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Lab and Team Housekeeping Checklist 
The checklist is intended to help you understand your department/team/office working procedures and systems.  It is not an exhaustive list and may therefore need to be modified to meet the needs and situations of individual students.  Some of the things on this list are the responsibility of the University or the Faculty; others are not.   However your department operates, this generic list includes just some of the things that previous researchers in the Faculty have wanted to know.  If some items are not relevant for your situation then just move on!  
You must get this checklist signed by your Supervisor and you must return a signed copy to the Graduate School Office/ School of Computing Office within one month of Registration.  You are recommended to have your Supervisor sign the sheet at the same time as they sign your training plan (which also needs to be returned within a month).  This is in order to ensure that all researchers have received the highly specific information and training they need to function safely and efficiently as part of a research team.  
Lab and Research Team Housekeeping Checklist

Name of new research student: ………………………………………………………………………………

School/Department: ….................................................................................................……...................

Start Date: ….................................................................................................………….……….

Name of Supervisor …………………………………………………………………….

	
	
	Covered  (

	1
	Facilities
	

	
	a) departmental arrangements for workspace*
	

	
	b) departmental arrangements for storage and filing space*
	

	
	c) mail delivery / pigeon hole
	

	
	d) access to computer
	

	
	e) information on procuring stationery, computer supplies (if appropriate)*
	

	
	f) procedure (if applicable) for ordering research supplies*
	

	
	g) photocopying procedure, limits and costs

	

	2
	Safety, Security and Emergency Procedures
	

	
	a) keys / access codes issued
	

	
	b) security – extension 32222
	

	
	c) security re: valuables and sensitive information
	

	
	d) reporting procedure for intruders / strange packages
	

	
	e) secure areas / alarms and local security systems
	

	
	f) names of key safety / emergency personnel within the department 
	

	
	g) what to do in the event of a fire including escape routes and assembly points (School Fire Officer)
	

	
	h) have arrangements been made with your Supervisor for you to receive appropriate local safety inductions for your workspace and for the research work that you will be carrying out 
	

	
	
	

	3
	Working Arrangements
	

	
	a) working hours / building access*
	

	
	b) procedure for working out-of-hours
	

	
	c) access to academic facilities (archive / library / shared equipment)

	

	4
	Personal and Social Arrangements
	

	
	a) location of personal / social facilities (shared space / coffee room etc.)
	

	
	e) financial support is in place as appropriate

	

	5
	Registration (School / Department and University)
	

	
	a) School / Departmental transfer criteria and procedures


	

	6
	Supervisor and Research Arrangements
	

	
	a) supervisor / supervisory team finalised
	

	
	b) agreement of broad field of study
	

	
	c) initial meetings with supervisor(s) scheduled
	

	
	d) arrangements for future supervisory meetings
	

	
	e) systems for maintaining records (data / findings / meetings / references)
	

	
	f) school / department / research group seminar programme
	

	
	g) other departmental postgraduate activity (if appropriate)
	

	
	h) any specific arrangements for Part Time or Split Site students (if appropriate)


	


	
	
	Covered  (

	7
	Training and Development
	

	
	a) any appropriate legal and / or ethical training that is required for work in your field
	

	
	b) any other appropriate formal or informal training opportunities
	

	
	c) booked onto Faculty Certificated safety course

	

	8
	Key Personnel / Offices
	

	
	a) institute administrator for PG research student matters & support he/she provides
	

	
	b) name of Graduate School Office administrator for my School/Institute (School of Computing Office for Computing students)

	

	9
	Teaching Responsibilities (if appropriate)**
	

	
	a) departmental postgraduate teaching arrangements clarified
	

	
	b) (if appropriate to department) teaching responsibilities agreed
	

	
	c) (if teaching duties available) appropriate training for teaching arranged
	

	
	d) (if teaching duties available) payment arrangements understood
	

	
	e) (if teaching to be undertaken) Human Resources has student's details
	


*
Different research clearly requires different working arrangements and strategies.  Interpret as appropriate to your department / school.

**
Teaching duties for postgraduates are dependent on departmental arrangements, satisfactory thesis progression and a variety of other factors.
Signature of Supervisor …………………………………………………………………….
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An electronic version of this document is available as www.engineering.leeds.ac.uk/go/lifecycle/Lab&Team.doc


