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School of Engineering

After Hours Procedure for Laboratories and Workshops
No postgraduate student or staff member is to operate machinery or conduct experiments / tasks outside university hours of 8:00am to 5:00pm Monday to Friday unless an After-hours Work Form has been completed.
Undergraduate students must work within the hours of 9am to 5pm.
For each instance a person is to work back an After-hours Work form (refer page 2) is to be completed, signed, faxed to security and kept with the worker when they are working. 
· Several dates may be put on the form as long as the work description has not changed. 
· Worker to complete, pre-approval by tech staff, Academic Supervisor final sign-off
· If you do not have keys for the area security will be required to open and close the required areas.  Keys should not be loaned out for security reasons
Low Risk work can be performed by a single operator. The following are examples of Low Risk Work:

· Assembling or modifying apparatus where there are no chemical or electrical hazards present.

· Sample measurement in labs providing that the quantities of materials are small and that non- hazardous chemicals are used.

· Soldering or assembly of electrical components.
· Checking and assessment of equipment running experiments.

· Routine functions that are part of a standard operating procedure that has been recorded to be low risk through a risk assessment.
· Assembly, working with hand tools, sanding, fibre glassing, and bench work in workshops.
For medium risk work a minimum of 2 trained, inducted people must be present in the work area. The following are examples of medium risk work:
· Work involving the use of small quantities (<500 mL) of chemicals that are known to be mildly toxic, irritant, corrosive, allergenic or flammable.

· Assembling or modifying of apparatus when there are chemical or electrical hazards present.

· Use of equipment which is inherently safe (safety interlock protected on opening, fully enclosed equipment).
· Hand power tools, sheet metal work and painting in workshops.
· Use of PCB milling machines

HIGH risk work must not be undertaken after-hours. The following are examples of high-risk work:
· Any work within the concrete lab.

· Working on machines, lathes, milling machines, drills or welding in workshops.
· Working with any chemicals of level 4 or 5.
If your work is not listed in the above examples please speak to the area supervisor.
SafeZone app:

We encourage you to download the SafeZone app on your mobile device, and use the “check in” feature to inform security that you are on campus. This can also be utilised in an emergency.

For further information including how it works, visit deakin.edu.au/services/security/safezone
School of Engineering

After-hours Work Form
	Name of Employee 
	Date of work
	Time in
	Time out
	Areas accessed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Is security required to open and lockup area:
Yes
No

(If yes Security must be contacted on arrival and departure (Internal 222 or External 5227 2222) by the person requiring access after hours)
Brief description of work to be carried out:

Circle Risk category:
Medium
Low

Low risk work can be completed by a single postgraduate student or staff member after hours. 
Medium risk work a minimum of 2 trained and inducted people must be present in the laboratory area.
HIGH risk work cannot be carried out after hours
Checked by Area Supervisor:  (see page 3 for a list of area supervisors)
Signed:
  Date:

Authorised by Academic Supervisor:

Signed:

  Date:



Name of person/s working out of hours:

I/we agree to only do the tasks stated above and will follow all required safety rules, processes and wear the required protective equipment.

Signed:

   Date:



This form must be emailed to security (security@deakin.edu.au) and retained by the worker.
Sent by:
Date:

Time:


Area Supervisors:

Civil 

Leanne Farago  
Lube Veljanoski
3D Printing
Robynne Hall 
Electronics
Robynne Hall
Electrical

James Lamont 
Materials
Rachel Rossau, Reza Parvizi
2D Cutting Lab
Rodney Seiffert 
Digital Manufacturing
Liam Norton

Technical Manager

Craig McGill 
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