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Unit 2: Bench Work, Shop Safety, Layout and Tool Management

A) Basic cutting hand processes

1. 
Punching

2. 
Filing

3. 
Sanding

4. 
Hand reaming

5. 
Hand sawing

6. 
Chiseling

7. 
Hand tapping

8. 
Hand threading with dies


9. 
Off-hand grinding (of tool bits etc.)
B) Non-cutting hand processes

1. 
Hammering

2. 
Fastening

3. 
Clamping

4. 
Positioning

5. 
Arbor pressing
C) Shop safety
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Eye safety

2. Foot safety

3. Ear protection

4. Grinding dust and hazardous fumes

5. Clothing, hair, and jewelry

6. Hand protection

7. Lifting

8. Compressed air

9. Housekeeping

10. Fire extinguishers

11. Electrical

12. Carrying objects

13. Machine hazards

14. General shop safety rules
15. Injuries (avoiding and reporting)
D) Layout and inspection
1. Layout tools
2. Surface plates (cast iron and granite)

3. Layout dyes
4. Scribers and dividers

5. Hammers and punches
6. Center head
7. Surface gage
8. Height gages
9. V-blocks and angle plates
10. Determine the maximum overall length of this object = __________

11. Determine the minimum overall length of this object = __________
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E) Tool management   
1. Review tool management handouts
2. Review of tool inventory control systems
3. Review of tool management process and assignment

4. Review of laboratory resources and locations

5. Assignment of clean-up spots


