Check In procedure

(Instructor VERSION)

1. LOCKER ASSIGNMENT 
A. Check in day: Lab rosters with the assigned lockers and the list of combination number stickers for your labs are placed near the telephone in stockroom.  Locker tags are color-coded.  The wait-listed student has to add the class online (using the computer in the lab) before checking in a locker.  The ascending order of the locker assignment should go with the alphabet order of the student last name on the roster.  For instance, with locker series 1, John Adams will have locker 1, and Vanessa Williams will have locker 291.  
B. Adding students to labs:

· The lab instructor is responsible for adding students to the lab. Students could use the lab computer to register online and show registered class schedule before checking in.

· If the lab section is full on the first day of lab, no students will be added.

· Students who are late to lab, have 20 minutes before they will be counted as “No Show” and students on the wait list who are present, can be added to fill the open seats.

· If the lab class is not filled on the first day of classes and there is no wait list, then the lab instructor may add additional students to fill the class up to the second week of the quarter (check the last day to add with the academic calendar).
C. Locker reassigned: Update your lab roster in the binder for the current quarter stored in stockroom each time you add or drop a student.  If the assigned locker is reassigned for any reason (no show, dropout…) to another student on the waiting list and the previous owner has not yet checked out, then the previous owner of the assigned locker is still subject to a $20 fine for not checking out properly.  The record of the previous owner with the stockroom lab roster should be marked with the drop date and a no check out note.  The new owner will then go through the proper check in procedure.

2. Equipment LIST
After the check-in is over, return all the filled-out white equipment lists of your labs and the lab class roster to stockroom right away for filing.   Give your students the yellow carbon copy and remind them to read the check out procedure and its penalties.  
3. PROVIDED STOCKROOM COMBINATION PADLOCKS
Each student locker, except the organic chemistry student lockers, is provided with a combination padlock. Make sure the issued combination sticker adhere to the white copy of the equipment list.  (see the sample near the stack of rosters in the stockroom)

