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P E R S O N N E L  P O L I C Y  

 

Be prepared for work each day.  Make sure that you complete 

homework assignments, study, and are prepared for the work to 

be done. 

 

Dress Code 

Follow the IRHS dress code as found in the IRHS Student 

Handbook.  On days when we are doing lab work, wear closed 

toe shoes, wear long pants (if you want to wear shorts or a skirt, 

bring sweat pants or PJ bottoms to wear), and keep your hair out 

of your face.  Try not to wear loose jewelry or baggy clothing. 

 

Attendance 

Many of the lab and classroom activities conducted in Biology 

and Biotechnology cannot be duplicated outside the workplace 

(classroom) therefore, attendance is crucial.  It is the 

responsibility of the employee to keep track of assignments 

missed when absent.  Employees should work with their 

laboratory partner(s) to obtain assignments given while absent.  

If you are absent, you are expected to follow all Nighthawk 

Biotechnology, Inc. (IRHS) attendance procedures (consult IRHS 

Student Handbook) and inform your supervisor as soon as 

possible.  Employee have five days to make up course work and 

lab activities (if possible; most labs cannot be made up).  

Employees should mark the top of all late work, due to excused 

absences, the days that they were absent, in very large 

handwriting.  In accordance with Arizona state law and 

Amphitheater Public School District’s Governing Board policy, 

students cannot miss more than 10% of each class. Students 

enrolled in year-long courses may only have 17 excused 

absences, after which all additional absences will be marked as 

“unexcused.” Students in semester-long courses may only have 9 

excused absences, after which, each additional absence will be 

marked as “unexcused.” Please note, teachers are not required 

to provide make-up work for any absence that is marked 

“unexcused.” Regular school attendance is essential for success 

in school.   

 

Tardies 

Employees who are not seated, working on the assignment 

found on the whiteboard, by the time the last bell rings to start 

the work day, will be tardy!  Five points will be deducted from 

the Personnel Policy.  Be smart, be on time!   

 

Late Work 

Missing deadlines is not a good quality to develop.  Assignments 

must be turned in on the due date.  Late assignments will be 

accepted within five school days of due date, unless otherwise 

notified, without loss of points, unless the assignment was 

reviewed in class.  Assignments not turned in within five school 

days will result in awarding of 50% of the total points (an F on 

the assignment). 

 

Electronics Policy 

Cellular phones and other personal electronics should be 

POWERED DOWN once the student enters the classroom.  

BIOLOGY EMPLOYEES must place their cells phones in the 

designated location or at the cell phone charger (must bring the 

charging cord for your cell phone). Violations of this policy will be 

result in the loss of five Personnel Policy Points per occurrence.  

After three occurrences, parents will be contacted. 

BIOTECHNOLOGY I and II EMPLOYEES: Cell phones will remain in 

the possession of the students at all times and should be placed 

into a backpack.  On occasion, the teacher may encourage the 

use of cellular phones to complete an assignment during the 

class period.  This is the only time that the cell phone should be 

used and it should be used to complete course work. 

 

Restroom Policy 

It is preferred that employees use the restroom during break 

periods (before school, between classes, at lunch).  In the event 

of an emergency, please speak to your supervisor.  Employees 

must sign out and in when using the bathroom.  Hall passes must 

be used and returned. 

 

Safety 

Please use all laboratory equipment as directed.  Your safety is 

important to us!  Please wear appropriate personal protective 

equipment (PPE; safety glasses/googles, lab apron, lab coat, etc.) 

as directed by the supervisor.  Adhere to the Dress Code above.  

Backpacks and other bags should be placed under your desk, not 

in aisles. 

 

Hygiene 

Keep hands away from face, eyes, mouth, and body while using 

chemicals or preserved specimens.  Do not apply make-up in the 

laboratory (includes lipstick or lip balm).  At the end of each 

experiment, wash your hands with warm, soapy water and 

thoroughly dry. 

 

Food and Water 

A236:  Food and water are permitted in the classroom except on 

laboratory days for Biology Employees.  NO GUM! 

A232:  Food and water are NEVER permitted in the laboratory.  

No gum in the laboratory.   



Respect 

Every employee and supervisor has a place at the table.  Treat 

one another with courtesy, respect, and dignity.  Offenses that 

disrespect are dealt with by following the policy stated in the 

IRHS Student Handbook and are immediately referred to human 

resources (IRHS Administration). 

Teamwork and Collaboration 

Modern laboratory work requires employees to work together in 

teams.  Every member of the team must contribute.  If the team 

is not functioning well, please let your supervisor know. 

 

 

General Laboratory Rules 

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 SOMETHING, ASK! 

3. Never work in the laboratory alone. 

4. Perform authorized experiments.  No side projects. 

5. Never fool around in the laboratory.   

6. Know the locations and operating procedures of all 

safety equipment including the first aid kit, eyewash 

station, safety shower, and fire extinguisher.  Know 

where the fire alarm is, where the exits are, and where 

to go in the event of an evacuation. 

7. Always work in a well-ventilated area.  Use the fume 

hood when working with volatile substances or 

poisonous vapors.  Never place your head into the 

fume hood. 

8. Notify your supervisor immediately of unsafe 

conditions you observe. 

9. Dispose of all chemical waste properly. 

a. Sinks are to be used only for water and those 

solutions designated by the supervisor. 

b. Solid or other insoluble materials are to be 

disposed of in the appropriate containers 

designated by the supervisor. 

c. Certain chemicals must be disposed of in 

special containers.  Your supervisor will 

instruct you on the disposal of those 

chemicals. 

10. Labels and equipment instructions must be read 

carefully before use.  Follow the directions.  If unsure, 

ASK! 

11. Clean all work surfaces and apparatus at the end of the 

experiment.  Return all equipment clean and in working 

order to the proper storage area. 

12. During experiments, stay at your laboratory bench to 

monitor and observe your experiments (Observations 

are part of an experiment).  Do not wander around the 

room distracting your colleagues.  Save it for break 

time. 

13. Employees are never permitted in the science storage 

room or preparation areas without the permission of 

his/her supervisor. 

14. In the event of a fire drill, containers must be closed, 

gas valves turned off, fume hoods turned off, and any 

electrical equipment turned off.  In the event of a fire in 

the laboratory, leave the laboratory immediately! 

15. When using knives and other sharp instruments, always 

carry with tips and points pointing down and away.  

Always cut away from your body.  Never try to catch 

falling sharp instruments.  Grasp sharp instruments 

only by the handles. 

16. Broken glass should never be picked up by hand.  

Always use a broom and dustpan and dispose of in the 

broken glass container. 

17. If you have a medical condition (e.g. allergies, asthma, 

etc.) check with your physician prior to working in the 

lab.  Please let your supervisor know if any conditions 

exist. 

18. Report any accident (spill, breakage, etc.) or injury (cut, 

burn, etc.) to your supervisor immediately, no matter 

how small or trivial! 

19. If a chemical splashes in your eye(s) or on your skin, 

immediately flush with running water from the 

eyewash station or safety shower for at least 20 

minutes.  Your supervisor will help you! 

20. All chemicals in the laboratory are to be considered 

dangerous.  Do not touch, taste, or smell any chemicals 

unless specifically instructed to do so.  The proper 

technique for smelling chemical fumes will be 

demonstrated to you. 

21. Check the label on chemical bottles twice before 

removing any of the contents.  Take only as much 

chemical as you need.  Never return unused chemicals 

to their original containers. 

22. Always leave the laboratory cleaner than you found it.  

CLEAN! 

23. You are financially responsible for any items you break 

or damage in the laboratory. 

24. Speak with respect! 

25. Other rules may be added for a specific lab to ensure 

the safety of all participants. 

Adherence to the Personnel Policy (200 points per semester): 

The Personnel Policy is the guiding principle of our company.  Adherence to the policy is mandatory.  Failing to follow an aspect of the 

Personnel Policy will result in the following: 

 First Infraction:  Warning.  Written documentation. 

 Second Infraction:  Loss of 25 points.  Written documentation. 

 Third Infraction: Loss of 50 points.  Conference with employee and parent/guardian(s).  Written documentation. 
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P E R S O N N E L  P O L I C Y  

 

S I G N A T U R E  P A G E  

 

 

I __________________________________________________ have read the course syllabus and the above personnel policy and 

agree to follow both documents.  I realize that I must obey the Laboratory Rules to ensure my own safety, and that of my colleagues.  

I will cooperate with my supervisor and colleagues to maintain a safe laboratory environment.  I will also closely follow the oral and 

written instructions provided by the supervisor.  I understand that if I do not follow this policy, my compensation (grade) will be 

affected as described in the job description (Course Syllabus).  In the case of habitual violation of this policy, I will be referred to 

Human Resources (IRHS Administration). 

 

Student Signature:           Date:     

 

Parent/Guardian Signature:          Date:     

 

Emergency Contact Information 

 

Student Email:               

 

Parent Name:        Email Address:        

 

Home Phone Number:     Cell Phone Number:       

 

Parent Name:        Email Address:        

 

Home Phone Number:     Cell Phone Number:       

 

Medical Issues That the Supervisor (Teacher) Should Be Aware of (Held in the highest confidentiality.):     

 

                

 

                

 

Other Issues/Concerns that You Would Like to Bring to the Attention of the Supervisor (Teacher):    

      

                

 

                

 

                

 

                


