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THE GOLDEN RULES: 

 

1. Wear safety glasses at all times, even when just visiting! 

2. Do not wear long sleeves!  

3. Do not wear loose long hair. Hair should be pulled back & tied up 

at all times.  

4. Do not wear jewelry or a watch while working! 

5. Only wear closed toe shoes or boots. Open-toed shoes or high-

heeled shoes are not permitted. 

6. ULTIMATELY, YOU ARE RESPONSIBLE FOR YOUR OWN 

SAFETY! 
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Procedures for Working in the Innovation Orchard  

Visiting the Innovation Orchard 
Visitors to the Innovation Orchard (I/O) are required to sign in upon arrival.  Visitors are to 

provide their own safety glasses, which are required to be worn at all times while in the 

I/O’s machine shop. Visitors cannot touch any equipment in the I/O and they should not 

interrupt, or interfere with, anyone working on any machinery. Visitors are permitted to observe 

the use of the equipment with the prior permission of the I/O technician and while wearing 

protective personal equipment (PPE) to be provided by the visitor.   

Getting Started 
Prospective users of the I/O are required to study the Innovation Orchard Safety and Basic User 

Guide and take the User Safety Test (USTs) available on the Innovation Orchard web page, 

http://cppilab.org/io/.  You must score 100% on the UST in order to gain access to the I/O. You 

are allowed to take the UST up to five times to achieve a score of 100%. Inability to score 100% 

on the UST after five attempts will preclude you from access to the I/O. In addition to the USTs, 

users of the Innovation Orchard’s machine shop are required to study the Standard Operating 

Procedures (SOPs) and take an Equipment Safety Test (ESTs) for the specific machine they want 

to use. Upon passing the EST with 100%, the prospective user will receive training on the use of 

the equipment from the I/O Technician. Users can sign up for machine shop equipment training 

on the I/O website. Upon completion of the training, you will receive a color-coded badge 

indicating the equipment you are allowed to use. Use is limited only to those machines for which 

a user has received training. Users found using an equipment for which they have not been 

previously trained will be asked to stop using the equipment and may lose their privileges to use 

the I/O. All the SOP’s and EST’s are available on the Innovation Orchard web page 

(http://cppilab.org/io/).  

Innovation Orchard Volunteers 
If you would like to volunteer to help in the Innovation Orchard, you must take and pass the 

Innovation Orchard USTs described above. Volunteers are required to help with many different 

tasks in the Innovation Orchard; in return, they get to observe and learn the many aspects of the 

Innovation Orchard operations. This is not an official training program, but a way for students to 

acquire many hands-on skills and practices. In addition, volunteers will gain leadership skills by 

sharing what they have learned with their fellow peers. Volunteers will also be able to use the 

equipment for their personal projects.

http://cppilab.org/io/
http://cppilab.org/io/
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Innovation Orchard User Safety Rules 

 
1. PROVIDE YOUR OWN PROTECTIVE PERSONAL EQUIPMENT (PPE). 

2. Wear safety glasses or appropriate goggles / face shields, at all times while in the 

Innovation Orchard Machine shop whether you are working or not! YOU ARE TO 

PROVIDE YOUR OWN SAFETY GOGGLES. If you do not know what goggles / 

face shields are appropriate, ask an I/O Technician.  

3. Do not operate any equipment unless you are familiar with its operation and have been 

authorized to operate it. If you have any questions regarding the use of a piece of 

equipment, please ask the Innovation Orchard Technician. 

4. Report all injuries, no matter how slight, to the Innovation Orchard Technician@ 909-

287-4260.  

5. Do not attempt to remove foreign objects from the eye or body. If chemicals get in the 

eye(s), wash eye(s) for 15 minutes in the eye wash before proceeding for medical 

treatment. Notify the Innovation Orchard Technician immediately. 

6. Shut machines off while cleaning. 

7. Do not wear ties, loose clothing, long sleeves, jewelry, gloves, etc., around moving or 

rotating machinery. LONG HAIR MUST BE TIED BACK OR COVERED to keep it 

away from moving machinery.  

8. Wear shoes in all Innovation Orchard areas. NO ONE WEARING SANDALS OR 

OPEN- TOED SHOES WILL BE ALLOWED TO ENTER THE INNOVATION 

ORCHARD. The minimum footwear must cover the entire foot. 

9. Wear hand protection in the form of suitable gloves to handle hot objects, glass or sharp-

edged items. YOU ARE TO PROVIDE YOUR OWN GLOVES. If you do not know 

what gloves are appropriate, ask an I/O Technician.  

10. Do not work in the Innovation Orchard if tired, or in a hurry. 

11. Never indulge in horseplay in the Innovation Orchard areas. 

12. Operate all machines with all required guards and shields in place. Do not use a machine 

if it is missing its guard or shield and notify the Innovation Orchard Technician 

immediately. 

13. Always use a brush for removing chips, shavings, etc. from the work area. NEVER USE 

YOUR HANDS. 

14. Keep all body parts clear of the point of operation of machines by using special tools or 

devices, such as, push sticks, hooks, pliers, etc. NEVER use a rag near moving 

machinery. 
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15. Never use a hard hammer to strike a hardened tool or any machine part. Use a soft faced 

hammer. 

16. Practice cleanliness and orderliness in all the Innovation Orchard areas. Never leave a 

dirty piece of equipment. 

17. Keep the floor around machines clean, dry and free from trip hazards. Do not allow chips 

to accumulate. 

18. Think through the entire job before starting. Ask the Innovation Orchard Technician if 

you are ever unsure for any reason. 

19. Food is not allowed in the Innovation Orchard. 

20. Do not rush or take chances. Do not say you know how to do something, when you do 

not. Obey all safety rules at ALL times. 

21. If you have not worked with a particular material before, ask the Innovation Orchard 

Technician before cutting any unusual material. 

22. Absolutely NO heavy sanding or painting is allowed in the Innovation Orchard. 

23. Follow all appropriate precautions when working with solvents, adhesives or other 

chemicals. Use appropriate personal protective equipment to be provided by the user. 

24. Check the power cords and plugs on portable tools before using them. 

25. Obey all posted signs, warnings, posters and special instructions. 

26. Cell/smart phones must be off at all times while operating IO equipment.  
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Machine Access Requirements 
 

Users who want to use the more advanced machines, such as the CNC Mill, Manual Mini Lathe, 

CNC Router or the Laser cutter are required to study the SOPs (Standard Operating Procedures) 

for those specific machines. These SOPs are available on the I/O’s web page 

http://cppilab.org/io/   

Steps for using the machine equipment: 
1. After studying the SOPs, the user will take an Equipment Safety Test (EST) for that 

particular machine on the I/O webpage prior to its use. A passing grade on the EST is 

100%. 

2. The user will be given a hands-on skills assessment to demonstrate competency in use 

of that machine and understanding of the basics of safe operation. 

3. The user is responsible for keeping track of and recording the time they spend using 

the machine in a log that is attached to each machine.  

4. Users must be supervised during set-up and during certain operations within their first 

4 hours on the machine. 

5. After logging 4 hours, users are allowed to perform those specific tasks (only) 

without direct supervision.  

6. In either case, the Innovation Orchard Technician must be informed of what tasks 

and/or operations the user wants to perform. 

7. Users are to ALWAYS ask, and get assistance with, any new or unusual work to be 

done on the machines. 

8. Regardless of user experience, the amount of time before they can use the machine 

without supervision is still at the discretion of the Innovation Orchard Technician. 

9. Users are NOT allowed to perform tasks that they have not been previously trained to 

perform in the absence of the I/O Technician. 

10. Any unsafe or improper use of machines, not listening to or following instructions, or 

lack of judgment will result in a warning and possibly loss of Innovation Orchard use 

privileges. 

http://cppilab.org/io/
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Procedures for Reporting Malfunctioning or Damaged Equipment 
 

You must report any broken, damaged or malfunctioning equipment. Each machine has a 

document holder with two place cards. One of the place cards is GREEN with the words “IN 

GOOD WORKING ORDER” and the other is RED with the words “OUT OF ORDER, DO 

NOT USE.” 

If the machine is working properly, you will see the GREEN place card in front of the machine 

prior to using it. Users are not permitted to use equipment with the “OUT OF ORDER, DO 

NOT USE” sign. If while you are using a machine and it breaks or starts to malfunction in 

anyway, shut it off immediately and get the Innovation Orchard Technician. DO NOT attempt to 

repair the machine yourself! If the I/O technician is not available, follow the procedures below: 

1. Take out the RED “OUT OF ORDER, DO NOT USE” place card from the 

machine document folder located in the I/O Technician’s Inbox next to the First 

Aid Kit. Place it in front of the machine where it is clearly visible.  

2. Fill out the Malfunctioning or Damaged Equipment Form located inside the 

Machine Shop Document’s folder. 

3. Complete the form, sign and date it.  

4. Place the form in the Innovation Orchard Technician’s Inbox located next to the 

First Aid Kit in the main classroom. 

5. It is your responsibility to declare the machine to be Out of Order and to turn in 

the “Malfunctioning or Broken Machine Form” to the Innovation Orchard 

Technician.  
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Regular & Evening Hours Use Policy 
 

Regular Innovation Orchard Hours 
Regular Hours are Monday through Friday, 7am to 5pm. Anyone using or volunteering at the I/O 

must sign in and out in the REGULAR HOURS LOG BOOK that is located next to the phone 

by the front door. 

Evening and Weekend Hours 
The Innovation Orchard is available (to authorized students, in pairs) from 5pm to 10pm 

weeknights and from 7am to 10pm Saturdays. Those using the Innovation Orchard after hours 

must first read & sign the “INNOVATION ORCHARD HOURS AND USE POLICY.doc” 

available on the Innovation Orchard web page: http://cppilab.org/io/ 

Prior CPP iLab Director approval is necessary for evening hours and weekend Innovation 

Orchard use.  You must have an Innovation Orchard friend (of at least equal training level) with 

you at all times. All existing safety rules and procedures must be followed while in the 

Innovation Orchard. You and your Innovation Orchard friend MUST sign in and out of the 

EVENING AND WEEKEND HOURS LOG BOOK that is located next to the phone by the 

front door.  

ONLY authorized users are allowed in the Innovation Orchard after hours, no unauthorized 

friends or guests. 

You must have passed the USTs (User Safety Tests) and ALL of the EST’s (Equipment Safety 

Tests) before using the equipment. All tools or equipment used in the Innovation Orchard should 

be left clean and all tools put back in their original assigned locations.  

DO NOT use any equipment if it is not functioning correctly or you are unsure of its condition. 

Refer to the “Procedures for Reporting Malfunctioning or Damaged Equipment” section 

located in this document. 

Closed Hours 
The Innovation Orchard is closed on Mondays through Fridays from 10pm to 7am, and on 

Saturday from 10pm to Monday 7am. The I/O is closed on Sundays. NO ONE IS ALLOWED 

IN THE I/O DURING THE HOURS THAT IT IS CLOSED.  

http://cppilab.org/io/


10 | P a g e  
 

Guidelines for Medical Emergencies 
 

1. In case of emergency Call 911 immediately!  

 

Request an ambulance and give LOCATION: 

 

Innovation Orchard @ Ganesha High School 

1151 Fairplex Dr 

Pomona, CA 91768  

Room 91 
 

2. Notify the Innovation Orchard Technician immediately @ 909-287-4260 and call 

Pomona District Security @  909-639-7797 

 

 

3. The closest Emergency Room: 

Pomona Valley Hospital Medical Center  

1798 N Garey Ave, Pomona, CA 91767 

 

4. The closest Urgent Care Center:  

U.S. HealthWorks Medical Group 

801 Corporate Center Dr. 

Pomona, CA 91768 

Note:  

• Hours of operation:  Mondays thru Fridays 7:30am – 6pm, closed Saturdays and 

Sundays 

• Will not take ambulatory patients 

• Will provide LYFT transportation services at no cost 

 

5. Provide appropriate first aid. The first aid kit is located on the wall next to the Machine 

Shop. 
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DeWalt Power Tools Safety Rules 

 
WORK AREA SAFETY 

1. Keep work area clean and well lit. Cluttered or dark areas invite accidents. 

2. Do not operate power tools in explosive atmospheres, such as in the presence of 

flammable liquids, gases or dust. Power tools create sparks, which may ignite the dust or 

fumes. 

3. Keep bystanders away while operating a power tool. Distractions can cause you to lose 

control. 

ELECTRICAL SAFETY 

1. Power tool plugs must match the outlet. Never modify the plug in any way. Do not use 

any adapter plugs with earthed (grounded) power tools. Unmodified plugs and matching 

outlets will reduce risk of electric shock. 

2. Avoid body contact with earthed or grounded surfaces such as pipes, radiators, ranges 

and refrigerators. There is an increased risk of electric shock if your body is earthed or 

grounded. 

3. Do not expose power tools to rain or wet conditions. Water entering a power tool will 

increase the risk of electric shock. 

4. Do not abuse the cord. Never use the cord for carrying, pulling or unplugging the power 

tool. Keep cord away from heat, oil, sharp edges or moving parts. Damaged or entangled 

cords increase the risk of electric shock. 

5. When operating a power tool outdoors, use an extension cord suitable for outdoor use. 

Use of a cord suitable for outdoor use reduces the risk of electric shock. 

6. If operating a power tool in a damp location is unavoidable, use a ground fault circuit 

interrupter (GFCI) protected supply. Use of a GFCI reduces the risk of electric shock. 

PERSONAL SAFETY 

1. Stay alert, watch what you are doing and use common sense when operating a power 

tool. Do not use a power tool while you are tired or under the influence of drugs, alcohol 

or medication. A moment of inattention while operating power tools may result in serious 

personal injury. 

2. Use personal protective equipment. Always wear eye protection. Protective equipment 

such as dust mask, non-skid safety shoes, hardhat, or hearing protection used for 

appropriate conditions will reduce personal injuries. 

3. Prevent unintentional starting. Ensure the switch is in the off position before connecting 

to power source and/or battery pack, picking up or carrying the tool. Carrying power 
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tools with your finger on the switch or energizing power tools that have the switch on 

invites accidents. 

4. Remove any adjusting key or wrench before turning the power tool on. A wrench or a 

key left attached to a rotating part of the power tool may result in personal injury. 

5. Do not overreach. Keep proper footing and balance at all times. This enables better 

control of the power tool in unexpected situations. 

6. Dress properly. Do not wear loose clothing or jewelry. Keep your hair, clothing and 

gloves away from moving parts. Loose clothes, jewelry or long hair can be caught in 

moving parts. 

7. If devices are provided for the connection of dust extraction and collection facilities, 

ensure these are connected and properly used. Use of dust collection can reduce dust-

related hazards. 

POWER TOOL USE AND CARE 

1. Do not force the power tool. Use the correct power tool for your application. The correct 

power tool will do the job better and safer at the rate for which it was designed. 

2. Do not use the power tool if the switch does not turn it on and off. Any power tool that 

cannot be controlled with the switch is dangerous and must be repaired. 

3. Disconnect the plug from the power source and/or the battery pack from the power tool 

before making any adjustments, changing accessories, or storing power tools. Such 

preventive safety measures reduce the risk of starting the power tool accidentally. 

4. Store idle power tools out of the reach of children and do not allow persons unfamiliar 

with the power tool or these instructions to operate the power tool. Power tools are 

dangerous in the hands of untrained users. 

5. Maintain power tools. Check for misalignment or binding of moving parts, breakage of 

parts and any other condition that may affect the power tool’s operation. If damaged, 

have the power tool repaired before use. Many accidents are caused by poorly maintained 

power tools. 

6. Keep cutting tools sharp and clean. Properly maintained cutting tools with sharp cutting 

edges are less likely to bind and are easier to control. 

7. Use the power tool, accessories and tool bits, etc. in accordance with these instructions, 

taking into account the working conditions and the work to be performed. Use of the 

power tool for operations different from those intended could result in a hazardous 

situation. 

BATTERY TOOL USE AND CARE 
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1. Recharge only with the charger specified by the manufacturer. A charger that is suitable 

for one type of battery pack may create a risk of fire when used with another battery 

pack. 

2. Use power tools only with specifically designated battery packs. Use of any other battery 

packs may create a risk of injury and fire. 

3. When battery pack is not in use, keep it away from other metal objects, like paper clips, 

coins, keys, nails, screws, or other small metal objects, that can make a connection from 

one terminal to another. Shorting the battery terminals together may cause burns or a fire. 

4. Under abusive conditions, liquid may be ejected from the battery; avoid contact. If 

contact accidentally occurs, flush with water. If liquid contacts eyes, additionally seek 

medical help. Liquid ejected from the battery may cause irritation or burns. 
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HiTorque 7 X 12 Mini Manual Lathe Safety Rules 

 
Safety Considerations 

Always use common sense when using a power tool. Besides the general safety rules for any 

power tool, following also are specific considerations for the mini lathe.  

General safety 

1. Use common sense. Think through the results of your actions before you act. 

2. Understand the operation of the machine. Do not operate the machine if you do not know 

what is going to happen. 

3. Learn do not experiment. Study, understand, and do things where you have a clear 

expectation of the outcome. Do not “see what will happen.” 

4. You are responsible for your own actions. We cannot be held responsible for your actions 

when you use the machine. 

Lathe safety 

1. Your mini lathe is just that, a mini, or small lathe. Do not attempt jobs that are beyond its 

capacity. 

2. Check the workpiece after your place it in the chuck or other holding device. Be sure it is 

secure from turning on the lathe before turning on the lathe. 

3. Do not wear loose clothing or jewelry when operating the lathe. 

4. Stop the spindle and make sure the machine is in safe condition before: 

• Opening or removing safety Shields 

• Reaching into work area 

• Changing or adjusting tools 

• Changing or adjusting work pieces 

• Changing speed ranges 

• Clearing chips or coolant 

5. Inspect cutting tools for a sharpness, chips, and cracks before each use. Replace dull, 

chip, or correct cutting tools immediately. 

6. Handle cutting tools with care. Cutting edges are very sharp and can cause lacerations. 

7. Do not use unbalanced work pieces or fixtures in the spindle. 

8. Remove all tools (wrenches, chuck keys, locking pins, and so on) from the spindle 

immediately after using them. 
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Machine safety 

1. Keep bystanders, children, and visitors a safe distance away while operating any power 

tool. 

2. Read the manual. Know the operation of every control before you attempt any operation 

of the machine. 

3. Make sure that all guards are in place and functioning before operating the Machine. 

4. Check for damaged and abnormal wear before operating the Machine. 

5. Always wear safety glasses (side shields are recommended) that are ANSI Z87 .1 - 2003 

compliant. 

6. Wear hearing protection (earplugs or earmuffs) when operating a loud machines. 

7. Where appropriate clothing; no rings, gloves, neckties, jewelry, or loose-fitting garments. 

Bind long hair or wear a hat. 

8. Do not use compressed air for cleaning machines. A shop vacuum works well and is 

much safer. 

9. Do not operate machinery while under the influence of drugs or alcohol. 

10. Ensure that your machine is well lit. Ensure that your shop is well lit, and have an 

additional task lighting where appropriate. 

11. Maintain a clean and uncluttered work area. 

12. Avoid pinch points. 

13. Never leave a running machine unattended. 

14. Do not force or overload machinery. 

15. Use appropriate cutting tools with appropriate feeds and speeds. 

16. Cutting tools get hot during use and can cause burns if handled inappropriately. 

17. Do not attempt to use work pieces that are too large or too heavy for the Machine. 

18. Maintain your machines. Ensure that it is well adjusted and in a safe state. 

19. Clear chips with a brush or other tool, never with your hands or with compressed air. 

20. Make sure the machine is on a flat, level surface that is capable of supporting the weight 

of the machine plus fixtures, vice, and workpiece. 

21. Clamp work securely. Cutting forces are significant and can turn work pieces that are not 

secured into projectiles. 
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3501 Mini CNC Milling Machine Safety Rules 

 
Safety Considerations  

Always use common sense when using a power tool. Review the safety instructions that came 

with your mill.  

General safety 

1. Most modern CNC machines are designed so that the cutting tool will not start unless 

the guard is in position. The guard can only be opened if the cutter has stopped. 

2. It is essential that pupils / students / machine operators receive ‘quality’ instruction 

before attempting to use any CNC equipment.  

3. Most CNC machines work behind a guard or even a closed, transparent safety door. 

This is so that the operator is not hurt by 'flying' pieces of sharp/hot material. 

4. Commonsense applies to the use of all machines including CNC machines. Basic 

safety training regarding working in a workshop and with other machines applies to 

CNC machines as well. 

Mill Safety  

Besides the general safety rules for any power tool, the following are specific considerations for 

the mini mill. 

1. Your mini mill is just that, a mini, or small mill. Do not attempt jobs that are beyond its 

capacity.  

2. Check the workpiece after you secure it in the vise or other work-holding device. Be sure 

it is secure before turning on the mill. 

3. Do not wear loose clothing or jewelry when operating the mill. 
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IQ 24 X 36 CNC Router Safety Rules 

 
Safety Instructions: 

1. Wear safety glasses and hearing protection when the router is in operation. 

2. Check wood stock for defects before cutting, such as knots, cracks, and foreign objects. 

3. Never leave the machine unattended while it is in operation. 

4. Never reach into the working envelope of the machine while it is running. 

5. Never perform any maintenance or cleanup without lockout power switch in off 

position. 

6. Visually ensure that all tools and bits are completely stopped before removing guards, 

performing any clean up, or maintenance. 

7. Avoid unsafe hold down practices that can shatter a bit or allow parts to move during 

cutting. 

8. Create cutting files that avoid small parts flying out when being cut. 

9. Be within reach of the e-stop or pause button when the machine is in operation. 

10. Turn on the dust collection system and close all gates, except that for the CNC Router. 

 


