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General Services – 
EH&S 

Overview 

An important part of your experience in woodworking will be learning 
to follow practices and procedures that will prevent injuries to 
YOURSELF and OTHERS.  

Develop a good attitude toward safety. This means that you have a 
strong feeling toward the importance of safety and are willing to give 
time and attention to learning the safest way to perform your work. It 
means that you will be certain to work carefully and follow the rules – 
even when no one is watching you.  

Carefully study the safety rules which follow. Your instructor may also 
recommend some additional rules. If you follow the rules and 
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Responsibilities 

Environmental Health and Safety (EH&S) 

EH&S will establish and post safety plan pertaining to the use of shops. 
Questions concerning plan exceptions or clarifications must be 
directed to EH&S for review and comment before initiating at the shop 
level. 

EH&S will periodically conduct safety audits of all student used shops. 

EH&S has final authority over all safety issues and may immediately 
halt any operations or procedures it considers unsafe at any time at its 
discretion. 

Principal Investigators (PI), Instructors and Shop Supervisors 

The PI and shop supervisors are responsible for enforcing the 
provisions of this plan including the provision of required training and 
personal protective equipment for students using shop equipment. 

Shop supervisors must keep required machine guards in place and 
remove damaged equipment from service. 
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 The types and limitations of any personal protective equipment
(PPE) that is required to be used in the shop.

 Limitations of the particular equipment.

 Procedures to be followed in the event of a machine
malfunction or damage to the equipment.

 Procedures to be followed in the event of an emergency (i.e.
injury).

 Equipment and general shop maintenance and cleaning
procedures.

 Use of approved materials on tools.  Never use reclaimed
lumber or materials with metal hardware on tools.

All training must be documented in writing with the records 
maintained by the shop supervisor.

General Safety Rules 

Work procedures and shop practices described are effective methods 
of performing given operations. Use special tools and equipment as 
recommended. Carefully follow all safety warnings and cautions. Note 
that these warnings are not exhaustive. Proceed with care and under 
proper supervision to minimize the risk of personal injury or injury to 
others.  Never use any tools or machinery without first receiving 
training. 

Most power tool accidents can be avoided. Roughly 80% of accidents 
are caused by workers without the right safety attitude.  Never work 
alone. At least two people must be present when power tools are in 
use.  No horseplay is allowed. Never work while impaired.  These 
workers do not take safety seriously. Instead of being safe, they put 
everyone in danger. 

BENCH ORGANIZATION 
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FIRE PROTECTION 
 Re-familiarize yourself with the location of all fire alarms and fire

extinguishers.

 Many finishing materials, thinners, etc. are highly flammable.
Others are toxic. Because of this, it is important that these
materials be used only in approved areas.  Prior to use, make
sure you are in a project space that allows application of such
materials.

 Close cans of finishing materials and thinners immediately after
use.

 Use flammable liquids in very small quantities. Be sure the
container is labeled.

 Consult workers near you to determine whether any potential
crossover hazards might be present.

 Dispose of oily rags and other combustible materials
immediately, or store them in an approved container.

FLOOR SAFETY 
The floor should be clear of scrap blocks and excessive litter/clutter. 
Keep projects, sawhorses, and other equipment and materials you are 
using out of traffic lanes. Immediately wipe up any liquids spilled on 
the floor.  Periodically sweep up sawdust as you work to prevent 
slippery conditions on floors.  Floor areas must be kept free of debris 
and other hazards that may result in slips, trips or falls. 

HAIR & CLOTHING 
Dress properly for your work. Remove coats and jackets. Secure or 
remove loose clothing that can potentially get caught in power tools 
or other shop appliances.  It is advisable to wear a shop apron that is 
snugly tied. Wear close toe shoes.  Keep long, loose hair restrained 
and securely tied back to prevent machine and tool entanglement. 



https://www.pace.edu/sites/default/files/2022-04/administrative-operational-services-supervisors-accident-investigation-report_0.pdf
https://www.pace.edu/sites/default/files/2022-04/administrative-operational-services-supervisors-accident-investigation-report_0.pdf
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STANCE 
Stand in a comfortable, balanced position when working with power 
tools. Both feet should be firmly on the floor. Try to be as relaxed as 
comfortable: if you are unsure about your comfort with the 
equipment, consult a supervisor. 

SUPERVISOR ON DUTY 
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WATER 
Never work in or around water with power tools. Water increases the 
chances of severe electrical shock. 

WOOD 

Defects in the wood can be dangerous. Check the stock carefully for 
knots, splits, and other defects. 

WORKING SPEED 
Do not “rush and tear” through your work. The good crafter knows 
that a steady, unhurried pace is safest and produces the best work.  
Allow for machinery to come to full speed before engaging any 
materials with the tool.  Never start a piece of machinery with 
materials engaged.   

Power Equipment Safety Rules 

Modern power woodworking machines can save large amounts of 
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 If you hear a clicking noise, turn off the machine at once. This
indicates a crack in the blade. If the blade breaks, shut off the
power and move away from the machine until it stops.

 Turn off the machine as soon as you have finished your work. If
the machine has a brake, apply it smoothly. Do not leave the
machine until it has stopped running.

Safety Rules for Drill Presses 
 Check the speed setting to see that it is correct for your work.

Holes over ½ in. should be bored at the lowest speed.

 Use only an approved type of bit. Bits with feed screws or those
with excessive length should not be used.

 Mount the bit securely to the full depth of the chuck and in the
center.

 Remove the key immediately.

 Position the table and adjust the feed stroke so there is no
chance of the bit hitting the table.

 The work should be placed on a wood pad when the holes are
drilled all the way through.

 Work that will be held by hand should be center punched.

 Small or irregular shaped pieces must be clamped to the table or
held in some special fixture.

 Feed the bit smoothly into the work. When the hold is deep,
withdraw it frequently to clear the shavings and cool the bit.

 When using special clamping setups or a hold saw or fly cutter,
have your instructor inspect it before turning it on.

 Always have your instructor check setups for routing and
shaping.
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Safety Rules for Finishing 
 Wear safety glasses when applying finishing materials.

 Wear rubber gloves, goggles, and rubber apron when applying
bleaches and acids.

 Thinners and reducers such as naphtha, benzene, lacquer,
thinner, and enamel reducer should be applied in a well-
ventilated room. Fumes have a toxic effect.

 Store all chemicals and soiled rags in proper safe containers.
Many chemicals and rags are highly flammable.

 Spraying should be performed in a well-ventilated booth or
outside to reduce toxic fumes.

 Do not smoke while sanding or applying a finish. Not only does
dust or vapor mixed with smoke create a hazard to your health,
but it may start a fire.

 Wash your hands well after applying a finish in order to remove
any toxic materials that you have handled.

 Know where the sink, shower, or eye wash station is located in
the event you are burned by a finishing material.

 Provide an approved fire extinguisher in the finishing area.
Safety Rules for Jig Saws 

 Be certain the blade is properly installed. It should be in a
vertical position with the teeth pointing down.

 Roll the machine over by hand to see if there is clearance for the
blade, and if the tension sleeve has been properly set.

 Make multiple angled cuts to achieve a cut with a tight radius.

 Check the belt guard to see that it is closed and tight.

 Keep the hold-down adjusted so the work will not be raised off
the table.
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 When the saw is running, do not permit your fingers to get
directly in line with the blade. The work can usually be held on
either side of the cutting line.

Safety Rules for Jointer 
 Be sure you have the instructor’s approval to operate the

machine.

 Before turning on the machine, make adjustments for depth of
cut and position of fence.

 Do not adjust out-feed tables or remove guard without the
instructor’s approval.

 The maximum cut for jointing an edge is 1/8 in.; for a flat
surface, 1/16 in.

 Stock must be at least 3/8 in. thick, unless a special feather
board is used.

 Feed the work so the knives will cut “with the grain.” Use only

new stock that is free of knots, splits, and checks.

 Keep your hands away from the cutter-head even though the
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 NEVER leave the laser running unattended. There should always
be a person in the room watching the laser cutter while it is
running. NO EXCEPTIONS!

 Never run the laser cutter without all the proper ventilation
equipment.

 Do not continue a cut if it is creating large flames. Fire is a huge
risk to the laser and its ventilation system. Stop your cut
immediately and switch to a lower power setting.

 Know how to stop the machine and what to do in the case of a
fire.

 To turn off the laser, simply open the lid of the laser cutter. If
you want to keep the lid closed, you can press and hold the
pause button.

 If there is a fire:
o Open lid to stop the laser.
o Put an acrylic sheet over the burning material to smother

the fire (always keep a sheet of acrylic handy when cutting
for this reason).

o If you can reach it, push up the blast gate to stop air flow.
o Use the fire extinguisher (it is located in 1203 on the left

side of the studio door)
o If you cannot put out the fire or feel that you are in

danger, call the campus Security

 Check to make sure that the material you are using is in the
allowed list of materials. If you aren't sure, DON'T CUT IT. Ask for
help. Never cut PVC or chlorinated plastic.  You should always
know what material you are cutting, and chlorinated plastics
should be avoided because they release chlorine gas when cut.
Do not try to cut metal in the laser cutter.
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 During the cut, stand to one side of the cutting line.

 Large saws will have two handles. Keep both hands on them
during the cutting operation. Small saws should also be guided
with both hands when possible.

 Always unplug the machine to change blades or make major
adjustments.

 Always use a sharp blade with plenty of set.

Safety Rules for Portable Electric Drills 
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 Disconnect the power before changing router bits.
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Safety Rules for Sanding Machines 
 Be certain the belt or disc is correctly mounted. The belt must

track in the center of the drums and platen. Do not operate the
disc sander if the abrasive paper is loose.

 Check the guards and table adjustments to see that they are in
the correct position and locked securely in place.

 Use the table, fence, and other guides to control the position of
the work, whenever possible.

 Never sand without a table supporting the stock.

 Small or irregular-shaped pieces should be held in a hand clamp,
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 Use the correct blade for the stock (thickness) and curve
(sharpness) being cut.

 Never try to turn a small radius with a wide blade. The radius
should not be more than three times the blade width.

 Clamp the blade securely in both chucks with the teeth pointing
down.

 Adjust the guides so they properly support the blade.

 Adjust the hold down so that it applies light pressure to the
stock.

 Rotate the motor by hand to check that all adjustments have
been made properly.

 Plan cuts to avoid backing out of curves.

 Do not force the work into the blade. This can cause the blade to
bend the break.

 Keep your fingers out of line with the saw.

Safety Rules for Shaper 
 Whenever possible, install the cutter so the bottom of the stock

is shaped.

 In this way the stock will cover most of the cutter and act as a
guard.

 Make sure the cutter is locked securely to the spindle.

 Always position the left fence so that it will support the work
that has passed the cutters.

 Adjust the spindle for correct height and then lock in position.
Rotate the spindle by hand to make sure it clears all guards,
fences, etc.

 Check the direction of rotation by snapping the switch on and
off; watch as the cutters come to rest. ALWAYS FEED AGAINST
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 Use one hand to push the saw through the stock. Use the other
hand to hold the stock against the fence. Keep both hands away
from the cutting line.

 Cut only one piece of wood at a time.

 Feed the blade slowly.

Safety Rules for Surfacer 
 Know and follow the general safety rules for operating power

tools.

 Remove all loose knots from the stock before surfacing.

 Do not surface stock shorter than the distance between the
centers of the in-feed and out-feed rolls. This is usually about 12
inches (300 mm), or more.

 Never stand directly behind a board being surfaced. The stock
could kick back and cause an injury.
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 The saw is equipped with a guard and a splitter. Be sure to use
them.

 Set the blade so it extends about ¼ in. above the stock to be cut.

 Stand to one side of the operating blade and do not reach across
it.

 Let the blade get to full speed before cutting.

 Never reach under the table to tighten locks, remove scrap or
make adjustments while the saw is running.

 Never reach over or across the blade while the saw is running,
even with the upper guard in place.

 Maintain a 4 in. margin of safety. E.g. clamp a small piece of
stock to a larger piece to cut safely.






