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SECTION B: Event report and reflection

1. Event objectives:

To explain the good practices of the Lab and standard practices to maintain the record and
documents using 5S and Six Sigma approach..

2. Event description; This FDP was conducted from 28% June, 2019. The nomination of Lab
assistant/ Lab Technician were solicited from the deans of the respective schools.
Following points were discussed during the interaction with lab coordinators/ Incharge.

(1) Documents and Records;

(2) Hierarchy of documents;

(3) Contents of a quality manual;

(4) Standard operating procedure;

(5) Laboratory document management system;

(6) Methods and tools to properly store documents and records.
(7) Display

At the end of the session, it was concluded and convey to all 1ab coordinators/incharge, Lab
assistant/ Lab Technician to maintain their records and docoments with a systematic approach.

Things to be maintained in all Laboratories

1.Name of Lab should be displayed prominently

2. Time schedule of Lab

3. List of Experiments/Equipment.

4. Labels on equipment/experiments.

5. Display of SOP of all experiments/Instruments

6. Purchase records of equipments

7.Annual Stock Register of Desktop (for computers labs)

8. Servicing records of instruments.

9. Display of Safety Instructions

10.Safety gear ( Gloves, glasses, etc)

11.First Aid Box should be regularly updated

12 LABLog Book ( Other than regular courses)

13. Fire safety tools ( Fire extinguisher, Fire AlarmSystems,
Fire Suit etc). B

3. Participants (compulsory for events):

Total Participants Number of Male Number of Female
G 33 1
vy
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4.  Budget distribution from University/any otheragency:

Date

Approved Budget

Expenditure

Day-1 (28/06/2019)

N/A

0

S. Appendi

cCs

S.No

Content

Appendices Address

1

Participant contact list

Annexure-1 (page no-3)

Photographs of the events

Annexure-2 (page no-4)

3 Web sites link ( If created) -
4 Other information ( If Any) -
Annexure No-|
Attendance Sheet (28/06:2019)
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Annexure No-2
Photographs of the events
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