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Introduction 

This manual is provided as a guide for the use of the Nursing Skills Laboratory of the 

Department of Nursing of Faculty of Umluj, University of Tabuk. It contains the 

description of the Nursing Skills Laboratory, policies and procedures on the use of the laboratory 

and the duties and responsibilities of the laboratory users. 

The information in this manual provided by the Department of Nursing is under constant 

review and enhancement. The Department Supervisor, Laboratory Coordinators, Course 

Lecturers/Instructors and the Laboratory Technician are responsible for enforcing the regulations 

set forth in this manual. 

The Nursing Skills Laboratory assists the course lecturers/instructors as well as the 

nursing students in creating a realistic environment for clinical and educational practice. 

Laboratory Committee 
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Philosophy of the Nursing Skills Laboratory 

“Tell me and I forget. Teach me and I remember. Involve me and I learn.” This old Chinese proverb 

emphasizes that learning is best by doing. The Nursing Skills Laboratory (NSL) takes part in molding 

the nursing students on becoming globally competitive nurses by demonstrating and reinforcing their 

optimum level of performance and readiness to clinical setting. It envisions to empower the students 

and to make the students’ clinical experience educational and enlightening. The skills laboratory 

activities experiences given in the laboratory are based from the students’ curriculum and paralleled 

to their course objectives. 

The NSL as a building block to safe and quality nursing care is guided by the following 

philosophies: 

1. Generally, it is an extension of classroom where application and utilization of theories are 

put into practice. The skills laboratory activities given in the laboratory are based from 

the students’ curriculum and paralleled to their course objectives. 

2. It is a clinical learning area where assistance, supervision and feedback will be provided 

especially during skills return demonstration and practice. 

3. It is designed to make the students’ learning realistic and authentic. The activities help 

students think on their feet and help the transition of learning from laboratory to actual 
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clinical settings. It is a safe place to learn and make mistakes to enhance nursing skills. 

Objectives of the Nursing Skills Laboratory 

1) build the students’ competencies by providing definite connections between 

the theoretical and clinical learning of the students through definite and adept 

clinical learning experiences in the laboratory; 

2) develop the students’ competence in providing nursing care in accordance with 

the norms and values; 

3) foster the students’ ability to utilize the nursing process in performing nursing 

procedures. 
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Definition of Terms 

Incident: An occurrence or event that interrupts normal procedure or precipitates an injury 

Incident report: A form that is filled out in order to record details of an unusual event that occurs at 

the facility  

Instructional resources Equipment or materials used during laboratory demonstration and return  

demonstration. These include CD and DVD, multimedia projector, and smart board. 

Laboratory technician He is the person in charge of the laboratory. 

Laboratory equipment and supplies: All the equipment and materials used in the nursing procedures. 

These are, but not limited to the different types of mannequins, anatomic models, beds, wheelchairs, 

bedside tables, stretchers, infusion pumps and supplies. 

Laboratory Instructor He is the responsible person that provides professional support, supervision, 

guidance to the nursing during their clinical experience in the skills laboratory. 

Laboratory users All students, laboratory instructors and demonstrators using the laboratory. 

Nursing Laboratory, a place where students acquire basic skills as part of their preparation in the actual 

clinical exposure. 

Nursing Clinical Learning This is a practical integration and application of knowledge, skills and 

attitudes learned from the skills laboratory and applied it in the actual clinical set-up. This process is 
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facilitated with the provision of professional support, supervision, guidance, feedback and evaluation 

by clinical Instructor. 

Practical This is an actual application of knowledge gained from the theoretical aspect of nursing. The 

nursing student has a chance to practice all the skills required to meet the competency in caring 

patients in the skills laboratory or in the actual hospital clinical set-up. 

Skills Laboratory This is an area in the college in which lecture and demonstration is carrying-out by 

the laboratory instructor as well as the return demonstration of the nursing students are being 

performed. 
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Laboratory Setting 

 

The Laboratory of the Female Section is located on the ground floor of building C. There are six nursing  

labs namely, Fundamentals of Nursing Laboratory, Adult Health Lab, Maternal health and obstetric lab,  

Child lab, Critical Care Lab, and Anatomy Lab. 

 

 

The Skills Laboratory of Male Nursing Department is located in the first floor of the 

Umluj Faculty Building C. There is only one laboratory room which is utilized for laboratory classes on  

Fundamentals of Nursing Practical Courses 1&2. 
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Laboratory Policies and Guidelines 

All laboratory users should read and understand the Nursing Skills Laboratory Manual of Policies and Procedures before using the laboratory 

resources. They must observe the policies and guidelines while learning and practicing skills in the laboratories at all times. All lab users must 

attend the general orientation on the use of lab at the beginning of every semester. 

The intent is to help students establish habits that will carry over as they care for their patients in the clinical settings. 

A. Decorum 

1. All users of the laboratory facilities and equipment must act in a manner that does not disturb 

other academic activities occurring in the laboratory or in other classrooms. 

2. Unnecessary conversation and incompliant behavior are not allowed in the laboratory. 

3. Proper handling and use of the laboratory equipment (e.g., beds, mannequins, models) and 

supplies are encouraged. 

4. Each student is given the opportunity to practice a procedure with assistance of the 

demonstrator and/or lab instructor. 

5. Bringing and eating any food and/or drinking any beverage is discouraged in the laboratories. 

a. Students with medical reasons with proper coordination with the laboratory 

instructor, a medical certificate should be provided when necessary. 

6. Posting and writing on any surfaces of the laboratory room is prohibited. 

7. Any behavior occurring to the laboratory which is deemed inappropriate should be reported 
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immediately. 

B. Grooming and Physical Appearance 

Students who are with clients and other health professionals expected to dress and present themselves 

in a professional manner. The students’ appearance and dress must be consistent with the university 

policy. The following guidelines should be strictly followed: 

1. All students must follow the recommended dress code of the university. Every student must 

observe decent dress code and should present an image of professional Muslim student. 

2. ID card must be worn and visible at all times. 

3. A pair of scrub suit in light blue color, loose fit on top and bottom and free from all accessories, 

embroidery or trimmings could be used. No replacement of scrub pants with any other form 

of trouser, tight or pants is allowed. Likewise, no replacement of scrub shirt with any other 

form of top is allowed. 

4. All students must wear a white lab coat with university logo. The lab coat should be at least 

knee length and buttoned at all times. 

5. Rubber/leather shoes may be used. High heeled shoes are discouraged. Shoes should always 

be clean and odor-free. 

6. Watch with second hand or digital watch should be used. 
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7. Jewelries are not allowed except for wedding ring/band. 

8. Hair should be tidy at all times. 

a. A short hair is encouraged among male students. Facial hairs should always be well 

trimmed. 

b. Females should wear discreet hair accessories and well-kept hair. 

C. Electronic Devices 

1. All electronic devices such as mobile phones, notebook or notepad, tablets, laptop, music 

players, tape recorders, camcorders must be turned off or be put on silent mode. 

2. Any devices that will be brought or used in the laboratory should be upon the permission of 

the lab instructor. Recording video or voice during the demonstration should be on a caseto- 

case basis only. This will require permission from the respective lab instructors. 

D. Usage and Care of Laboratory Resources 

D.1 Laboratory Room and Furniture 

1. All nursing laboratories should be kept clean and organized at all times. 

2. All laboratory activities are scheduled and follow the academic school calendar. Any unofficial 

use of the laboratory should be properly coordinated with the laboratory technician. Please 

see Appendix A for the Standard Operating Procedures in Borrowing and Using Laboratory Resources. 
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3. Laboratory equipment and supplies should be properly endorsed to the laboratory technician after use. 

4. Lighting and air-conditioning units should be switched off before leaving the laboratory. Any concern related to room lighting and ventilation 

should be addressed to the laboratory technician. 

5. Used materials and other disposables should be placed in appropriate receptacles. 

6. All doors should be kept closed at all times and locked after use. 

D.2 Laboratory Equipment 

a. Students must have a laboratory instructor present in order to use the laboratory equipment and materials. Students will be instructed to 

practice and return demonstrate only on the skills for which they have had prior instructions and guidance. In the absence of the Laboratory 

Instructor, the Demonstrator may supervise the students for that purpose. The students must accomplish the Skills Laboratory Requisition & 

Return Slip a day prior to the scheduled practice day. Refer to Appendix B.1 Skills Laboratory Requisition & Return Slip 

b. Careful handling of fragile equipment and supplies should be observed. Damaged or nonfunctioning equipment should be reported to the 

laboratory technician as soon as possible. 

c. Sitting on beds and on wheelchairs is not allowed. It is only used as part of the skills training. 

d. Shoes must be removed when assuming a patient-role during return demonstration. 

e. The laboratory equipment should not be used for any purpose other than specified. Use of medications is for demonstration purposes only. 

f. All equipment should be endorsed back to the laboratory technician. 

g. Use mannequins properly. Place one bed during demonstration and put back in its proper place after use or when not in use. 
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1. Mannequins on the beds should be left with all anatomical parts in place and be covered with a sheet as patient is left in a hospital setting. 

2. It should be properly draped. 

3. Nothing should be applied on any surface of the mannequin. However, only those substances which are required in the skill demonstration are 

used. 

i. Povidone Iodine (Betadine) should not be used on mannequins. 

ii. Paper tapes should be used only on the mannequins and anatomy models. 

Other tape damages them therefore not allowed. 

iii. Silicone spray and mannequin oil should be used sparingly to lubricate. 

4. Mannequins and models are to be cleaned with mild soap and water only. It should be 

rinsed, drained and air dried. 

h. Injection pads should be squeezed after use to eliminate excess fluids. 

D.3 Supplies 

1. The laboratory supplies should be cleaned and reused whenever possible. 

a. This includes the beddings, which should only be changed if stained or soiled. 

b. Stained or soiled linens should be placed in the hamper bags provided. 

c. New supplies should be used whenever necessary and when directed to do so. 

2. When working with IV fluids, use proper containers (e.g., bucket, waste bin) to prevent fluid from running onto the floor. 

3. All single-use equipment, such as gloves, specula for the otoscope, tongue blades, cotton swabs, gauzes, etc. should be discarded properly. 
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D.4 Instructional Resources 

a. Multimedia projectors and televisions should be switched off after use. 

b. Whiteboard markers should be used only when using the whiteboard. 

c. All instructional resources should be used with care. Damaged or non-functioning equipment 

should be reported to the lab technician as soon as possible. 

d. Audiovisual materials (i.e., CD and DVD) must be reserved prior use. Please see Appendix for 

Standard Operating Procedures in Borrowing and Using Laboratory Resources. 

e. Observe proper use of smart boards. 

D.5 Use of Laboratory Facilities and Resources by other Department 

a. Any student and/or faculty member from other Department or group should coordinate with 

the Section Supervisor. A letter of intent must be given at least one week prior to intended 

use of lab facilities or resource/s. 

b. A letter of approval shall be given if request is available. If lab resources will be used, the 

requisition and return slip must be accomplished and submitted to the lab technician in charge. 

Please see Appendix for Skills Laboratory Requisition & Return Slip 

c. If the lab facility will be used, the users must log in the Daily Nursing Skills Lab Usage Form. 

Please see Appendix for Daily Nursing Skills Laboratory Usage Form. 
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E. Inventory, Damages and Losses of Laboratory Resources 

E.1 Inventory 

1. The laboratory instructor and his/her students are responsible for their borrowed laboratory equipment and supplies. 

2. The clinical instructors are encouraged to check the laboratory equipment before taking it from the laboratory technician. If any equipment is 

broken or damaged, it should be returned immediately to the laboratory technician. 

3. When supplies are depleted, the laboratory technician should notify the Lab coordinator as soon as possible. The Lab Coordinator in 

cooperation with the Lab Committee will prepare and submit necessary requisitions as needed and every semester. 

E.2 Damages and Losses 

1. Any damaged or non-working equipment should be reported to the laboratory custodian immediately. Accomplish the Incident/Injury Form to 

be submitted to the Laboratory Coordinator for proper action. See Appendix for Incident/Injury Form. 

2. Laboratory equipment and supplies are for the laboratory use only. Taking any equipment or material(s) from the laboratory is discouraged. 

See Appendix for Inventory, Damages & Losses Form). See Appendix for List of Equipment Available in the Laboratory. 

3. All damages and losses reports shall be forwarded to the Laboratory Unit of FAMS. 
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HANDWASHING 

1. Purpose: 

1. To reduce the risks of infection. 

2. To set required standards for hand decontamination in line with good hand hygiene techniques. 

3. To ensure that all, students, instructors, technicians and cleaners, understand the importance of decontaminating their hands before and after 

every episode of care. 

4. To promote compliance. To detail requirements of training in hand hygiene standards. WHO refers to hand hygiene reducing the transmission 

of microorganisms (including those that are antibiotic-resistant), increasing patient safety, and decreasing healthcare-associated infection (HAI). 

Effective, timely hand hygiene is a cornerstone of infection prevention and control. 

2. Definition: 

Hygiene is a broad term and encompasses many activities. It can include hand hygiene, hand-washing and hand sanitizers such as alcohol-based 

hand rubs (ABHRs), menstrual hygiene management, oral hygiene, environmental cleaning in health care facilities, and food hygiene. Hand 

hygiene is a general term that applies to either handwashing, antiseptic hand wash, alcohol-based hand rub, or surgical hand hygiene/antisepsis. 

Handwashing refers to washing hands with plain soap and water. Handwashing with soap and water remains a sensible strategy for hand hygiene 

in non-healthcare settings and is recommended by CDC and other experts. 

3. Policy: 

1. Hands must be decontaminated before an aseptic task and between each procedure 

when undertaking several consecutive procedures demonstration and practice. 

2. After exposure risk, including after removal of gloves. 

3. After touching objects & immediate environment which are frequently in direct contact 



 

  
 
 
 
 
 
 

 المملكة العربية السعودية 

جــامـعـة تـبــوك - التعليموزارة   

 الكلية الجامعية بأملج

 وحدة المسؤولية المجتمعية

 

KINGDOM OF SAUDI ARABIA  

Ministry of Education 
University of Tabuk  

University College of Umluj 

 

 
 

(e.g., bed linen, bed rails, bedside). 

4. In addition, hand hygiene should be performed between clinical areas, before handling food, after visiting the toilet, after handling specimens, 

clinical waste, used laundry or contaminated equipment, and whenever hands feel unclean or are visibly dirty 

4. Procedures: 

4.1 If using soap and water: 

0 Wet hands under running water. 

1. Apply enough liquid soap to cover all hand surfaces. 

2. Rub hand to pam in a circular action. 

3. Rub the back of each hand with the palm of the other hand with fingers interlaced. 

4. Rub palm to palm with fingers interlaced. 

5. Rub backs of fingers to opposing palms with fingers interlocked. 

6. Rub each thumb clasped in the opposite hand using a rotational action. 

7. Rub tips of fingers in the opposite palm in a circular action 

8. Rub each wrist with the opposite hand 

9. Rinse hands under warm running water 

10. Use an elbow or paper towel to turn off tap. 

11. Dry thoroughly with paper towels 

5. Responsibilities: The Laboratory committee oversees strict compliance and hand hygiene 
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monitoring. Information dissemination is carried out together with the faculty, and staff hand 

hygiene All personnel and other healthcare workers must comply and reinforce 

6. Appendix 

If using alcohol rub, do steps 2-8. 
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Your five moments for hand hygiene at the point of care: 
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1.BEFORE PATIENT CONTACT WHEN? Clean your hands before touching a patient when approaching him/her. 

WHY? To protect the patient against harmful germs carried on your hands. 

2 BEFORE A CLEAN/ASEPTIC 

PROCEDURE 

WHEN? Clean your hands immediately before any clean/aseptic procedure. 

WHY? To protect the patient against harmful germs, including the patient’s own, from 
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entering his/her body. 

3 AFTER BODY FLUID EXPOSURE RISK 

WHEN? Clean your hands immediately after an exposure risk to body fluids (and after glove removal). 

WHY? To protect yourself and the health and social care environment from harmful patient germs. 

4 AFTER PATIENT CONTACT 

WHEN? Clean your hands after touching a patient and her/his immediate surroundings, when leaving the patient’s side. WHY? To protect 

yourself and the health and social care environment from harmful patient germs. 

5 AFTER CONTACT WITH PATIENT SURROUNDINGS 

WHEN? Clean your hands after touching any object or furniture in the patient’s immediate surroundings when leaving - even if the patient has 

not been touched. 

WHY? To protect yourself and the health and social care environment from harmful patient germs. 

 

7. References: 

1. Community Infection Prevention and Control Policy for General Practice Hand 

Hygiene. (n.d.). NHS. https://www.infectionpreventioncontrol.co.uk/ 

2. Hand Hygiene. (n.d.). WHO. https://www.who.int/docs/default-source/patientsafety/ 

how-to-handwash-poster.pdf?sfvrsn=7004a09d_2 

3. Hand Hygiene Guidance | Hand Hygiene | CDC. (n.d.). Retrieved October 10, 2022, 
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4. Policy on Hand Hygiene. (2022, October 3). Yeovil District Hospital NHS Foundation 

Trust. Retrieved October 10, 2022, from https://www.yeovilhospital.co.uk 
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PERSONAL PROTECTIVE EQUIPMENT 

1. Purpose: To protect and ensure the safety of the laboratory's students, healthcare workers, and other personnel. 

2. Definition: 

Personal Protective Equipment (“PPE”): PPE protects the wearer against chemical, biological, radiological, or mechanical hazards. Different types 

and levels of PPE may be required of individuals, depending upon their specific role within a laboratory and the work being performed. 

When used correctly and with other infection control practices such as hand-washing, using alcohol-based hand sanitizers, and covering coughs 

and sneezes, it minimizes the spread of infection from one person to another. Effective use of PPE includes appropriately removing and 

disposing of contaminated PPE to prevent exposing the wearer and other people to infection. 

3. Policy: To protect faculty, staff, students, affiliates, and visitors from the hazards present in the laboratory, the Laboratory Safety Committee 

has established minimum PPE requirements based on best practices. Visitors to laboratories must be under the direct supervision of authorized 

faculty or staff. While using the labs, all faculty, staff, and students must know and practice the safety guidelines. Failure to adhere to general 

guidelines can result in disciplinary action. 

Universal precautions will be followed when there is exposure or potential exposure to blood or body fluids. The following PPE requirements 

apply to all individuals visiting research and teaching laboratories: 

 Full-length pants or equivalent must be worn at all times; 

 Closed-toe footwear that covers the top of the foot must be worn at all times; and 

 Long sleeves or laboratory coat wrapping both arms. 

 Depending on the work being done in a laboratory, additional and more specific PPE 
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may be required. 

4. Procedures: Putting On 

4.1. Gloves: Extend to cover the wrist of the isolation gown 

4.2. Gowns: 

Step 1: Fully cover the torso from neck to knees, arms to the end of wrists, and wrap 

around the back. 

Step 2: Fasten in the back of the neck and waist. 

4.3. Face Mask: 

Step 1: Secure ties or elastic bands in the middle of the head and neck 

Step 2: Fit the flexible band to the nose bridge 

Step 3: Fit snug to the face and below the chin 

Step 4: Fit-check the respirator 

Eye protection or Goggles: place over the face and eyes to adjust the fit 

* complete sequence in donning and removing PPE found in the appendix 

4.4. PPE for transmission-based: For communicable disease exposure, PPE is specialized clothing or equipment used to prevent contact with 

hazardous substances. Its use is an integral part of infection control and prevention measures that protect workers from exposure to blood, body 

fluids, and other potentially infectious materials. PPE such as gowns, gloves, masks, and goggles provide physical barriers that prevent the hands, 

skin, clothing, eyes, nose, and mouth from coming in contact with infectious agents. PPE is used to reduce transmission of communicable 

diseases when other measures, such as engineering controls and work practices, cannot completely eliminate exposure. 
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4.5. Compliance: All other individuals entering the laboratory space must follow the PPE requirements described above for the visitor, as well as 

the following: 

 Laboratory coats must be worn over personal clothing at all times; 

 Long hair and facial hair must be secured or tied back; 

 Flame-resistant laboratory coats must be worn when working with pyrophoric 

chemicals, water-reactive chemicals, and high volumes of flammable chemicals; 

 Disposable gloves that are protective against hazardous or potentially hazardous materials must be worn. Gloves must be replaced when 

soiled, contaminated, or damaged; and 

 Eye protection must be available and used when danger to splashing of hazardous 

or potentially hazardous materials could occur. 

 It is mandatory to use PPE where existing hazards cannot be avoided or adequately limited by collective protection means or by organizational 

measures. For example, individual action, PPE is always taken as a last resort because it acts on Man and is generally less effective. Lab coats are 

mandatory because it contributes to more excellent protection of the body and clothes. Lab coats must be made of 100% of cotton. Open shoes 

cannot be worn in the laboratory to protect the skin, and the user must wear anti-slippery shoes. 

Special consideration and care: 

Laboratory users who suffer from latex allergies should take precautions while using or handling the latex parts by wearing non-latex vinyl 

protective gloves. If a latex-related reaction is suspected, the laboratory instructor should provide the necessary care and notify the laboratory 

coordinator immediately. Appropriate management should be given and transport to hospital should be done if necessary. An incident report 

should be filled out by the lab instructor after managing this incident. Please refer to Appendix for standard operating procedures to reporting an 

injury/incident. 
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5. Responsibilities: The Laboratory Committee oversees laboratory activities, maintains safety protocols and policies based on guidelines set by 

the governing authorities, and complies with local regulations and guidelines. The laboratory custodian and the instructor must assume full 

responsibility for the visitor and ensure appropriate safety training and proper PPE are provided and used. Hosts must ensure that all visitors 

remove all PPE appropriately before exiting the laboratory. Personnel (faculty, students, and technicians) must be aware of the types of 

protective equipment available and use the proper style for each job. 

The Lab Technicians will ensure that faculty, teaching assistants, students, and employees have up-to-date guidelines, policies, and procedures. 

Following the review, participants will be required to electronically sign and date a Forms Manager form acknowledging that they understand the 

policies and procedures of the safety manual. Failure to complete the form will result in losing the ability to use the lab. 
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WASTE MANAGEMENT 

 

1. Purpose 

To ensure safety in the use of Nursing laboratories and environment, the Nursing laboratory practitioners and handlers 

a. to properly define terms related to hazardous medical waste, and ensure safety of 

laboratory workers (faculty, staff, students, laboratory technicians and cleaners). 

b. to handle and dispose medical wastes in a manner that poses minimal potential 

hazard to the environment and public health 

2. Definitions 

2.1 Laboratory Waste- is any solid, semisolid or liquid waste generate in diagnosis, treatment or immunization of human or animals in research 

or production or testing of biologics. 

1. Discarded swabs, cotton, sample containers and other biohazard but non-sharp objects used for sample collection should be placed in a 

covered trash container lined with an autoclaved biohazard bag, and autoclaved. 

Visibly soiled or splashed tourniquet and vacutainer holders should be discarded and new equipment used. 

2. Disposable plastics should be disposed of in a covered waste bin lined with autoclaved biohazard bag, and autoclaved. 

3. Reusable glassware should be disinfected with 10% household bleach overnight before washed and autoclaved. 

2.2 Sharps Waste-waste that contains sharp items such as vaccine glass vials and needles, scalpel blades, blood collection tubes, lancets, razors, 

broken glass or any other sharp objects that has a potential to cut or punctures through the body. 

3. Policy 
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3.1 Handling, transporting, and disposing of hazardous waste shall be properly defined to ensure safety of everyone working in the laboratories. 

3.2 Disposal of sharp and hazardous medical waste must be handled with extreme care to minimize the risk of injury and infection to everyone 

working in the laboratories. 

4. Procedures 

4.1 Segregation of hazardous and non-hazardous medical waste inside the laboratories 

4.1.1. Separates the hazardous waste from the non-hazardous waste, collecting and isolating it, and responsible for isolating and collecting waste 

in specially designed containers 

4.1.2. Collects infectious waste in yellow-colored plastic bags bearing the phrase "Hazardous Medical Waste" along with the Biohazard logo. 

4.1.3. Disposes sharps in yellow, thick, leak proof and puncture proof container bearing the phrase "Hazard – Sharp Items" and the Bio- Hazard 

logo. 

4.1.4. Ensures that before collecting and transporting bags / containers for hazardous medical waste, all containers are completely closed and 

secure with label data that reveal their contents including the Bio- hazard logo. 

4.1.5. Ensures that waste bags and containers are not filled more than three quarters of their size and that the components are not pressurized. 

Trash bags should not be carried close to or from the bottom of the holder's body. Bags should be carried from the top when handling. 

4.1.6. Collects Non-hazardous medical waste in black plastic bags. It is dealt with separately, and it must be separated from the hazardous 

medical waste at all stages (packing, collection, transport and storage inside the facility)- endorsed to MLT Department, Safety Officer. 

4.2 Biohazard waste Treatment 

There are two ways of treating biohazard wastes to render them harmless and biologically inert. 

These are: 

A. Steam sterilization for a sufficient time and at a sufficient temperature to destroy 
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infectious agents in waste (autoclaving). 

B. Chemical disinfection in which contact time, concentration and quantity of the chemical disinfectant are sufficient to destroy infectious agents 

in the wastes. 

4.3 Collection/Transportation within the department 

4.2.1. Collects and transports bags/containers of Laboratory Medical Waste using trolley to guarantee high degree of safety during  

collection/transport within the department facility. 

4.2.2. Trains laboratory technicians on transporting waste 

4.2.3. Ensures that prior to collection and transport of bags/containers of Laboratory Medical Waste, these shall be fully sealed with proper 

hazard identification label including the Biohazard logo. 

4.2.4. Ensures that there is no overfilling of waste bags and containers with not more than 3/4 their capacity. Waste bags shall not be held close 

to the collector body or to be held from their bottom. Bags shall only be held at the top when handling. 

4.2.5. Transports Laboratory Medical Waste covered specially designed trolleys that guarantee efficiency and endorsed to the MLT department 

c/o Safety officer. 

4.2.6. Wash hands after handling waste. Exercise good work practices. Example, Hand wash, and wipe counter tops regularly using freshly 

prepared 1:10 hypochlorite solution or bleach. 

Any spills or splashes of infectious material should be immediately cleaned up with absorbent material using an approved disinfectant such a 

dilute 10% bleach or chlorhexidine solution. 

4.4 Disposal of Biohazard Waste 

A. General Rules 
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1. Prior to endorsement of waste-to-Waste management over-all in charge (Safety officer), all biohazard wastes should be enclosed in a 

puncture-resistant, biohazard bag that is color-coded or labelled with the biological hazard symbol. 

2. Workers involved in disposal of blood or body must Wear appropriate personal protective equipment. 

a. Wear mask, heavy-duty gloves and eye protection during cleaning of the containers. 

b. Close and seal the container before removal from the point of generation waste during handling and movement of containers. 

c. Remove or replace collection container frequently enough to prevent overfilling. 

d. Maintain container integrity for the waste handlers during handling and segregation by closing container before pick-up. 

e. Torn, damaged, or leaking containers shall not be over packed (i.e., place within a second container). 

f. Never open nor transfer waste bags between containers because of the risk of exposure. 

3. The waste bin must be clearly indicated/marked Biohazard Waste. 

4. Train all personnel involved in the generation, handling of infectious material: 

a. All new personnel. 

b. Basic contents of the training program include information on the following: 

1. Hazards of waste. 

2. Safety procedures for dealing with sharps and medical waste. 

3. Action and notification in case of accidents. 

4. Proper segregation, containment, handling, transporting, and storing of 

waste. 
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4.5 Storage 

1. Biohazard wastes are stored in a locked and secured holding area located on the facility property. Warning signs are posted in English and 

Arabic “CAUTION”! BIOHAZARDOUS WASTE STORAGE AREA - UNAUTHORIZED PERSONS KEEP OUT”. 

5. Responsibilities 

a. The Department of Nursing, Laboratory and Instrument Management Committee shall be responsible for implementing and monitoring this 

policy. 

b. The Department of Nursing, Laboratory and Instrument Management Committee shall follow-up and shall assist with staff education and 

monitoring in order to comply with this policy. 

c. The laboratory technicians and housekeeping shall be responsible to deal with MLT department for waste collection and disposal. 

6. Appendix- Workflow for FAMS Laboratory Wastes 

7. References: 

1. United States Department of Labor, Occupational Safety and Health Administration 

(OSHA), (n.d.), 

2. Ministry of Health Guidelines for Personal Protective Equipment, 2009.  

3. Guidelines for Isolation Precaution Transmission of Infectious Agents in Healthcare 

Settings, 2007. 
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SAFE HANDLING OF SHARPS 

 

1. Purpose 

1.1. To ensure that laboratory technicians, faculty and staff are properly trained in safe handling, use and disposal of needles & sharps. 

1.2. To change work practices that pose a needle stick injury hazard to make them safer. 

2. Definition 

2.1. Sharps: Items that have corners, edges or projections that can cut or puncture human skin. Common examples of sharps include but not 

limited to hypodermic or intravenous needles and syringes with attached needles, razor blades, scalpel blades, scissors, knives 

and broken glass. 

2.3 Sharps Container: Yellow colored container that is rigid, leak proof, and puncture proof with a lid and labeled with the universal biohazard 

symbol or the word "BIOHAZARD". They are available in three different sizes as small medium and large 

3. Policy 

3.1 Do not bent, break or recap needles except in special and approved circumstances. 

3.2 Use the "scoop method” if recapping is necessary 

3.3 Place sharp boxes in all areas where required and are appropriately located away from traffic. 

3.4 Use sharp boxes properly; do not overfill, do not open to transfer sharps into other containers, and place it at or below eye level. 

3.5 Send sharp boxes for incineration when their contents are 3/4 full. 

4. Procedures 
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The laboratory technicians, faculty and staff should be aware of the hazards posed by needle stick injuries and should use the sharps safely 

and improve work practices as follows: 

4.1 Avoid the use of needles where safe and effective alternatives are available. 

4.2 Plan safe handling and disposal before beginning any procedure using needles. 

4.3 Keep the sharps container as close to where you are working as possible to avoid injuring themselves or others, 

4.4 Do not bend, shear, break, recap, remove needles from disposable syringes, or manipulate before disposal. 

4.5 Avoid recapping, use Scoop method 

4.6 Dispose of the syringe with needle still attached into the sharps container after giving an injection, 

4.7 Dispose of the used sharp immediately after use in the Sharps container. 

4.8 Do not pick up broken glass with bare hands. Use mechanical means such as a brush and dustpan, tongs, or forceps. 

4.9 Do not fill the sharps containers more than three fourths full, to avoid the risk of injury when introducing further items. 

4.10 Seal the sharp container when 3/4 full, the container identified by a label mentioning the department, type of waste, person in charge, 

time and date and sent for incineration. 

4.11 Make every effort to prevent injury or exposure, by careful handling and safe disposal of sharps, by covering unhealed cuts on the hands 

with waterproof adhesive plaster and by wearing gloves or eye protection when performing procedures in which exposure to 

contamination with blood, etc. is anticipated. 

4.12 Report all needle stick and other sharps-related injuries promptly to ensure that you receive appropriate follow up care. 

4.13 Tell your instructor about hazards from needles that you observe during laboratory activities. 

4.14 Participate in occupational hazards training and follow recommended infection prevention practices, including hepatitis B vaccination. 
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On the Use of Ampules. When breaking ampules for practice, laboratory users should protect their fingers by using ampule cutter or 

gauze/cloth covering and should break the ampule in the opposite direction of their face. Broken ampules should be only discarded in an 

ampule container. It should be discarded in yellow containers for needles. 

5. Responsibilities 

5.1.1 The LMIC monitor and supervise the implementation of the safe handling and disposal practices in the laboratories. 

5.1.2 To provide regular and targeted education and training to laboratory technicians, students, housekeepers and staff. 

5.1.3 To improve awareness and change attitudes and work practices among the department. 

6. Appendix 
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7. References: 

1. Preventing Needle stick Injuries in Health Care Settings; NIOSH Alert (CDC): November 

1999 

2. Image: Safe Needle Disposal | Thunder Bay District Health Unit (tbdhu.com) 
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MANAGEMENT OF NEEDLE STICK 

 

1. Purpose 

1.1 To provide guidelines for the management of needle prick/ sharps injuries and blood and body fluid exposures among students, laboratory 

technicians, housekeepers and teaching staff. 

2. Definition 

3. Policy 

Standard Precautions must be observed to prevent the transmission of blood borne pathogens like HIV, Hepatitis B Virus (HBV), Hepatitis C 

Virus (HCV), and other diseases caused by needle prick injury and blood/ body fluid exposure while working in the laboratories. 

4. Procedures 

4.1 Report all percutaneous injuries to instructor in charge. 

4.2 Students undergo Hepatitis screening and receives Hepatitis B-vaccine prior exposure to laboratories for protection. 

4.3 In case of Accidental Needle Prick, (First Aid) must be done which include: 

 Stop working 

 Bleed site gently. 

 Wash with soap and water and cover with dressing 

 Apply isopropyl alcohol 70% 
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 Report the incident (to your instructor in charge) 

 Fill up the Appendix D.1 Incident/Injury report Form and have it signed by your immediate superior. 

 Proceed to the staff health clinic with Injury/ Incident Report Form 

 Employee health physician evaluates the employee. 

4.8 If the source individual is found or known to be Hepatitis C positive, HIV positive 

& Hepatitis B positive then the exposed individual needs follow-up to the University Health Clinic 

5. Responsibilities 

5.1.4 The LMIC to help exposed individual to the University Health Clinic to take history and have test for HBsAG, Anti- HBs, Anti-HCV, HIV 

screening. 

2.1. Percutaneous injury- a needle pricks injury or cut with a sharp object. 

6. Appendix/Form 

7. References: 

Association of Professionals in Infection Control and Epidemiology: Occupational 

Exposure 2005. Pp.27-1to 27 -10. 
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Other Safety Issues during Laboratory Training 

 

1. Purpose: 

1.1 To provide guidelines 

2. Policies: 

A. General 

1. First aid kit is available in all laboratory rooms. 

2. Safety precautions are posted for laboratory users’ guidance. This includes fire precautions and accidents/injury precautions. The posters 

must not be removed or superimposed by any laboratory user. See Appendix for Fire Plan Procedure. 

3. Smoking is strictly prohibited in all laboratories. 

4. Unauthorized personnel are not allowed in the laboratory at any time. Injury to unauthorized personnel in the laboratory will not be 

considered the responsibility of Laboratory Coordinator, Laboratory Technician, The Department of Nursing and the University as a whole. 

5. Use of Medications/Fluids 

Only placebos (candy pieces, practice-med, and water) should be used for administering oral/topical medications. Old medicine bottles should 

be labeled correctly when preparing of an actual medication order. 

6. Expired I.V. fluids may be used for practice and demonstration. These fluids are not for internal use, but for practice with the mannequins or 

models only. Any IV fluids and tubing which have been used will be discarded. 

7. Laboratory users should always consider safety and welfare of others and their selves. 

Injury incidents or any incident associated with laboratory safety should be reported to the laboratory coordinator. 
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8. In case of fire, laboratory users should not panic. The fire escape plan should be implemented. Fire escape routes are indicated in the plan. 

Please refer to Appendix for standard operating procedures during fire incidents. 

B. Electrical safety guidelines 

1. Laboratory users are responsible in reporting to the laboratory custodian or laboratory coordinator any frayed electrical cords, cracked 

plugs, missing outlet covers, etc., as well as any problems encountered while using electrical equipment. 

2. Wet materials should not be used around electrical outlets or equipment. 

3. No electrical cords will be left in the pathway of walking traffic. Extension cords should be properly fixed to the floor if used over a walkway. 

4. Electric beds in the skills laboratory should be inspected or checked regularly before use. 

5. Electric beds should be maintained in the lowest position. 

6. Only three-prong plugs that contain a ground wire should be used to power equipment in the laboratory. 

C. Physical safety guidelines 

1. Students should perform proper body mechanics during practice and return demonstration especially in moving, lifting, and transferring 

skills. 

2. Equipment used for body mechanics practice (bed, wheelchairs, stretcher, etc.) should be used only if in good working condition. Any 

malfunction in the equipment should be reported immediately to the laboratory technician using the incident/injury form. 

3. The wheels of all equipment (wheelchairs, stretchers, and beds) should be locked during practice and return demonstration. 

4. Managing hazardous waste: 

a. Batteries which are not functioning should be disposed of properly. 



 

  
 
 
 
 
 
 

 المملكة العربية السعودية 

جــامـعـة تـبــوك - التعليموزارة   

 الكلية الجامعية بأملج

 وحدة المسؤولية المجتمعية

 

KINGDOM OF SAUDI ARABIA  

Ministry of Education 
University of Tabuk  

University College of Umluj 

 

 
 

b. Contaminated supplies used during laboratory activities are collected, singed as hazardous waste material and stored in designated area of 

the skills laboratory. All biohazard wastes will be taken by a designated transporter. 
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H. Duties and Responsibilities of Laboratory Users 

1. Students 

1. Students are expected to come to laboratory prepared by having reviewed the skill(s) to be practiced and/or demonstrated 

as well as having read the assigned topics/chapters (if any) by his/her instructor prior to laboratory demonstration. They are 

advised to take advantage of every opportunity to enhance their nursing skills. 

2. Log in on arrival to the attendance sheet provided by the laboratory instructor and log out before leaving. 

3. Inform the laboratory instructor of any particular learning needs. 

4. Gather and return the equipment used for skill performance. 

5. Approach situations and scenarios as if they are actual client interactions. 

6. Follow safety measures at all time. 

7. Maintain cleanliness of the laboratory area. 

8. Dispose of sharps appropriately. 

9. Demonstrate respect and consideration for self and others. All students should display 

professional, courteous conduct. 

10. Alert the laboratory instructor of allergies and injuries including latex allergy. 

11. Any damage or malfunction of mannequins or equipment should be reported to the laboratory instructor immediately. 

12. Students should at all times observe the safety precautions and appropriate techniques while learning and practicing skills 

in the lab. If not sure where to locate equipment, supplies or resources, ask. 
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13. Students should be knowledgeable of the care, handling, and proper use of equipment prior to using it in the laboratory. 

14. The Identification card or ID should be surrender at all times when borrowing equipment 

 

2. Laboratory Technicians 

1. Conduct monthly inventory of the existing laboratory equipment and supplies and submit semestral report to the laboratory 

coordinator. It should include utilization, losses, and breakages/damages on all laboratory rooms, laboratory equipment and 

supplies. 

2. Catalog and maintain security for audio visual and other media resources. 

3. Check that the number of borrowed materials is complete and in good condition when 

returned. 

4. Prepare laboratory equipment and supplies for each skills laboratory class based from the laboratory instructor or 

demonstrator’s requests. 

5. Oversee maintenance of laboratory equipment and supplies, and computer technology 

equipment for simulation; responsible in monitoring all equipment for optimum performance and also for the certification. 

6. Initiate processes on ensuring repairs of damaged laboratory equipment. 

7. Coordinate with the laboratory coordinator in the procurement/requisition of equipment and supplies. 

 8.Directly responsible on the documentation of usage of laboratory, laboratory equipment and supplies. 

9. Ensure that the laboratory rooms are clean, safe, and organized. 

10. Accomplishes the Daily Nursing Skills Lab Follow-Up Sheet. 
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11. Promote safe laboratory practices. 

12. Ensure the completeness of the first aid kit every day. He/she will replace supplies as needed. 

13. Responsible for the Nursing skills laboratory lock/key. 

3. Laboratory Instructors 

1. Submit a copy of practice laboratory classes and clinical examinations. 

2. Notify the laboratory technician on the scheduled skills laboratory 

classes/demonstrations/practice sessions three days prior to the set activity. Submit skills 

requisition slip specifying the nursing procedure to be done, needed equipment and supplies and number of students.  

3. Observe, supervise and provide student feedback during return demonstrations and clinical examination 

4. Keep abreast of the new and best practices in nursing skills laboratory on 

regional/national/international changes. 

5. Ensure that the borrowed laboratory equipment and supplies are respectfully returned to the laboratory technician after 

use. 

6. Strictly uphold the guidelines and policies for laboratory usage and care and laboratory safety. 

 

4. Laboratory Coordinators 

1. Spearhead the improvement of the nursing skills laboratory. 

2. Establish and update laboratory policies and procedures as necessary. 
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3. Orient students, new faculty and staff to the nursing laboratory. 

4. Assure orientation material/lab manual is current and up to date. 

5. Double check the inventory report of the laboratory technician regularly. 

6. Maintain laboratory usage records, laboratory equipment and supplies status and purchase reports. 

7. Oversee strict implementation of the laboratory guidelines and policies. 

8. Manage problems arising from laboratory usage and provide report to the Department 

Supervisor. 

9. Responsible for the requisition of equipment and materials. 

 

5. Demonstrators 

1. Act as assistant to laboratory Instructors 

2. Responsible for the student skills acquisition in the absence of the laboratory instructor. 
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Appendix A 

Standard Operating Procedures in Borrowing and Using Laboratory Resources 

1. Laboratory Instructors should notify the Laboratory technician of the equipment/materials 

that will be used in their demonstration by accomplishing Skills Laboratory Requisition Slip 

three working days prior to scheduled laboratory classes indicating the procedures to be done, 

materials and equipment needed, number of students and date and time of the skills lab class. 

Please see Appendix for the Skills Lab Requisition Slip. 

2. Equipment can only be borrowed for legitimate educational purposes. 

3. Laboratory technician prepares the equipment/materials that will be used in the scheduled 

demonstration. 

4. On the day of the laboratory class, the laboratory instructor must secure the equipment and 

materials needed. She or He must be at the laboratory 15 minutes prior to the schedule 

laboratory class to prepare materials needed. She or He must also log in on the Daily Nursing 

Skills Lab Usage form. 

5. Responsible and proper handling of the laboratory resources should be observed. 

6. The laboratory users (laboratory instructor and students) should make sure the 

equipment/materials used are in good condition before returned/endorsed to the Laboratory 

Custodian. The equipment and materials used should be returned after each skill laboratory 
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class and/or the return date specified. Disposable materials should be properly discarded. 

7. Use the same for in returning the materials and equipment and get a copy of it. 

8. Accomplish separate for if the procedure will take more than one day. 
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Appendix B.1 

SKILLS LABORATORY REQUISITION AND RETURN SLIP 

(FOR STUDENT) 

Control No._______ 

Date: ____________ Time: _____________ 

Name of Students Students Number Students Signature 

_____________________ ____________________ _______________ 

_____________________ ____________________ _______________ 

_____________________ _____________________ _______________ 

_____________________ _____________________ _______________ 

_____________________ _____________________ _______________ 

_____________________ _____________________ _______________ 

Nursing Procedure___________ _______________________ Date of Lab. Class/ Time__________ 

Remarks: 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Permitted by: _________________________ Received by: ______________________ 
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Appendix B.2 

SKILLS LABORATORY REQUISITION AND RETURN SLIP 

(FOR FACULTY) 

Control No.____________ 

Name of Lab. Instructor _____________________ Date of Request_________ 

Employee Number ___________ 

Nursing Procedure___________ 

Date of Lab. Class/ Time__________ 

No. of Students__________ 

Remarks: 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Requested by: _________________________ Received by: ______________________ 

Name and Signature Laboratory Technician 
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Appendix C 

Standard Operating Procedures in Requisition, Servicing and Replacement of 

Laboratory Resources 

Requisition 

1. Depleted lab materials must be reported by the lab technician to the lab coordinator. 

2. Requisitions will be prepared by the Lab coordinator. Consultations with Course Coordinators 

shall be made as needed. All requisitions will be submitted to the Office of the Supervisor for 

review and approval. 

3. The requisition shall be forwarded to the Office of Department Head for further action. 

Servicing and Replacement 

1. All reports concerning damages and losses shall be reported to the Office of the Supervisor. 

2. The Supervisor shall forward the report to the Office of the Laboratory Unit of FAMS for 

further action. 
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Appendix C.1 

DAMAGES AND LOSSES FORM 

Name: _______________________________ Date of Report: ____________________ 

Others Involved: Date and Time of the Incident: _________ 

1. ______________________________ Technician/ / lecturer on Duty 

2. ______________________________ ________________________________ 

3. ______________________________ ________________________________ 

4. ______________________________ 

5. ______________________________ 

Equipment Damage or Lost: _____________________________________________________ 

Quantity_____________ 

Detailed Statement of Damage and Losses: 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 
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__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

Signature over Printed Name 

Action to be taken: (To be filled up by the Laboratory Technician or in-charge personnel) 

_____ Repair ______Replace 

Remarks: 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

Signed and Witness by: Approved by: 
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Appendix D 

Standard Operating Procedures in Reporting an Incident/Injury 

1. Any incident occurring while using the nursing lab during skills laboratory classes must be 

reported to the laboratory coordinator and supervisor of the Department immediately. 

2. Immediate assessment and first aid must be done accordingly. 

3. Appropriate personnel must be informed as soon as possible in case transport to hospital is 

needed. The laboratory instructor/staff/student should be assisted to appropriate agency, or 

personal physician depending upon the nature of the injury. 

4. An incident report must be filled out for the injury within 24 hours. The report must be made 

by the laboratory instructor and the student/s involved as soon as possible after the incident. 

The incident/injury forms are available from the laboratory custodian or from the laboratory 

coordinator. The concerned student/s and laboratory instructor should submit the incident 

report to the skills laboratory coordinator and supervisor of the department. 

5. The laboratory coordinator must follow-up with the involved laboratory user within 3 working 

days and makes a follow-up report to be submitted to the office of the supervisor. 

6. A copy of the incident report and a written follow up report should be kept in the office of 

the supervisor 
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Standard Operating Procedures during Fire Incidents 

IF YOU DISCOVER FIRE! 

1. Leave the fire area, take the key. 

2. Close all doors behind you. 

3. Activate the fire alarm, use pull station. 

4. Call the Civil Defense, (never assume this has been done). 

5. Know and give the correct address and location of fire in the building. 

6. Use emergency to leave the building immediately. 

7. Do NOT use elevators. 

8. Do not return until it is declared safe to do so by Fire Official. 

IF YOU ARE IN A ROOM AND A FIRE ALARM IS HEARD! 

1. Before opening door, feel door knob for heat. 

2. If not hot, brace yourself against door and open slightly. 

3. If you feel air pressure or hot draft, close door quickly. 

4. If you find no fire or smoke in corridor, take room key, close door behind you and leave by 

nearest emergency exit. 

5. If you encounter smoke in corridor or stairwell, consider taking corridor to other side of 
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building where another stairwell may be clear. 

IF YOU CANNOT LEAVE YOUR ROOM OR HAVE RETURNED TO IT BECAUSE OF FIRE OR 

HEAVY SMOKE, REMAIN IN YOUR ROOM, AND: 

1. Close the door. 

2. Unlock door for possible entry or firefighter. 

3. Call Fire Department where you are, then signal to firefighters by waving a sheet. 

4. Seal all cracks where smoke can get in by using wet towels or sheets to seal mail slots, 

transoms and central air conditioning outlets if necessary (roll of wide strong masking tape is 

useful). 

5. Crouch low to the floor if smoke enters the room & move to the balcony or most 

protected room and partially open the window for air (close window if smoke comes in). 

6. Wait to be rescued – remain calm – do not panic or jump. 

E.6. Agreement Form 

Date: ________________________ 

I, ___________________________________ a BSN student of the University of Tabuk, 

Faculty of Applied Medical Sciences, Department of Nursing have read, understood, and studied the 

contents of this manual, swear this day (_____/____/______) that I will abide all the policies and 
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procedures indicated in this manual. 

I agree that I have had the opportunity to ask questions regarding the contents in this manual. 

I will always keep in mind that any misconduct and disobedience has a corresponding disciplinary action 

and will be reflected on my general evaluation. 

My signature implies that I agree to follow the specified guidelines and policies. 

_________________________ 

Student’s Name and Signature 

Date: ________________________ 

I, _____________________ (name) ________________ (year level) student of the 

University of Tabuk, Department of Nursing have read, understood and studied the contents of this 

nursing skills laboratory manual, swear this day (_____/____/______) that I will abide all the policies, 

rules and regulation indicated in this manual. 

I agree that I have had the opportunity to ask questions regarding the policies and information 

contained in this manual. I will always keep in mind that any misconduct and disobedience has a 

corresponding disciplinary action and will be reflected on my general evaluation. 

My signature implies that I agree to follow the specified guidelines and policies. 

________________________ 
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Student’s Name and Signature__ 

 


