Time Manager

Purpose: Keep the work moving so the job is completed on time
· Calculate the time needed for each task:

· Getting materials and setting up

· Note requirements for hot water baths, etc. that may need to be set up at the start of lab so that they are ready for use when needed (work with Leader to assign jobs).

· Don’t allow anyone to begin work until each group member is wearing PPE including appropriate shoes.

· Make sure each step happens at the proper time

· Be sure that each group member is ready to do his job.

· Make sure everyone knows how much time is left.

· Give time alerts.

· Alert group when it is time to clean up.

· Be productive and anticipate what needs to be done; help others do their jobs.

Cleanup Supervisor
Purpose: Be sure that your group leaves the work area cleaner than found.
· The Cleanup Supervisor is in charge of cleanup and will not be doing this job alone.

· Work with the Materials Supervisor so that you know where everything “lives”.

· Assign helpful tasks to other group members to help you clean up.

· Make sure equipment is cleaned and returned to its home.

· Make sure tables are wiped and dried.

· Make sure all chemicals are disposed of properly at the end of the lab.

· See that someone cleans the sink.

· Straighten up and wipe up general chemical area.

· Lastly, be sure all PPE is stored correctly and neatly.

· Check any drawers used too.

· Be aware of cleanup that can be done while other work is occurring to save time later. Help others see this too.
Leader/Manager
Purpose: Keep team focused on understanding and carrying out the group’s work by making sure all jobs are being done.

· Keep everyone on task.

· Read the procedure carefully before lab.

· See the big picture; help others to see it too.

· Be sure everyone is wearing appropriate clothing and PPE.

· Ask for volunteers for each job; assign when appropriate.

· Make sure that everyone understands his role in the procedure and knows how and when to do his job.

· Supervise the actual setup and data-gathering for both teams in your group.

· Make sure each group member carries out his job. Remind, when necessary.

· Be proactive and look for ways you can help your group.

Materials Supervisor

Purpose: Be sure that your group obtains and properly uses the needed materials.

· Make sure each lab table has enough equipment and chemicals for both teams.

· Be sure everyone is wearing goggles, apron, or other needed PPE.

· Be sure everyone knows how to use every piece of equipment.

· If something is spilled or misplaced, clean it up or return it to its home.

· Make sure all materials are put away properly at the end of the lab.

· Be proactive and look for more ways to help your group.
