Exit Policy, Peyton Lab		        Revised 7/29/16
Read the following form carefully and complete all tasks before leaving the lab.  Initial when these tasks are completed and sign at the end. Return this form to Prof. Shelly Peyton when complete. 

1. DESK: Make sure your desk is cleared of all personal effects.  Any materials on your desk owned by the Peyton lab should be returned to their original location.  Clean your desk thoroughly for the next student.
Initial here: __________

2. LAB BENCH: Make sure your lab bench is neatly organized.  Any materials on your bench owned by the Peyton lab should be returned to their original location. If necessary, make sure to dispose of any hazardous materials via EHS-approved methods. Clean your bench thoroughly for the next student.
Initial here: __________

3. KEYS: Return all your hard keys (if you have any) to either the UMass Physical Plant or to the Chemical Engineering main office (in Goessmann).  Failure to return your keys may result in holding of your degree and/or fines.
Initial here: __________

4. LAB COAT and safety glasses: These are property of the lab.  Please return them to their original location.
Initial here: __________

5. WEBSITE: For your benefit, you will continue to be listed in the “alumni” section of the Peyton lab website.  Please keep Shelly updated with jobs, whereabouts, etc. so that the lab can brag about you and help future students potentially connect with you. 

6. [bookmark: _GoBack]PROCARD: If you had a procard while in the Peyton lab, make sure to deactivate the card via the ProCard office and with the Chemical Engineering business office.
Initial here: __________

7. CELL BANK: Your cells will likely pass to another current or future student in the lab.  Please go to the cell bank and make sure all your cell locations are updated and well labeled.  
Initial here: __________

8. LAB NOTEBOOK: Your lab notebooks will stay in the Peyton lab after you leave.  Please go through your lab notebook and make sure there is an existing table of contents that a future student and Dr. Peyton can use to find your past experiments. 
Initial here: __________

9. PROTOCOLS: To ensure the project goes forward, please make sure your protocols are updated and stored in two places: A) in hard copy format in the Peyton Lab Protocols binder, and B) in electronic format on peyton.openwetware.org. 
Initial here: __________

10. DATA: This is repetitive with what is already outlined in the Peyton Lab Data Management Plan. Your data must be moved to “permanent storage”.  Make a data index is made so that Dr. Peyton, and new students, can find and easily access generated data.  Make or update an excel sheet titled “data index Student Initials Date” (e.g. Data Index SRP 8-1-14) that explains the folder organization.  This index file includes any abbreviations used, the date range in which all data was collected, an author list and contact info for authors for anyone that contributed to the data collection in the hard drive, page numbers of the lab notebook wherein data can be matched to specific experiment and experimental protocol, and any other pertinent information needed for a future student to read, understand, and use data in future projects.
Initial here: __________

11. SAMPLES: Make an appointment with Shelly to look through your biological and material samples stored in the lab.  Together, you two will decide which samples can be disposed of (according to EHS guidelines), which samples should be moved into another students’ storage, and which samples should be moved to general permanent storage.    
Initial here: __________

Once these items are complete, please bring this hard copy form, initialed and signed back to Prof. Shelly Peyton.  


Student Printed Name:   _____________________     Signature:  ___________________   Date: ___________


PI Printed Name:            _____________________     Signature:  ___________________   Date: ___________
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