Visiting Lab Placement Student Procedures
Procedures for the administration of UG and PGT visiting lab placement students.



Student makes initial contact with SBS


via Admissions Office, academic member of staff, etc.





Student’s details are forwarded to Lisa Monks


(lisa.monks@manchester.ac.uk)





Student seeks lab placement supervisor


Student uses information on Faculty website to identify potential supervisors and contacts academic members of staff directly to request a lab placement.





Official response to student


Lisa Monks sends student an email explaining the process for finding a supervisor (CV template is provided). Students are informed that fees are charged per month.





Supervisors are contacted a week in advance of the arrival date of the student and asked to complete a Health and Safety form with the student on arrival.  





Transfer of bench fees (where applicable)


Once the student has paid their fees, Lisa Monks will contact the academic member of staff to confirm the account code to which the funds should be transferred. Lisa Monks to arrange the transfer of funds to the supervisor’s account code.








Registration is completed


Once the student has completed online registration, including the payment of any fees due, they can obtain a student card from the Student Services Centre and commence their placement.





Student is asked to complete online registration


Lisa Monks notifies the student of their registration number and sends guidelines for completing IT signup (obtaining University email account) and online registration. The student is notified of the requirement to complete the online Health & Safety course unit.





Completed application form online


The student completes the online application form.  Lisa Monks will enrol the student on BIOL12000 Health & Safety online course unit. Where fees are payable, Lisa Monks contacts the Fees Team to ensure correct fees are applied to the student’s record.








Registration form and information sent to student


Lisa Monks sends the student a link to the online application form





Lab placement is agreed in principle


As soon as an academic has agreed to host a student’s visiting lab placement, the academic or the student must contact Lisa Monks (lisa.monks@manchester.ac.uk) to confirm that the placement is going ahead.  An approval form will need to be completed by the supervisor and approved by HoS.








