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CHECKLIST- Read carefully before submitting samples to the ESC via the Technical Manager 

 

1. ALL SAMPLES MUST BE SCHEDULED WITH THE ESC PRIOR TO DEEIVERY. Please ensure that 

samples arrive by the appointment date. 

 

Samples arriving after their appointment date will be returned to the researcher and will need to be 

rescheduled before they will be analyzed. 

 

2. PLAN AHEAD. There is typically a 4 to 6 days delay between the date a Sample Analysis Request Form is 

received and the date the samples will be scheduled to arrive. We strongly suggest that you complete and 

submit your Sample Analysis Request Forms during the planning stages of your research or teaching project. 

Contacting us after your samples have been collected, extracted, or digested may resnlt in sample analysis 

delays. If you need to complete a sample set by an imposed deadline. 

 

3. Please provide the ESC with your best estimate of the number of samples you would like to submit. It is 

best to over-estimate rather than under-estimate on this number. Once a sample set is scheduled, it is easy to 

decrease the number of samples scheduled while increasing the number requires cancellation of the original 

appointment date and rescheduling of the samples again leading to delays in analysis. Please DO NOT deliver 

more samples to the ESC than are indicated on your Sample Analysis Request Form. 

 

4. The ESC is using direct invoicing of QCWP/Client research account numbers for payment of services. 

Please expect to budget as per requested items ( a complete analysis cost sheet is available on request). 

Samples with unusual matrices or other problems may be subject to additional charges. Be sure to provide 

your sample matrix on this form. Please contact the ESC with any questions concerning unusual matrices or 

special analyses. 

 

5. Currently the ESC only accepts samples provided in containers as per the Sample Control and Management 

SOP (ESC-SOP-QA00l-Rev0l). Please refer the SOP for sample labeling other forms of labelling are 

unacceptable and the ESC reserves the right to refuse samples that are not provided in the correct sample 

containers or that are improperly labeled or prepared. 

 

6. If possible, please estimate the concentration range you expect your samples to contain and note that range 

to the side of the analyses you select. 

 

7. Please critically evaluate your report as soon as possible after receipt. The ESC holds analyzed samples for 

approximately 4weeks after the final report is mailed to the researcher. Samples will be discarded after that 

date unless otherwise instructed. The completed hard-copy data package including all supporting 

documentation is maintained on file at the ESC for five (5) years after the end of the project. 

 

8. A properly completed chain of custody must accompany this form.  
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Revision History: 
 

Date Revision # Revision Description 

5/9/2023 05 Updated. 

7/5/2023 04 

A standardized and consolidated request form has been 

developed to accommodate both external QU academic 

students and service clients. Additionally, an additional 

comment was included in the request for client feedback, 

if applicable. 

14/5/2019 03 
Inserted BSC number, removed risk assessment & Issued 

for Implementation. 

2/12/2015 02 Inserted risk assessment form. 

16/4/2014 01 Issued for Implantation. 

16/6/2013 00 Draft. 
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GENERAL GUIDELINES WHILE IN ESC LABORATORIES 

1. Conduct yourself in a responsible manner at all times in the laboratory. 

2. Follow all written and verbal instructions carefully.  If you do not understand a direction or 

part of a procedure, ASK YOUR INSTRUCTOR BEFORE PROCEEDING WITH THE 

ACTIVITY. 

3. Never work alone in the laboratory.  No student may work in the science classroom without 

the presence of the instructor. 

 

4. When first entering a laboratory, do not touch any equipment, chemicals, or other 

materials in the laboratory area until you are instructed to do so. 

 

5. Perform only those experiments authorized by your instructor.  Carefully follow all 

instructions, both written and oral.  Unauthorized experiments are not allowed.  

6. Do not eat food, drink beverages, or chew gum in the laboratory.  Do not use laboratory 

glassware as containers for food or beverages. 

7. Be prepared for your work in the laboratory.  Read all procedures thoroughly before entering 

the laboratory.  Never fool around in the laboratory.  Horseplay, practical jokes, and pranks 

are dangerous and prohibited.  

8. Always work in a well-ventilated area.   

9. Observe good housekeeping practices.  Work areas should be kept clean and tidy at all 

times.   

 

10. Be alert and proceed with caution at all times in the laboratory.  Notify the instructor 

immediately of any unsafe conditions you observe. 

 

11. Dispose of all chemical waste properly.  Never mix chemicals in sink drains.  Sinks are to be 

used only for water. Check with instructor for disposal of chemicals and solutions.  

 

12. Labels and equipment instructions must be read carefully before use.  Set up and use the 

equipment as directed by instructor. 

 

13. Keep hands away from face, eyes, mouth, and body while using chemicals or lab 

equipment.  Wash your hands with soap and water after performing all experiments.   

14. Experiments must be personally monitored at all times.  Do not wander around the room, 

distract other students, startle other students or interfere with the laboratory experiments of 

others. 
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15. Know the locations and operating procedures of all safety equipment including: first aid 

kit(s), and fire extinguisher.  Know where the fire alarm and the exits are located. 

16. Know what to do if there is a fire drill during a laboratory period; containers must be closed, 

and any electrical equipment turned off. 

 

 

CLOTHING 

 

17. Any time chemicals, heat, or glassware are used, students will wear safety goggles. NO 

EXCEPTIONS TO THIS RULE! 

 

18. Contact lenses may not be worn in the laboratory. 

 

19. Dress properly during a laboratory activity.  Long hair, dangling jewelry, and loose or baggy 

clothing are a hazard in the laboratory.  Long hair must be tied back, and dangling jewelry and 

baggy clothing must be secured.  Shoes must completely cover the foot.  No sandals allowed on 

lab days. 

 

20. A lab coat should be worn during laboratory experiments. 

 

ACCIDENTS AND INJURIES 

21.   Report any accident (spill, breakage, etc.) or injury (cut, burn, etc.) to immediately, no 

matter how trivial it seems.  Do not panic.   

 

22. If you or your lab partner is hurt, immediately (and loudly) yell out the instructor’s name to 

get the instructor's attention.  Do not panic.   

 

23. If a chemical should splash in your eye(s) or on your skin, immediately flush with running 

water for at least 20 minutes.  Immediately (and loudly) yell out the instructor's name to get the 

instructor's attention.  

 HANDLING CHEMICALS 

24. All chemicals in the laboratory are to be considered dangerous. Avoid handling chemicals 

with fingers. Always use a tweezer. When making an observation, keep at least 1 foot away from 

the specimen. Do not taste, or smell any chemicals.   

 

25. Check the label on all chemical bottles twice before removing any of the contents.  Take only 

as much chemical as you need. 

 

26. Never return unused chemicals to their original container. 
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27. Never remove chemicals or other materials from the laboratory area. 

 HANDLING GLASSWARE AND EQUIPMENT  

28. Never handle broken glass with your bare hands.  Use a brush and dustpan to clean up 

broken glass.  Place broken glass in the designated glass disposal container. 

 

29. Examine glassware before each use.  Never use chipped, cracked, or dirty glassware. 

 

30. If you do not understand how to use a piece of equipment, ASK. 

 

HEATING SUBSTANCES 

32. Do not operate a hot plate by yourself.  Take care that hair, clothing, and hands are a safe 

distance from the hot plate at all times.  Use of hot plate is only allowed in the presence of 

Instructor. 

 

33. Heated glassware remains very hot for a long time.  They should be set aside in a designated 

place to cool, and picked up with caution.  Use tongs or heat protective gloves if necessary. 

 

34. Never look into a container that is being heated. 

 

35. Do not place hot apparatus directly on the laboratory desk.  Always use an insulated 

pad.  Allow plenty of time for hot apparatus to cool before touching it. 

 

Signatures 

 

I have read the above laboratory rules and regulations, and I agree to follow them during any 

activity. I acknowledge that these rules are necessary to prevent accidents and to ensure my own 

safety and the safety of others around me.  

 

I understand that I may ask my instructor at any time about the rules and regulations if they are not 

clear to me. My failure to follow these laboratory rules and regulations may result in discipline 

action taken against me. 

Science Laboratory 

 

  
Student Signature:                                                                                               Date:       

 

 

Supervisor/ Director Signature:                                                                           Date: 

 

 

 



 

Qatar University, Office of the Vice president for Research 

Tel.: (+974) 4403 3913/3995  Fax: (+974) 4403 3901  P.O. Box: 2713 –  Doha – Qatar 

E-mail: opm@qu.edu.qa 

Standard Operating Procedure for Analysis Request Form for External QU Academic Students and Service Clients 

SOP No.: ESC-FOR-QA003 Issue Date: 5-9-23               Rev.No.05 Page 7 of 13 

Prepared by: Hassan H. Reviewed By: Quality coordinator Approved By: Technical manager 

 
 

6. Laboratory Clearance Form (Filled at the end of the tenure) 
  

The laboratory, fume hood and facilities used by the student / visitor must be left clean, tidy and 

safe on completion of lab work. Please allow lab technician to view your workspace and declare 

the following:   

 

Laboratory room number/s used: _____________________ 

 

PLEASE TICK RELEVANT BOX BELOW: 

LAB CLEARANCECHECKLIST Y N 

1 Is the bench space clean and left in a safe manner?   

2 
Have the under bench units been cleared of material and left in a safe 

manner? 
  

3 Have the drawer units been cleared of material and left in a safe manner?   

4 
Have you removed and disposed of your chemical and / or biohazard waste 

in the correct manner? 
  

5 
Have you cleared the fume hood workspace of any used equip0ment or 

chemical? 
  

6 Have you cleaned equipment used in these areas?   

 

 

____________________________                                                             ___________ 

   

Student / Visitor Signature:                                                                                   Date:    

      

Lab analyst Signature:                                                                                           Date: 
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