Universty of Idaho
Depatment of Chemica Engineering
I nter- Office Memo

Date Monday, August 25, 2008
To: Ch.E. Faculty and Students Involved in Ch.E. 433/4 Lab Class
From: David C. Drown ( Course Coordinator) ddrown @ uidaho.edu

Subject: Course POLICIES, DueDates, & Pendlties.

L ABORATORY SAFETY  byBaryKing (former Experiment Fadiitator)

“Why? It'sjust alab. We ve been through this before, plenty of times, and
I’ve never seen anything dl that dangerous yet.”

The spesker may beright. It may not be that dangerous.  After al, the experiments have
been running for 40 years and haven't hurt anybody yet. Statisticaly spesking, in ingtructiond
laboratories, we are due for amgjor injury.  Too much time has passed without a sgnificant injury
herein ChE. The equipment is getting older and various unseen stresses and flawsin the
glassware and steam lines may be devel oping even though we try mightily to ensure that everything
isasit should be. But, much of the lab gpparatusis constructed of glass weighing hundreds of
pounds. The glass Hill breaks as glass does and could fal 10 to 12 feet before Striking you.

Y ou can imagine what could happen with a40 pound curved chard of glass that has falen 10 fet.
Steam lines can bresk blasting hot rusty steam and chunks of who knows what into your glasses
OR your eyes. It'ssort of likeachoice.

Other factors motivating the discussion of safety are your and our ligbilities. Asasudent in
the ChE department in arequired course the univeraty and ChE are responsible for your safety.
But surprisingly participantsin the lab are equdly respongble. If an accident occurs and
participants are found to be conducting themsalves in an unsafe manner then they too are liable for
theinjuriestha areincurred.  After participating in a safety training tour the second week of the
course, you will be required to Sign asafety ligbility contract.  Preliminary safety analyss of each
experiment will be required before you can schedule operation of each experiment.

It istherefore to your advantage to know what you are doing in the [ab BEFORE YOU DO
I'T and to require the people around you to wear protective gear or move to a safe distance from
the gpparatus. The easiest thing to damage on your person are your eyes. It islogica thento
wear safety glassesat all times. Leather gloveswould adlow you to hold onto hot steam lines
in asafe way instead of quickly pecking at avaveto changeit. Packs, books, and coatslaying in
chairs close to experiments or on the floor block your exit route should a problem occur.  You
are adlowed and encouraged to rearrange your lab site to make your escape easier.  Know which
way to run. Suggestions or recommendations for operating the lab in a safer manner are
welcomed.  Thank You.
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Report Due Date Policy: by David Drown ( Course Coordinator )

The default due date policy isthat ALL reports (written and ord) are duein the office
of the COORDINATOR, TWO WEEKS &fter the performance of the experiment.  If the
experiment is performed on a Monday, the report is due before 5 PM on Monday two weeks
hence. These dates can be changed only with the approva of BOTH the course coordinator and
the ingructor in charge of the pecific experiment.  Late submissonswill result in sgnificant grade
reductions on the particular report.

Sincethe ora report presentation requires multi- person coordination, there are potentialy
more difficultiesin scheduling. The default due date for ord presentationsis thet the ord isto be
presented no later than two weeks (to the day, same as written reports) after completion of the
experimental work. Thismay not dways be possible due to faculty evauator availability
schedules, but the arrangements as to when the presentation will be made MUST be worked out
and sgned up for ONE WEEK PRIOR to the default due date.  The presentation grade will
be reduced by 3 points for each day the sgn upislate. If the coordinator has not been notified
otherwise by the default due date, it will be assumed that the presentation will be made by the
default due date and the presentation grade will be reduced by 10 points for each school day the
presentation is late if not Sgned up before the default due date.  Bear in mind that you must
ultimately present a SATISFACTORY qudlity talk in order to complete the course. So, if you
procrastinate long enough, you can end up giving the talk for no credit asfar asyour gradeis
concerned.

Oral Presentations:

The ora presentation will be video taped before alive (?) audience consgting of dl the
members of adifferent squad (referred to as viewers) and a Faculty Oral Evauator (FOE). All
viewers are REQUIRED to be present.  One of the viewers ( assigned responsibility ) will run the
video equipment and the FOE will grade the presentation.  All the viewers and the FOE will
evduate the presentation on the sandard ASSESSMENT form. All viewer assessmentswill be
submitted to the FOE the same day as the presentationismade.  The student viewers are
encouraged to be totally honest and congtructive in their comments as thiswill help the presenter in
future efforts, but will not affect the presenter’ s grade.

After the presentation, the presenter will review the tape and eva uate the performance using
the standard assessment form and submit the form and tape to the COORDINATOR within
ONE WEEK. The presentation grade is determined by the FOE who fills out agrading form
and an assessment form. The FOE submits the grading form and the assessment forms from dl
the viewers to the COORDINATOR who records the grade and returns the assessments (made
anonymous) to the presenter.

It isthe respongibility of the presenter to arrange the exact time of the talk with the FOE and
the viewers after checking the sgn-up sheets for the conferenceroom.  Oncethetimeis settled, it
isput on THREE sign-up sheets = the one on the COORDINATOR’ S door, the
Confer ence Room reservation schedule, and the FOE' s sheet.
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Viewers must submit confirmation to the course web ste verifying they were contacted by
the presenter and the date & time agreed upon. The presenter must be do this at least 1 week
prior to the presentation and the viewers within 30 hours after being contacted by the presenter.
If you do not reserve the Conference Room or another gppropriate place and the
Computer/Projector, they may not be available when you need them.

SUGGESTION!!'! Since the presentations are done as per the sign-up sheet on the
COORDINATOR’ S door and posted on the course web Site, don’t trust your memory as
to thetimeyou think you agreedon - - - CHECK THE SIGN-UP SHEET !

ABSENCE COSTS A COURSE GRADE PENALTY'!

The sdection of the squad to hear the ord is asfollows:
EXP1: The oral presenter from squad 1 talksto squad 2.
The oral presenter from squad 2 talkstosquad 3. Y4 etc.
The ord presenter from squad n taksto squad 1.

EXP2: The ora presenter from squad 1 talksto squad 3.
The oral presenter from squad 2 talkstosquad 4. Y4 etc.
The ord presenter from squad n-1 talks to squad 1.
The ord presenter from squad n talksto squad 2.

EXP3: The oral presenter from squad 1 talksto squad 4.
The oral presenter from squad 2 talkstosquad 5. Y4 etc.
The oral presenter from squad n-2 talks to squad 1.
The ora presenter from squad n talksto squad 3.

Participation Reports:

Each squad member is required to submit a confidentid PARTICIPATION REPORT on
their other squad members after each experiment.  These are due on the day after the written
reports, i.e., 2 weeks plus 1 day after the experiment is run (even for those doing ora
presentations regardless of when the ord is actudly presented). Download the
PARTICIPATION REPORT .Doc FORM, type your responses in, and submit thefile to the
course web site PARTICIPATION folder.

Experiment Assessment Reports:

Each squad member is required to submit aconfidentid LAB RECOMMENDATION /
ASSESSMENT REPORT on each experiment.  These should contain specific improvement ideas
that the 'experiment facilitator’, (David MacPherson) the 'experiment director’ and the course
coordinator can use to improve future assgnments.  These are due on the day after the written
reports, i.e., 2 weeks plus 1 day after the experiment is run (even for those doing ora presentations
regardless of when the ord is actualy presented). Download the RECOMMENDATION
REPORT .Doc FORM, type your responsesin, and submit the file to the course web Site
RECOMMENDATION folder.
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Ch.E. 433-434 Lab Course

Report Cycle: EXP1 EXP2 EXP3
firg name: Formal Exec. Summary Ora
second name Exec. Summary Ord Forma
third name: Ora Forma Exec. Summary

The squad member doing the FORMAL REPORT will be the “Fore person” (squad
leader, boss, or other appropriatetitle) responsble for organizing, scheduling, managing,
attending the *Common’ calibration & training lab sesson, and making dl find group decisons for
that particular experiment.

Grade Penalties:

A) Lae WRITTEN REPORTS: 10 REPORT points per day for the first day (or any
fraction thereof) and 20 report points per day for each additional day (or fraction).

B) ORAL ATTENDANCE: Unlessnatification of non-attendance is given to the
COORDINATOR and afirst class explanation (“1 forgot” is not acceptable) are
presented and approved PRIOR to the presentation, a7 point reduction will be made
inthe FINAL SEMESTER GRADE.

C) PRESENTER SIGN-UP: Failureto sgn up with the COORDINATOR at least 1 week
after the experiment is run will result in:
1) 3 REPORT points per day for each calendar day (or any fraction thereof) thesgn upis
late.
2) 10 REPORT points for each school day the presentation is late if not sgned up before
the default due date.

Failure to Sgn up to reserve the meeting room will result in possibly the room and video
camera being unavailable, so you can't do the presentation when scheduled and must
reschedule = a3 point rescheduling reduction will be madein the FINAL SEMESTER
GRADE.

If you are not giving the presentation in the ChE conference room, BEL 307, falureto sgn
up to reserve a Computer / Projector will result in possible availability conflicts.  If you
can't do the presentation when scheduled and must reschedule = a 3 point reduction
will be made in the FINAL SEMESTER GRADE. It is acceptable to use overheads
ingtead of Power Point computer dides; however, you must personaly pay an outsde
vendor to make the overhead transparencies and the FOE may pendize your
presentation grade if they think the visuals presented are of low quality. Three
projectors and 2 lgptop computers are now available in the ChE Degpt. or your can
supply your own, but make sure software editions and video resolutions are competible
ahead of time.
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Ch.E. 433-434 Lab Course
Grade Penalties: (continued)

D) PRESENTER not contacting viewers & FOE before scheduling:
2 REPORT points per viewer (FOE counts double as a viewer + evaluator ).

E) Late VIEWER confirmation of oral scheduling:
2 REPORT points per day (or any fraction thereof ).
Viewers know they will be in an audience and are responsible for contacting
the presenter and helping find atime that works for everyone.

F) Late VIEWER ASSESSMENT FORM:
2 REPORT points per day (or any fraction thereof ).

G) Late PRESENTER SELF ASSESSMENT FORM & RETURN of TAPE:
2 REPORT points per day (or any fraction thereof ) for ether the form
or thetape.

H) Late PARTICIPATION REPORT FORM or LAB RECOMMENDATION/
ASSESSMENT REPORT FORM :
1 REPORT point per day (or any fraction thereof ) per form.

) EXPERIMENT ATTENDANCE: Unlessnatification of non-attendance is given to the
COORDINATOR and afirgt class explanation (“I forgot” is not acceptable) are
presented and approved PRIOR to the experiment, a 15 point reduction will be made
inthe FINAL SEMESTER GRADE. Plusyou must reschedule and run the experiment
solo. Bear in mind that you must ultimately perform a SATISFACTORY experimenta
run for all 3 experiments each semester in order to complete the course.

J) Common CALIBRATION Sesson ATTENDANCE: Unless natification of non
attendance is given to the COORDINATOR and approved PRIOR to the experiment
and afirg class explanation combined with trading responghbilities with another squad
member :

7 point reduction will be made in the FINAL SEMESTER GRADE.

K) OTHER: Anything not covered aboveis at the discretion of the COURSE
COORDINATOR.



