Morris/Smyth Lab Responsibilities


	Susan
	Check inverted and Upright microscope, and check the usage of mercury/xenon lamp tracking with login signup sheets. 
	Once per month

	
	
	

	Mani
	Responsible for general oversight of equipment (including pipets,  Odyssey Machine, centrifuges) and arranging for repairs/movement/upkeep as needed 
	

	
	Responsible for organizing lab meetings and journal clubs
	

	
	Ensuring Western blot reagents are in stock
	

	
	Ensuring cell isolation  reagents are in stock
	

	
	Ensuring glucose strips for glucose test are in stock
	

	
	
	

	Adrienne
	Responsible for general lab management:

· Ensuring monthly swipe tests are performed

· Ensuring radiation waste disposal

· Ensuring broken glass disposal

· Oversight of autoclaving

· Ensuring pipet tips are available


	

	Megan


	Lab ordering


	

	
	Monitoring and recording orders

Filing packing slips with orders

Recording items received
	

	Adrienne
	Ensuring lab office supplies are in stock (Notebooks, pens , glue, Manila folder, A4 paper etc) 
	

	
	Responsible for training records
	

	
	Lab safety and maintenance
	

	
	Supervision of work study students
	

	
	
	

	Liping


	Responsible for mouse colonies

· Breeding, genotyping, records, orders, cards

· Maintaining animal basket kits (containing Vet bond, Scissors, Labels, permanent marker, portable weighing balance)
· Reagents for PCR/genotyping
	

	
	Responsible for VA lab safety

· Eyewash records

· Lab safety inspections at VA (per schedule)


	

	
	Maintaining Animal basket kit (containing Vet bond, Scissors, Labels, permanent marker, portable weighing balance).
	

	
	
	

	Adrienne
	Lab records 

· antibodies in BBSRB, post on the server

· common reagents
	As needed

	
	Arrange and Autoclave bottles 50ml,100ml,250ml,1L, 2L with Adrienne and students
	

	
	10% PBS, keep in stock
	

	
	Back-up for student duties, when they are not available 

· Waterbaths

· Autoclaving

· Tips

· biohazard bags


	

	
	Ensuring histology reagents are in stock
	

	Holly
	Wash lab coats 
	As needed

	Work/study

Students/
	Water bath(s)- lab, platelet room

· Clean weekly
	Weekly

	
	Wash spatulas and stir bars
	As needed

	
	Pipette tips
· Autoclave and rack- p10, p200, p1000  
	As needed

	
	Bottles 50ml,100ml,250ml,1L, 2L 

· Autoclave and put away with 
	As needed

	
	Cylinder sand beakers (glass/ plastic) 

· Autoclave and put away with
	As needed

	
	Put autoclaved dishes away
	As needed

	
	
	

	
	
	

	
	
	

	
	
	

	Pooja
	Biohazard bags 

· Change out in tissue culture room, platelet room, and lab
	As needed

	Anping
	Responsible for animal surgery suite

· Record logs

· scheduling

· Medication use logs

· Ensuring medications are in date
	

	
	
	

	Manjula
	Responsible for mass spec equipment and room
	

	
	
	

	
	Specific Lab Tasks for Students/Post-Docs
	

	Yang
	Ensuring  histology reagents are in stock
	

	
	4% PF, stock
	

	
	Maintaining the platelet cell counter machine.  Cleaning and login its condition once a week and ordering reagent for it as needed
	

	
	
	

	Paul
	pH meter

· Maintaining and calibrating 
· ordering reagents: pH calibrator, electrode storage buffer
· acid and base solutions
	

	
	RT-PCR reagents.
	

	Fredrick
	CO2 tanks in tissue culture room.  
	Check Daily

	
	
	

	Adrienne/Tiffany
	Platelet Room

· General oversight

· Aggregometer upkeep and supplies

· Diamed Machine upkeep and supplies
	As needed

	Brice
	Maintaining dH20 in containers
	As needed

	
	10X TAE Buffer
	As Needed

	Keith
	Balances:  milligram and 
· clean
· calibrate 
	As needed

	
	Centrifuge cleaning
	

	Tao
	Gel running area 
· clean/organized (includes shelves)
	Every other day

	
	Liquid nitrogen container 
	Weekly

	Mei

	70% Alcohol, stock
	As needed

	
	Tissue culture room

· Clean TC incubator at BBSRB
· Water bath, clean/maintain

· Liquid waste flask/clean maintain

· CO2 tanks in tissue culture room
	

	
	
	

	
	· 
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


· Please sign up the Login sheet for the inverted and upright microscope, even if you’re using for few minutes – it’s mandatory.

· Please clean up your own area and keep your water bath clean!!
· Everyone should run the Windows automatic updates regularly. 

· Mani and Tracy would be in charge and keeping track of all these lab duties








