriate safe-work training needs for their shop, and 
assure that all “Authorized Persons” in the shop have received the orientation and training 
to their shop. At minimum this includes reading and signing Attachment 2 of Stanford’s 
Shop Safety Program. 

6. Stanford University Shops support a Stop Work Rule when unsafe work is witnessed. It is 
the responsibility of every Shop User to exercise this rule when unsafe work conditions or 
practices are observed.  If you see unsafe behavior or activities, don’t hesitate to use the 
Stop Work Rule, immediately speak up and stop unsafe work. 

7. Stanford University Shops comply with Cal/OSHA regulations, the California Electrical Code 
and other established safety standards by applying this and other EH&S Safe-work 
Programs / Practices / Requirements as listed in the “Typical Shop Hazards and their 
Controls” section of the “Stanford University Shop Safety Program” on the EH&S website. 

8. All electrically energized shop equipment is used in a safe manner as intended by the 
manufacturer and within the equipment’s Nationally Recognized Testing Laboratory (NRTL) 
functional listing. 

9. Shop “Authorized Users” must resist the temptation to rush, and supervisors / instructors / 
PIs / shop manager must refrain from applying pressure on users to rush work. 

 
RETURN TO TABLE OF CONTENTS 

SAFE WORK PROCEDURES  
USE OF PERSONAL PROTECTIVE EQUIPMENT (PPE) 
All Shop Managers are required to conduct hazard assessments of operations in their shops and 
apply the “Hierarchy of Hazard Controls” to controlling hazards in their shops.  When the use of 
PPE is required, PPE must be stocked and supplied by the Shop Manager at no cost to all 
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“Authorized Users” and “Visitors” who enter a “Restricted Area”. Selection is based upon evaluation 
of hazards that are present as follows: 
1. Appropriate face and/or eye protection whenever powered equipment or flying / airborne 

particles or hazardous substances or injurious light sources are present. 
2. Hair-nets or caps when long hair could get wrapped into rotating or rolling equipment, or could 

be exposed to flames or other such hazards. 
3. Hard hats or bump caps when someone is working over your head, head-banger obstructions 

exist, or when a Shop Manager / Supervisor requires them.  
4. Dust masks may be used by anyone at any time for airborne dust, but use of other respirators 

is determined by indoor-air-quality hazard assessment and are distributed to individual 
personnel through their enrollment in the Stanford University EH&S Respiratory Protection 
Program. 

5. Gloves and other hand protection must be selected and worn based upon hazards.  Use 
EH&S’s Glove Selection Guideline for ideas on what kinds of gloves should be worn based 
upon hazards. 

6. Full-cover shoes with non-slip soles and an enclosed heal are required in all “Restricted Areas”. 
Safety boots, optionally with steel / composite toes, are required during the movement of heavy 
equipment and work materials, or the use of industrial lift equipment or cranes.   
  

RETURN TO TABLE OF CONTENTS 

PERSONAL SAFETY 
1. Long and medium length hair, including facial hair, must be tied back and put into a bun or 

inserted under a shirt-collar, or contained in a hair-net, when entering and working in a 
“Restricted Area” of any shop. 

2. Open-toed shoes, flip-flops, clogs, sandals, shorts, scarves and loose-fitting clothing ARE 
NEVER WORN in any shop’s “Restricted Area”. 

3. No food or drink is to be brought into and/or consumed in a “Restricted Area” of any shop. 
4. Remove all dangling or bulky jewelry before working in a “Restricted Area”. Best practice is to 

remove all jewelry. 
 

RETURN TO TABLE OF CONTENTS 

EQUIPMENT OPERATION 
The operation of any and all shop equipment requires prior training and approval by the Shop 
Manager.  Only persons authorized by the Shop Manager and trained in the safe operation of the 
shop equipment are permitted to work in a shop and operate the specific shop equipment they 
have been trained on.  A signed “Authorization Form” (Attachment 1) certifies this level of 
qualification and must be on file with the Shop Manager for each shop user.  Failure to adhere to 
this requirement will result in a loss of shop-use privileges.   

RETURN TO TABLE OF CONTENTS 

SOLO WORK PRACTICES 
 
The PRIMARY HAZARD OF SOLO WORK is sudden injury or illness without anyone nearby who 
can assist with the prompt initiation of emergency response procedures. In addition, after-hours 
work lacks the most-rapid access to the most-trained campus emergency responders.  Considering 

http://ehs.berkeley.edu/healthsafety/resp.html
http://ehs.berkeley.edu/healthsafety/resp.html
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an emergency situation when every second counts, anyone contemplating working alone in a shop 
must address the following General Solo Work Rules prior to doing so. 

GENERAL SOLO WORK RULES IN ACADEMIC / STUDENT SHOPS 
1. Shop access outside of supervised hours is restricted to specific “Authorized Persons” based 

upon the Shop Manager’s discretion.  Access for on-going solo work is not granted in any 
Academic Shop.  On-going and/or routine working solo outside of ‘normally scheduled 
operation and/or staffed hours’ is strictly forbidden and may result in revocation of shop-use 
privileges by the shop’s owner department. 

2. An “Authorized Person” may work solo in a Shop during ‘normally scheduled operation and/or 
staffed hours’ when communications means are made with the Shop Manager / Supervisor to 
assure the person’s continuous safety and ability to communicate immediately with emergency 
responders. 

3. When using large fixed powered shop equipment, flammable solvents, acids and/or etchants, 
heat and/or spark-producing equipment, at least one other authorized person is to be in the 
shop area. 

4. Provisions for solo-work on a case-by-case basis can be made between the shop manager and 
the solo worker by completing a “Solo Work Risk Mitigation Plan” (Attachment 4) as outlined in 
that section of the Stanford Shop Safety Program document. 

 
RETURN TO TABLE OF CONTENTS 

RISK MITIGATION PLAN FOR SPECIFIC SOLO WORK 
When solo work must be conducted outside of “normally schedule operations and/or staffed 
hours”, a Risk Mitigation Plan (Attachment 4) must be completed and documented by the Solo 
Worker, in consultation with and approval by the Shop Manager, that address the following:  
1. Requests to work alone after hours, or on weekends, must be approved by the Shop Manager 

case-by-case each time solo work is to be performed. 
2. Consult with the Shop Manager when planning to work alone. What operations will be 

conducted, and what means for immediate communication in an emergency are needed during 
solo work? 

3. Development of the Solo Work Risk Mitigation Plan must include review of the specific work 
activities, associated hazards and hazard controls to be used; and an emergency 
communication plan including contact name(s) and contact method(s). 

4. If possible, solo workers should communicate with others in the building when working alone in 
the shop. Let them know when you arrive, what you’re doing and when you leave.  

5. Always avoid performing any high-hazard operations when working alone in the shop. 
6. Never leave shop equipment unattended and operating.  
 

 
RETURN TO TABLE OF CONTENTS 

SHOP MANAGER’S CONSIDERATIONS FOR MANAGING SAFER SOLO WORK 
Shop Managers must consider requests to work solo on a case-by-case basis. Any 
combination of the following must be considered to ensure control of the hazards of solo work to an 
effective degree: 
 
1. The authorized shop user’s training and experience.  
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2. Tasks and hazards involved in the planned solo work.  
3. The likelihood of an injury or illness that would prevent the shop user from calling for help.  
4. Consequences resulting from a worst-case scenario of sudden injury or illness.  
5. Deadlines, time-constraints and harried pressure to complete work that could negatively affect 

the shop user’s safe work-methods and clear-headed work-approach. 
6. The shop user’s physical condition and any constraints that may impact their safe work 

approach and methods. [Consult with local Human Resources Officer for guidance and 
compliance with the Americans with Disabilities Act (ADA)].  

7. The time of day solo work is to be conducted, for example, during normal business hours (7 am 
– 6 pm Monday through Friday) versus at night or weekends/holidays. 

8. The length of time the solo work is to be done (e.g. 5 minutes vs 5 hours vs 5 days) 
9. What Personal Protective Equipment should be worn during solo work? 
10. What Emergency Response Procedures, equipment and/or contact information is needed for 

solo work to take place? Besides the solo worker, who needs access to this information and 
equipment? How will they get this information prior to work commencing? 

11. Safe and unobstructed access to the nearest eyewash, shower, and fire extinguisher. 
 

RETURN TO TABLE OF CONTENTS 

RISK MITIGATION PLAN OPTIONS 
The shop manager in conjunction with the solo worker may choose to implement any combination 
of the following risk-reduction options to control the hazards of solo work. These strategy options 
are to be implemented by honor system and mutually agreed to between Shop Manager and the 
Authorized Person on a case-by-case basis prior to the shop user being allowed to work solo in an 
academic shop: 
HAZARD REDUCTIONS 
1. Always wear proper PPE 
2. Only hand-tool use is allowed when working solo. 
3. Limit higher-hazard solo work to normal week-day business hours when other personnel are 

likely to be nearby and able to respond to an emergency. 
4. Substitute low-hazard chemicals for high hazard chemicals while doing solo work. (e.g., use 

water-based paint instead of oil-based paint and solvents) 
5. Avoid setting up large-scale/hazardous projects when working solo. 
6. Adopt Shop Rules so that No High-Hazard Work is done solo nights and weekends, including: 
7. Hazardous Chemical Use (Solvents, Etchants, Acids, Fuels, etc…) 
8. Powered Machinery use 
9. Hand-held Power Tools use 
10. Heat / Spark / Arc / Open Flame / Smoke producing operations 

 
ADMINISTRATIVE CONTROLS 
1. Set up a Buddy system – In person OR by cell phone / radio. Either way, your buddy must be 

able to recognize trouble and seek emergency help without the shop user’s assistance. 
2. Develop and share specific emergency procedures with your buddy using this “Solo Work Risk 

Reduction Plan”. 
3. Install an “emergency response” / “person down” app on your mobile device that will automate 

the call-out function in the event the solo worker stops moving or becomes horizontal for an 
extended period of time. 
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4. Communicate with others in the building, building security, campus police or the shop 
manager. Let them know when you arrive, what you’re doing and how long you intend to be 
there, and when you leave.  

5. Have your buddy check in on you every 10-15 minutes, OR….Check-in with your buddy every 
10-15 minutes. 

6. Keep shop doors open (when there’s no door window) or unlocked (with a door window) when 
solo work is happening. 

7. Setup your buddy in a safe place in the shop or shop-adjacent so they can be present and 
aware of your wellbeing if you must do high-hazard solo shop work.   

 
RETURN TO TABLE OF CONTENTS 

SHOP SAFE WORK PRACTICES 
 
COMPRESSED AIR: Compressed air or other gases in excess of 10 pounds per square inch are 
never used to blow dirt, chips or dust from clothing while it is being worn, or from any surface as 
part of routine shop cleaning. Use suction devices or other cleaning methods instead. 
 
DRAIN DISPOSAL: Hazardous waste may not be poured down the shop drain. The only materials 
that may be disposed down the drain are in the Non-hazardous chemical wastes list*. All hazardous 
and chemical wastes must be disposed of by EH&S. Failure to comply with local permit requirements 
for campus drain disposal could lead to substantial fines. For more information see the Stanford 
Water Planning and Stewardship SOP** and the document on Best Management Practices***.  
  *< https://ehs.stanford.edu/reference/list-non-hazardous-chemical-wastes> 
 **< https://suwater.stanford.edu/sites/g/files/sbiybj7756/f/glass_wash_sop.pdf>   
***< https://suwater.stanford.edu/sites/g/files/sbiybj7756/f/wastewater_bmp_factsheet.pdf> 
 
ELECTRICAL SAFETY: All work on and development of electrical equipment must be conducted 
according to guidelines and compliance requirements set by NFPA70 National Electrical Code, or 
the California Electrical Code if more stringent. Work that must be done on energized electrical 
circuits must be done in accordance with NFPA70E requirements. Otherwise, work on electrical 
equipment must be done verified de-energized and locked / tagged out by all persons working on 
the equipment. 

 
RETURN TO TABLE OF CONTENTS 

 
EMERGENCY PREPAREDNESS AND RESPONSE:  

• Always consider electrical equipment, pressurized systems, mechanical components or 
compressed gas equipment “energized” until you yourself have positively proven it 
otherwise.  

• Do not take someone else’s word that they turned off the electric power, bled pressurized 
systems to zero pressure, or blocked mechanical systems from moving. Always verify for 
yourself that equipment is properly de-energized and movement is stopped before 
removing machine guards or working in high-hazard areas of shop equipment. 

• Learn and know how to shut down equipment in an emergency BEFORE there’s an 
emergency. 

• Design and plan for safety by looking for hazards and anticipating problems. 
• Always de-energize the equipment before testing or working on it. 

https://ehs.stanford.edu/reference/list-non-hazardous-chemical-wastes
https://suwater.stanford.edu/sites/g/files/sbiybj7756/f/glass_wash_sop.pdf
https://suwater.stanford.edu/sites/g/files/sbiybj7756/f/wastewater_bmp_factsheet.pdf
https://ehs.stanford.edu/reference/list-non-hazardous-chemical-wastes
https://suwater.stanford.edu/sites/g/files/sbiybj7756/f/glass_wash_sop.pdf
https://suwater.stanford.edu/sites/g/files/sbiybj7756/f/wastewater_bmp_factsheet.pdf
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• Positively ensure all hazards are identified before blocking, blinding, bleeding or conducting 
lock-out and tag-out. 

• Lock-out and Tag-out broken, mothballed or unsafe equipment until it can be repaired or 
permanently removed. 

• Refer to the shop’s Hazard Communication (HAZCOM) Program and Safety Data Sheets 
(SDS) to understand material / chemical hazards, emergency contact information, and 
emergency response procedures. 

 
ENERGY ISOLATION – LOCK OUT TAG OUT:  Know and apply the Energy Isolation / Lock Out - 
Tag Out process to all facility and equipment locations whenever: 

• Hazardous energy release could cause unexpected movement of equipment,  
• Unexpected flow of energy could cause injury or equipment damage, 
• A machine-guard or interlock is removed or bypassed, or 
• There is more than one energy supply to a machine, and the energy source cannot be 

simply ‘unplugged’ so that energy-control is exclusive to the person working on/with the 
equipment. 

RETURN TO TABLE OF CONTENTS 
 
FORKLIFTS / AERIAL LIFTS: Only drivers / operators authorized by the Shop Manager and 
enrolled in the Stanford Industrial Lift Truck Safety Program and/or Aerial Lift Safety Program who 
hold a current operator’s license issued by the EH&S Program Manager are permitted to operate 
such vehicles.  
 
HAND TOOLS AND SHOP EQUIPMENT: Only persons authorized by the Shop Manager and 
trained in the safe use of hand tools and shop equipment are allowed to use them. Use hand tools 
and shop equipment only as they were designed / intended to be used. 
 
HOUSEKEEPING: The work and surrounding area in which you are working must be kept neat, 
clean and safe at all times.  If you see a mess, spilled liquid or debris, whether you created it or 
not, take the time to clean it up. 
 
HYDRAULICS: Only persons authorized by the Shop Manager and trained in the safe operation 
and/or development of hydraulic systems are permitted to assemble, qualify, and operate hydraulic 
equipment connected to any shop hydraulic system. 
 
OVERHEAD CRANES / HOISTS: Only persons authorized by the Shop Manager and trained on 
the Campus Crane Safety Program and who are deemed a “Qualified Crane Operator” according 
to the requirements of the program are permitted to operate such equipment.  
 
WORK BRIEFING:  Participate in a safe work briefing with all personnel in the area before 
commencing any shop work.  Assure you discuss planned work with the Shop Manager, or their 
designee, to identify any hazards of your work, or other hazardous conditions nearby due to work 
being done by others.  Know the Shop’s emergency procedures.  Maintain the protection of covers, 
barriers and shielding of all electrical equipment, hot work, machine guards, chemical storage, etc.  
Never drill into a wall or floor slab without Shop Manager and Building Manager approval. 
 

RETURN TO TABLE OF CONTENTS 
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SHOP SAFETY PROGRAM TRAINING REQUIREMENTS 
Faculty, Staff and Students 
All Faculty, Staff, Students and Contractors must know that under no circumstances is anyone 
allowed to conduct work in a “Shop” without prior “Authorization” as defined in this program 
document. When anyone receives training associated with this Shop Safety Program, they must 
sign a training roster (Attachments 6A and 6B) issued by the instructor / trainer / Shop Manager. 

“Authorized Person” 
PI / Instructor / Supervisor, and the Shop Manager must jointly assure the knowledge of any 
“Authorized Person” and provide them training as needed to assure safe work in the shop.  The 
“Authorized Person” must be familiar with the contents of this program, be able to recognize 
hazards and know what control measures are to be implemented to control shop hazards.  At 
minimum, they must know the Shop Safe Work Requirements, Practices and Procedures as 
outlined in Attachment 2. 

Principal Investigator / Instructor / “Supervisor”  
(other than a “Shop Manager”) 
The Principal Investigator / Instructor / “Supervisor” must know their roles and responsibilities in the 
application of this program to their work and people reporting to them, and assure compliance with 
this program by all who fall under their responsibility. 

Shop / Makerspace Manager 
The Shop Manager must know their roles and responsibilities in the application of this program to 
their work, be trained on Shop Management as may be appropriate to ensure safety in location(s) 
and operation(s) under their purview, assure proper documented training of people reporting to 
them and other “Authorized Persons” working in the shop, and assure compliance with this 
program by all who fall under their responsibility. 

Department Director / Chair / Executive Management 
The Department Director / Chair must know their roles and responsibilities in the application of this 
program to their work, and support the implementation of this program’s requirements into the 
business / operations of their Department. 

ShLab Safety Coordinator 
The ShLab Safety Coordinator is trained on the contents of this program and how it may apply to 
work and equipment used in their lab. They are also trained on Shop Safety Program “Record-
keeping” responsibilities, management of the annual shop self-assessment program in their lab, 
and other duties as outlined in the “Roles and Responsibilities” section.   
 

RETURN TO TABLE OF CONTENTS 
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Contractors and Joint Projects in Shops 
Contractors follow their own Shop Safety Program and procedures and must train their personnel 
when using their own equipment and shop processes.  The Contractor provides the University 
evidence of their Shop Safety Program upon request.  The Contractor provides all their own shop 
equipment unless negotiated by contract with the University for use of University equipment. 
 
For Joint Projects where employees of the University and Contractor(s) are working in the same 
shop at the same time, the Shop Manager is in control of the shop and must hold joint “tailgate” 
meetings with all personnel in attendance who will be working in the area to promote 
understanding of safe work practices, and open lines of communication amongst workers.  
Contractors using University equipment and property follow University safe-work procedures and 
review and follow JSAs and SOPs as developed by the University as part of their training.  
Contractor training conducted by Stanford University is documented by the Shop Manager using a 
training roster (Attachment 6B). 

Shop Safety Committee member 
SSC members are trained on the Committee Charter, the Committee Roles and Responsibilities, 
the Shop Safe Work Requirements, Practices and Procedures, and other Shop Safety Program 
requirements.  They receive this training by review of this program document and discussion with 
other Committee members.  

EH&S 
Provides training and guidance to the Shop Safety Committee as needed to keep program 
momentum moving forward, and the program current to compliance requirements and campus 
need. 
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RECORD KEEPING REQUIREMENTS 
 
PIs / Instructors / Supervisors keep the following documentation: 

• Completes top half of Attachment 1 for each person they determine must become an 
“Authorized Person” to work in a shop.  Copy of the completed top-half must be kept for 
duration of employment, tenure or work-study term plus 3 years. 

• Copies of any training rosters (Attachment 6B) and training content.  Keep for 3 years. 
• Copies of any procedures / protocols developed for shop safety.  Keep for as long as they 

are current. 
 
Shop Manager keeps the following documentation: 

• Completes bottom half of Attachment 1 for each person who must become an “Authorized 
Person” to work in a shop. If the PI / Instructor / Supervisor is also the Shop Manager, 
completes both top and bottom halves of Attachment 1 for each authorized shop user. This 
must be kept for duration of employment, tenure or work-study term plus 3 years. 

• For Student Shops, use Attachment 1 for a duration of Authorization for shop use for a 
semester up to a maximum of 1 year. At the end of 1 year, the Student may be re-
authorized for ongoing shop use of up to another year if their academic program dictates 
need. This must be kept for duration of academic program plus 3 years. 

• A signed copy of page 3 of the “Shop Safety Policy” (Attachment 2) given to each and every 
“Authorized Person” working in their shop. This must be kept for duration of employment, 
tenure or work-study term, or academic program duration, plus 3 years. 

• Copies of any training rosters (Attachment 6B) and training content.  Keep for 3 years. 
• Copies of any procedures / protocols developed for shop safety.  Keep for as long as they 

are current. 
RETURN TO TABLE OF CONTENTS 

 
ShLab Safety Coordinators keep the following documentation: 

• Authorized Person(s) who conduct shop-processes in labs documents (Attachment 1 and 
Attachment 2) for the duration of their lab work plus 3 years. 

• A current MOU Attachment 3 for the Lab. 
• Any training rosters (Attachment 6B) for 3 years. 
• Any Safe-work Protocols / SOPs / Other Procedures as long as they are current. 
• Any JSAs that are developed by the Department to address Shop Safety concerns for as 

long as they are current. 
• “Shop Self Assessment” forms (Attachment 7) completed for the lab for the previous two 

years. 
 
EH&S keeps the following documentation: 

• Master copy of the Shop Safety Program and maintains this program to meet or exceed 
Cal-OSHA requirements. 

• SSC meeting minutes and posts them on the SSC website (maintained by EH&S) 
• General program awareness and information dissemination across campus. 
• Training content and rosters for any training completed by EH&S with copies provided to 

Shop Safety Committee, Departments, Labs and Shop Managers as may be necessary. 
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• Provides and maintains the Hazard Communication (HAZCOM) program templates that are 
customized and posted by Shop Managers for each shop.  

• Any documents relating to shop incident investigations and “Lessons Learned” information 
to Shops via the Shop Safety Committee website and e-distribution list. 

• Any consultations / recommends for Shop Safety, and 
• Program updates as need may dictate. 
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REFERENCES AND RESOURCES 
California Title 8 – Cal-OSHA General Industry Code of Regulations 
  

• Compressed Gas and Air Equipment http://www.dir.ca.gov/Title8/sb7g9.html 
http://www.dir.ca.gov/title8/3301.html 
http://www.dir.ca.gov/title8/4650.html 

• Cranes and Hoisting Equipment  http://www.dir.ca.gov/Title8/sb7g13.html 
• Ergonomics      http://www.dir.ca.gov/Title8/5110.html 
• Fire Safety     http://www.dir.ca.gov/Title8/sb7g27.html 
• Flammable Liquids, Gases and Vapors http://www.dir.ca.gov/Title8/sb7g20.html 
• Hand and Portable Power Tools  http://www.dir.ca.gov/Title8/sb7g3a20.html 
• Hazardous Energy – Lock out Tag out http://www.dir.ca.gov/title8/3314.html 

http://www.dir.ca.gov/dosh/etools/08-
003/LockoutSteps.pdf 
http://www.dir.ca.gov/dosh/etools/08-003/P08-
00302.pdf 

• Hazardous Materials    http://www.dir.ca.gov/Title8/sb7g16.html 
• Housekeeping / Work Area Conditions http://www.dir.ca.gov/Title8/sb7g1a4.html 

      http://www.dir.ca.gov/Title8/sb7g1.html 
• Machine Guarding    http://www.dir.ca.gov/Title8/sb7g8.html 

http://www.dir.ca.gov/Title8/sb7g6a37.html 
http://www.dir.ca.gov/Title8/sb7g6.html 

• Noise      http://www.dir.ca.gov/Title8/sb7g15a105.html 
• Personal Protection (PPE) / Safeguards http://www.dir.ca.gov/Title8/sb7g2a10.html 
• Safe Work Practices    http://www.dir.ca.gov/Title8/sb7g2a7.html 
• Vehicles and Shop Mobile Equipment http://www.dir.ca.gov/Title8/sb7g4.html 
• Welding / Cutting Operations – Electric http://www.dir.ca.gov/Title8/sb7g11.html 
• Welding / Cutting Operations - Gas http://www.dir.ca.gov/Title8/sb7g10.html 
 

Federal OSHA: 
• Machine Controls Interlocks and Fail-safe Design Guideline document: 

http://www.osha.gov/OshDoc/Directive_pdf/CPL_02-00-147.pdf 
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ISSUE BY / REVIEW DATE 
 
This program is ratified by the University Committee for Safety and Health under the direction of 
the President of the University. 
 
It is issued / adopted on October 20, 2019 by Russell Furr, Associate Vice Chancellor, EH&S, 
Stanford University.   
 
This program is reviewed and updated every 3 years, or as needed, by Shop Safety Committee, 
the EH&S Occupational Health and Safety Team, and the EH&S Shop Safety Program Manager. 
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ATTACHMENTS 
Attachment 1:  “Authorized Person” qualification for Shop Work – Template 
Attachment 2: Shop Safe Work Requirements, Practices and Procedures - Template 
Attachment 3: Academic Shop Space Designation / MOU / Identification - Form 
Attachment 4: Solo Work Risk Reduction Plan 
Attachment 5: Shop Safety Committee Meeting Agenda Template 
Attachment 6: Shop Safety Self-assessment Template 
Attachment 7: Shop Safety Training Roster – Template Form 
Attachment 8: Shop / Makerspace Set-up and Management Guide 
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ATTACHMENT 1 – SHOP USER AUTHORIZATION 
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ATTACHMENT 2 – SHOP USER ORIENTATION 
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ATTACHMENT 3 – SHOP SPACE / MOU / SET-UP INFORMATION 
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ATTACHMENT 4 – SOLO WORK – RISK REDUCTION PLAN 
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ATTACHMENT 5 – SHOP SAFETY COMMITTEE – MEETING AGENDA 
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ATTACHMENT 6A – SHOP SAFETY COMMITTEE – ATTENDANCE ROSTER 
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ATTACHMENT 6B – SHOP SAFETY TRAINING – ATTENDANCE ROSTER 
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ATTACHMENT 7 – ANNUAL SHOP SAFETY SELF ASSESSMENT 
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ATTACHMENT 8 – SHOP / MAKERSPACE – SET UP / MANAGEMENT GUIDE 
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