CHECK IN PROCEDURE

(Student VERSION)

1. LOCKER ASSIGNMENT 

Instructor assigns lockers to registered students only. Students on waiting-list can check in only after registering online using the computer in the lab.

2. LOCKER content

After receiving the assigned locker, student should check over all the glassware in the locker based on the equipment list.  Missing or broken items must be obtained from the service window at the stockroom on the check-in day only.

3. Equipment LIST

Adhere the combination number sticker on the white copy of the equipment list.  Fill out (using upper case letters) all the required information on the equipment list, sign and return it to the instructor on the check-in day.  Read the checkout procedures and its penalties on the back of the yellow copy (for you to keep) of the equipment.

4. RESPONSIBILITIES

Student must: 

A. Take care all the items in the locker.

B. Lock the locker with the provided combination padlock before leaving your lab.

C. Check out with the instructor on the assigned check-out day or

D. Check out during one of your regularly assigned lab periods if you drop the course.
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