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Management Procedure
Installation of new facilities and appliances in laboratories of the Politecnico
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	Minimum requirements for the procedure

	a) Checks on structural and system-related compatibility (pre-installation phase)
b) Definition of the use and working procedures related to the new facility/appliance (post-installation phase)


Rev. 1, 20th September 2013 
1. Management procedure: phases and minimum requirements
The procedure explained below is the official version of the main phases to be followed for the installation of new facilities/appliances for research and service purposes (and which can also be used for teaching purposes) in the laboratories of the Politecnico, which could affect the features of the unit, the environment and safety and that could require existing facilities and systems to be modified.
The procedure has three phases:
1. Pre-installation: its minimum requirement is to check the new installation's structural and system-related compatibility.
2. Installation
3. Post-installation: its minimum requirement is the definition of the use and working procedures for the new facility/appliance.
1.1. PRE-INSTALLATION phase
Before the facility/appliance is installed: 

· The Department Manager must inform the Building Manager about the intention of installing a new facility/appliance and provide the name of the Department’s contact person for installation;
· The Department’s contact person for installation must collect the facility/appliance's certifications. A preliminary working protocol must be defined (hours of use, substances used, people involved, etc.). These documents must be sent to the Building Manager; 
· The Building Manager must collect the elements required to perform a prior technical assessment of compatibility with the unit building (e.g. decks, slabs etc) and its systems (e.g. electrical system, water system, drainage, gas networks). If the Building Manager's assessment is favourable, changes in the use of the areas involved in the installation must be considered and technical service areas (such as the Occupational Safety and Health Service and the Property Service) must be involved. Should issues arise, alternative sites for installation should be assessed by the Building Manager;
· The results of the Building Manager's assessment must be sent to the Department's contact person for installation and to the Department Manager.
1.2. INSTALLATION phase
All costs and organisation are to be dealt with by the Department.
1.3. POST-INSTALLATION phase
After the facility/appliance has been installed: 

· the Department's contact person for installation must define all official working protocols for the facility/appliance and the facility/appliance's working procedure for every specific activity. The LRTAM must be involved to perform a risk assessment (considering, among other things, the kind of waste produced), working with the Occupational Safety and Health Service (OSHS) and the University Sustainability Service (USS);
· the protocols and procedures must be approved by the Department Manager and then sent to the university services that might be involved (OSHS, USS);
· the Department Manager will send a copy of the documents to the local Safety Officer so that the Unit Area RAD can be updated;
· surveys will be carried out.
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