LAB CHECKOUT PROCEDURES

Lab checkout must be done at the lab scheduled time.  If a student does not check out by the last day of lab by the lab instructor, all school records and registration will be put on hold and fines will be charged as stated in the checkout procedure and penalties on the back of the yellow copy of the equipment list.

1. Get the lab equipment list from the chemistry stockroom.

2. Clean all glassware thoroughly with detergent and water.  

3. Take all items out of the locker and place them on top of lab bench.

4. Organize all items on lab bench from left and right in same order as on the equipment list.  Go through each item on the list, making sure that the listed items are present.

5. Check out the replacement of missing or broken items from the stockroom before the instructor checks the student out.

6. Place any extra items on the specified container for others to take if they need them.

7. All chemicals must be taken out of the locker and disposed of properly.  Check with the instructor for disposal instructions.

8. Put all items back to the locker, and lock it up with the stockroom provided combination padlock before obtaining the instructor ‘s signature.

9.  Bring the signed equipment list to the stockroom to clear the record.  

a)  Keep the equipment list for at least one quarter as your record of checking out if there is no breakage.  

b) Bring the charge slip and make the payment at the cashier office in the student service center if there is breakage. The deadline for breakage payment is 2 weeks after the last day of the quarter. 
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