School of Engineering Core Engineering Department

Instructions for Acquiring Chemicals for Student Projects (v7.8.21)
Definition
This procedure is intended for staff and faculty assisting students with projects having a chemical (e.g. toxic solution, strong base, strong oxidant, and or strong acid) related component.  It outlines the standard operating procedures for acquiring (purchase through the Core Engineering Office, shipment from an industrial sponsor, or individual purchase) chemicals for student projects in the Manufacturing Innovation Learning Laboratory (MILL), JEC Student Shop, O.T. Swanson Multidisciplinary Design Lab/Haas Technical Center (MDL), and IED project area.
STEP 1 – Preliminary Approval 

Prior to acquiring any chemical the staff or faulty member will work with students to complete a Preliminary Chemical Assessment Form (PCA).  The student’s document will be approved by staff or faculty working with the students prior to requesting purchase.
STEP 2 – Acquiring the Chemicals 

Purchase Through The Core Engineering Office – Submit approved Preliminary Chemical Assessment Form with the purchasing request to the Core Engineering Office, attention Valerie Masterson.  All shipments will be sent to the RPI - Core Engineering Department, 110 8th St. / JEC 3018, Troy, NY 12180-3590 Attn: Sam Chiappone.
Accepting Shipment From An Industrial Sponsor – Submit approved Preliminary Chemical Assessment Form to the Core Engineering Office, attention Valerie Masterson prior to releasing the shipping address to an industrial sponsor.  All shipments will be sent to the RPI - Core Engineering Department, 110 8th St. / JEC 3018, Troy, NY 12180-3590 Attn: Sam Chiappone.
Individual Purchase – Prior to purchasing chemicals submit approved Preliminary Chemical Assessment Form to the Core Engineering Office, attention Valerie Masterson.  No reimbursement will be issued for chemicals not approved for purchase. Any chemicals obtained by students without following this process are NOT AUTHORIZED to be used on campus for student projects. After individual purchase, refer to step four.
STEP 3 – Prepare for Student Use
Once the preliminary chemical assessment is complete and the chemicals are in transit to RPI the faculty or staff members should prepare for student use of the chemical(s) as follows:

· Work with the students to develop a chemical standard operating procedures (SOP) addressing intended use, experiment outline, Safety Data Sheet (SDS), personal protective equipment (PPE) requirements, handling procedures, storage, and disposal.  The preliminary chemical assessment will be part of this document.
· Submit SOP for approval to the Office of Environmental Health & Safety and Manager of Fabrication & Prototyping.
· Request chemical safety training with the Office of Environmental Health & Safety.
STEP 4 – Storage and Release for Use
MDL or MILL staff will take possession of chemical from CORE Engineering Office or student purchaser and store appropriately:

· Record storage location on PCA Form.

· File a copy of PCA, SDS, and SOP in Chemical binder in Design Lab.

· Keep a copy of PCA, SDS, and SOP with chemicals at all times.

Chemicals will be released to students for use pending approval from project engineer or instructor.  This approval is contingent on all paperwork (PCA, SOP, SDS) being approved and filed appropriately, as well as student completion of EH&S Chemical Safety Training.
ONLY authorized staff can move chemicals between buildings.

Any questions relative to this policy will be addressed by the SOE Core Engineering Safety Committee care of Prof. Junichi Kanai or Sam Chiappone.
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