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Sculpture Area Studio Policy 
 
This handout is intended to familiarize Sculpture Area workshop users with shop policies.  It is 
necessary to institute controls for the health and safety of everyone using these shops.  Therefore, 
it is expected that anyone using any Sculpture Dept workshop will comply with the following 
instructions and policies.   
 
Safety Orientations 
All students, undergraduate and graduate, who will be using Sculpture’s Wood, Metal or 
Plaster shops, must attend an All-School Woodshop Orientation annually.  The dates will be 
announced at the beginning of each semester.  Failure to attend an orientation will result in the 
loss of access to any of the Sculpture Dept’s workshops. 
 
Safety Standards 
1) State of Mind.  Do not operate any equipment if you are under the influence of alcohol or 
drugs, fatigued or sleep deprived. You must first speak with the Area Head and Sculpture Tech 
before using any equipment if you have any health issues and/or are using medication that 
impairs your balance, vision or concentration abilities. 
 
2) Wear proper clothing and safety equipment for type of work being done. Personal 
Protective Equipment (PPE) is available from the tool cage during monitored times.   If you work 
in any of Sculpture’s workshops during unmonitored times you still must use all required PPE; 
either borrow it during monitored times or you are responsible for supplying your own. 

A) Goggles or a face shield must be worn when using any electrically or pneumatically 
powered equipment (hand held and standing machinery).   

 
B) Hearing protection must be worn when using any electrically or pneumatically 
powered equipment (hand held and standing machinery) or when the dust collection unit 
is on because of the distraction that loud noise can pose to users. 

 
C) Proper footwear must be worn in the workshops; sneakers, work shoes or boots only.  
Open-toed shoes, slipper-type shoes, high heels, sandals or bare feet are strictly 
prohibited and will prevent you from using the workshops at that time. 

 
D) Dust masks (or respirators, if appropriate) should be used when necessary.   

 
E) Long pants must be worn when working anywhere in the metal shop, even if not 
working with metal, to protect against the sharp edges of material in the shop. 

 
F) Push sticks and other safety accessories for machinery must be used where it is 
required.  
 
G) Tie back long hair, roll up long sleeves, tuck in loose clothing, and remove bracelets, 
necklaces or other dangling jewelry.  Be especially mindful of removing any rings 
prior to operating machinery. 

 
H) A face shield must be used when using any abrasive machine/tool in the metal 
shop (abrasive chop saw, pedestal grinders/wire wheel, disc sander or right angle 
grinders).   



I) When arc welding (includes plasma cutting) users must wear a welding mask (Shade 
5 face shield for plasma cutting, Shade 10+ for arc welding), a welding jacket or leather 
apron and leather sleeves, and welding gloves.  Clothing and footwear must be cotton, 
wool or leather- no synthetic materials due to their flammability.  Long pants are 
required.  If wearing low top sneakers or shoes you must wear leg guards.   
All PPE is the same for oxy-acetylene welding/cutting as for arc welding except 
welding goggles must be worn instead of a mask. 
 
J) When forging users must wear goggles, a leather apron (at a minimum; you can wear 
leather sleeves or a welding jacket for added protection), and welding or work gloves.  
The hand holding the hammer does not require a glove but care must be taken to not 
handle anything metal in the immediate area with the ungloved hand. Clothing and foot 
wear must be cotton, wool or leather- no synthetic materials due to their flammability.  
Long pants are required.  If wearing low top sneakers or shoes you must wear leg guards.   

 
11) Familiarity with Equipment.  Workshop users can only use tools and equipment that have 
been introduced to them in Sculpture or previous Foundation’s classes.   Students cannot use 
equipment they are unfamiliar with operating.  Additional instruction access may be gained by 
meeting with Sculpture Faculty or the Sculpture Tech. 
 
12) Use the correct tool for the job.  Do not use equipment on materials or for operations it was 
not intended. 
 
14) All guards and safety apparatus on all powered equipment (hand held and standing 
machines) must remain in place.  If a guard or piece of safety apparatus is damaged or missing 
from a tool or machine you cannot use it.  Please notify the Sculpture Tech of this problem. 
 
15) Make all adjustments to standing machines with the power off.  Make all adjustments to 
power tools with the cord or hose unplugged. 
 
16) Work only at operating speeds.  Do not use a power tool or standing machine before it has 
reached operating speed or while it is coming to a stop.  Let each tool work at its own speed 
without forcing it.  When turned off, allow each tool to coast to a stop; never force an object into 
moving parts to stop a machine 
 
17) Never remove material from around a machine’s working parts (blade, sanding disc, drill 
bit) before it has come to a complete stop. 
 
18) Do not leave a machine running unattended; make sure all moving parts have stopped 
before you leave the work area. 
 
19) All workshop users are responsible for cleaning any machine they use and its 
surrounding area.  Dirty and cluttered work areas create avoidable hazards. 
 
20) The use of materials that give off noxious or toxic fumes (including spray painting) is 
prohibited in the wood or metal shops.   
 
21) All flammable materials must be stored in the Flammable Storage Cabinet in the metal shop 
(Room 140A). 
 



Tool Use 
1) Broken tools should immediately be reported to the Sculpture Technician, Faculty or Monitor.  
Please do this in writing. 
 
2) You will be held financially responsible for damage due to negligence or loss of tools.  To 
prevent unnecessary damage to equipment, ask a Faculty Member or the Sculpture Tech if you 
have questions about their proper use. 
 
Shop Hours 
1) Students cannot use any powered equipment (hand tools or standing machines) in any of the 
Sculpture workshops during unmonitored hours unless accompanied by another Sculpture Major, 
Sculpture Grad, or student who is currently enrolled in a Sculpture studio course or has been 
given permission to use a Sculpture workshop.  Working alone is strictly prohibited. 
 
2) Students are not allowed to work in any of Sculpture’s workshops while a class is in session; 
the shops can be used outside of class. A schedule of hours will be posted on the main shop doors 
and tool cage. 
 
3) Undergraduate students cannot not use powered standing machines between midnight 
and 8AM.   
 
Shop Cards 
1) A Sculpture shop card will be given to Sculpture Grads, Sculpture Majors and to students 
currently enrolled in Sculpture classes by their instructors, at the beginning of each semester after 
appropriate tool demonstrations.  
Sculpture shop cards are only valid for the semester in which they are given and do not allow 
access to Sculpture’s workshops in future semesters. 
 
Tool Check Out 
1) You must give your Temple ID card (or a photocopy) and Sculpture shop card in order to 
borrow equipment from Sculpture’s tool cage.  A student’s TU ID and shop card will be 
returned to the student only after that student returns all borrowed equipment.  
 
2) All borrowed equipment must be returned within 24 hours after it is borrowed.  
To return borrowed equipment during unmonitored hours, you must lock it in a night return tool 
locker in the Metal shop.  You must fill out a “Night Return Form” completely and put this in 
with the borrowed.  The incoming monitor will note your return of the equipment and set aside 
your TU ID and shop card.  
A student will not get credit for returning borrowed equipment and will not get their TU ID 
or shop card back if they do not fill out a night return form completely. 
 
3) Students can only borrow equipment during monitored hours; do not ask Sculpture 
grads, Faculty or the Sculpture Tech to open the tool cage for you. 
 
Overdue Equipment 
1) If you do not return borrowed equipment within 24 hours after it is borrowed, you will not be 
allowed to borrow any equipment from the tool cage until all overdue equipment has been 
returned. 
 
Monitor Responsibilities 
1) The monitor is responsible for signing equipment in and out to users.  



 
2) Users can ask the monitor for assistance, but if the monitor is unable to provide adequate 
assistance than the user must seek help from the Sculpture Tech or Faculty before proceeding. 
 
3) If something needs to be replaced on a machine (blade, disk, etc.), notify the monitor and they 
will inform the Sculpture Tech. 
 
4) The monitor has the authority to remind you to clean up after yourself. 
 
5) The monitor has the authority to ask any student to leave if he or she does not comply with 
these rules. 
 
6) The monitor must show up for his or her shift on time; fill out a no-show form if the monitor is 
not present for their shift. 
 
Student Storage 
1) You may not store anything in an area where there is red and white or yellow and black 
striped tape on the floor.  These areas are designated as such to address fire and safety issues, 
determined in coordination with Facilities Management.  Anything stored in these areas will be 
immediately discarded or become property of the department. 
 
2) You must keep all fire exits, stairwells, landings, egress paths and the area around 
equipment clear of any materials, projects or other obstructions.  Anything left in these 
areas will be immediately removed.  If you have a question about an area, ask the Sculpture 
Technician. 
 
3) You may use the lumber and metal storage racks to store your own materials.  Please store 
them in an orderly fashion and make sure the correct material is stored in the right place (i.e. 
plywood off cuts in the side wood bin, long lengths of metal on the metal storage rack, etc.).  
Labeling your materials is suggested in an effort to prevent accidental use by others or theft.  
 
4) All projects must be removed from the Sculpture workshops within 48 hours after they 
have been critiqued; no permanent storage is allowed.  Any project left after 48 hours will be 
disposed of.  A project may be stored in the shop for longer only if the student is given special 
permission by their instructor; a Sculpture Shop Storage Form must be put on the project, signed 
by the instructor and dated for when it will be removed. 
 
 
 
 
 
 
 
 
 
 
 
 
 


