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1.0	Personnel	Functions	(Common	to	All	Shop	Staff)
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1. General	operations,	infrastructure,	and	work	assignment	in	the	Machining	Facility.		
2. Project	management	through	acceptance	and	approval	of	Project	Request	Form	(F2),	cost	

quotations,	work	distribution,	maintenance	of	the	queue,	communication	with	the	client	
and	submitting	completed	Project	Request	and	Charge	Back	Form	(F8)	to	LM.		

3. Acting	as	the	Machine	Shop	Safety	Coordinator,	providing	training	sessions	to	students	on	
safe	and	correct	use	of	(equipment	in)	the	Shop,	and	on	avoiding	hazards.	

4. Updating	a	set	of	written	Mech	Engineering	'“Safe	and	Efficient	Shop	Operating	Procedures”	
(SESOP)	for	the	use	of	tools	and	machinery,	and	observing	that	the	work	in	the	Shop	is	done	
according	to	them.	

5. Consultation	with	grad	students	and	faculty	on	project	design	issues.	
6. 
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1. Undergraduate	students	can	use	the	B103	Machine	Shop	in	order	to	complete	course	work	
as	required	in	their	course	outline,	for	MECH	200,	350,	400,	and	BME	350.	

2. In	order	to	carry	out	such	work,	the	Machine	Shop	is	available	at	the	following	times:	
	

Terms	 Date:	 Courses	 Session	A	 Session	B	
Spring	 Feb	(weeks:	2,	3	&	4)	 350,	400	
Spring	 March	(weeks:	1,	2,	3,	&	4)	 350,	400	

	 	 	

Summer	 June	(weeks:	2,	3	&	4)	 400	
Summer	
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The	Machine	Shop	(1)	in	B103	can	be	used	after	regular	working	hours	until	10:30
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7. Personal	confrontation	should	be	avoided	at	all	times.	Inter-personal	issues	must	be	
documented	in	writing	and	submitted	to	the	Chair,	who	may	at	his/her	discretion	direct	
them	to	HR.	
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F2)	Mech	Project	Request/Charge	Form	

F3)	After-Hours	Mech	Shop	SuperUser				

F4)	SuperUser	Experience	Form	

F8)	Consumables	Charge-Back	Log	

	

F1)	Mech	Shop	Equipment	Sign-Out	Log	(Internal)	

F5)	Mech	Shop	Work	Log	(Internal)	

F6)	Mech	Shop	Use	Form	(Internal)	

F7)	Mech	Shop	Work	Queue	Sheet		(Internal)	

	

Appendix	A:	Sample	Shop	drawing	(
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     After-Hours Mech Shop SuperUser      F3 

Department of Mechanical Engineering  
 

Applicant: __________________________       Circle:   Graduate    Undergrad 
 

         Minimal Qualifications A, (B or C) Check 

A Successfully completed Mech Eng. Shop course (Mech 200, or Mech 350, or Mech 400)  

B Has demonstrated at least 50 hours of supervised work at the Mech Eng Machine 
Shop.  Attach Experience Form (F4) specifying dates and projects worked on. 
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                    SuperUser Experience Form               F4 

Department of Mechanical Engineering Machine Facility  
University of Victoria 

 
 

 
 Applicant: ___________________________   Location: ____________________   Phone: _________________ 
 
 
Supervisor _____________________________ 
 
 

 

Approx Date 

d/m/y 
Work/Project Description Instructor /Shop 

Supervisor 
Hours 

    

    

    

    

=    

  =    

    

    

  Total hours  

 
  

 
  

This is to certify that the information I here provide is true to the best of my knowledge. 
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F8	-	Consumables	Charge-Back	Log	
	

		  
                                      


