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This handbook is a set of guidelines and regulations for final year BIO, BMS 
and HLM project students. It is to ensure safety and accountability for 
students when performing their lab work.  
 
It also specifies how to conduct a proper hand-over of all lab materials when 
the projects are completed. 
 
 
 
 
 
 
ALL STUDENTS MUST OBSERVE THESE GUIDELINES WHILE DOING THEIR PROJECTS 
IN THE LABORATORY. 
 
ANY STUDENT WHO FAILS TO DO SO WILL BE BARRED FROM USING THE 
LABORATORY UNTIL HE/SHE ADHERES TO THE RULES. 
 
 
 
 
 
 

 
EQUIPMENT/ APPARATUS/ GLASSWARES 

1. The instruction/ operation manuals for equipment must be followed closely while operating any 
equipment to avoid damage to the equipment. You are advised to approach the TSO for any enquiries 
regarding the use of the equipment. 

2. Students must fill in logbooks where required, eg. autoclave, shaker, gene gun and gel doc system. 
3. Students must inform the TSO when equipment and apparatus are to be removed from a laboratory for 

use in another laboratory and must be returned to their original place immediately after use. 
4. Students are not allowed to keep the apparatus eg. pipettors for her/his own use unless assigned by 

project supervisor. 
5. Ensure all equipment and bench-tops are kept clean and dry at the end of your work. 
6. Any breakages of glassware and apparatus must be reported to the TSO immediately. You may have to 

compensate the lab for any breakages eg. corrective work order in the lab.  
 
 

 
 
REAGENTS/ MATERIALS 

1. All reagents and materials must be labeled with date/ name of reagents/students. Any unlabelled 
materials will be disposed off. 

2. Autoclaved solutions need not be kept in the incubator except for agar medium. 
 
 

WASTE/ AUTOCLAVED MATERIALS 
1. Any biological/ microbiological materials to be disposed off must be placed in autoclave bags and 

autoclaved prior to disposal. 

INTRODUCTION 

IMPORTANT!!! 

AREAS TO TAKE NOTE OF 
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2. Any magenta, flasks, blue cap bottles etc must be washed after autoclaving – DO NOT LEAVE IT 
FOR THE TSO TO DO THE WASHING. 

 
 
LOCKERS/ CUPBOARDS 

1. Lockers with numbers will be allocated to each project group. Students are not allowed to label the 
lockers with their names or other indications. 

2. Lockers are meant for keeping logbooks and other reading materials/ reference ONLY! 
3. Shoes and valuables are not allowed to be kept in the lockers. 
4. NO corrosive or flammable chemicals are allowed to be kept in the lockers. 

 
 

OVERTIME STAY  
1. Students are not allowed to stay beyond office hours. Students are advised to plan properly and start 

their work early eg.8.30 am so that the work can be completed by 5 pm.  
2. Students who really need to stay beyond working hours due to the length of work will have to obtain 

prior permission from their project supervisors/ co-supervisors (Please fill in the Overtime Record 
Form). 

3. STUDENTS MUST NOT WORK ALONE!!! There must be a TSO or supervisor around. 
 
 

COMPUTER USAGE 
1. Students are not allowed to use the staff computers in the lab. 
2. You may go to the library or Blk 40-02-05A/B and Blk 40-02-06A to use the computers. 
 
 

END OF PROJECT 
1. All materials in the locker/ refrigerator / freezer/ cleanroom/ oven must be cleared. 
2. Things to be carried forwards eg bacteria strain, plasmids, samples, plants etc for the next project 

group must be made known to the TSO-in-charge. 
 
 
DECLARATION (to be signed by students) 
 
I confirmed that I have read and fully understood the guidelines and regulations stated above. I shall fully 
comply with these while working in the laboratory. 

 
 
 
_____________________  _________________        _______________ 
     Name of student                                Signature        Date 
 
__________________________________________________________________________ 
 

 
Confirmed by 

 
 
 
_____________________   __________________           _______________ 
     Name of TSO                                 Signature       Date 
 


