Lab Policies

Administration:

Program Administrator
Therese Stearns
859-323-2274
tmstea2@email.uky.edu







fax 859-257-3235
Laboratory Phone




859-323-5484

General Lab Policies

Mani Panchatacharam, PhD, Res. Assistant Professor

Animal Issues


Liping Yang, MD, Research Analyst

Lab Supplies


Adrienne Nguyen, Senior Laboratory Technician

CVRC



Admin Director
Darin Cecil

859-323-4683
UK Medicine


Human Resources
Liz Hillard/Darin Cecil/Merna Brown              

Computer assistance
call IT to report problems 3-8586

1. UK Laboratories

B206 BBSRB

Telephone: 323-5484

Fax 859-257-3235

UK Mailing Address:

741 South Limestone 
B252 Biomedical Biosciences Research Building
Lexington, Kentucky 40536-0509
Contact Therese to have your swipe card activated. She will need the 8 digits that are in the middle of the numbers on the back of your UK ID badge.

1. Lab meetings 

Lab meetings are held once a week for approximately one hour.  Currently, lab meetings are Mondays from 8:30am – 9:30am.  Attendance is expected by all lab members.  Lab meetings consist of taking care of routine lab business and organization, discussion of current research in the field and in the lab, and informal presentations by one or two lab members.

2. Journal Clubs

Our regular journal clubs are Fridays 4:00 – 5:00.

There are two additional campus Journal Clubs that can be attended based on research interests. Article can be found on the links below

Platelet Journal Club:
 4th Monday of the each month BBSRB 2nd floor


http://www.mc.uky.edu/cvrc/seminars/bcjc-2012Q1.html
Cardiovascular Journal Club:
Tuesday 8 – 9 am in CTW 523


http://www.mc.uky.edu/cvrc/seminars/cvjc-2012Q1.html
3. Cardiovascular Seminar Series

Fridays 8:00 a.m. - 9:00 a.m., Biological-Pharmaceutical Building 234B
http://www.mc.uky.edu/cvrc/seminars/cvss-2012Q1.html 

4. Travel requests
Therese will process travel requests to attend meetings/conferences.  Your PI will need to tell you what source of funding will pay for the travel.  You can request a prepayment of registration thru Therese if it meets the UK hardship policy.   Air travel can usually be directly billed to your PI’s Procard.  There are many rules associated with the Procard use and travel, thus you have to ask Therese or the CVRC admin group prior to using it.  However, all other expenses (, food, taxis, etc) have to be paid out of pocket and then you can claim reimbursement.  You need to keep copies of all of your receipts (except for food).  Be aware that the university has daily limits on the amount that can be spent on food.  When you are requesting reimbursement, you need to fill out the travel reimbursement form, which you can be obtained from Therese.  If Dr. Smyth is your PI, YOU MUST GIVE HER A COPY OF YOUR REIMBURSEMENT FORM. 

Note:  You must also submit an absence sheet with the lower section for “Official Univ. Travel” completed with the days travelling and the purpose.  http://www.uky.edu/eForms/forms/absence.pdf 

5. Vacation leave

If you are going to take more than two days in a row of vacation, you need to inform your PI and your direct supervisor at least one month ahead of time so that they can plan experiments in your absence.  It is your responsibility to find someone to assume your assigned laboratory tasks while you are away.

Note:  You must also submit an absence sheet with the vacation section for “Vacation Leave” completed.  http://www.uky.edu/eForms/forms/absence.pdf 

6. Sick leave

When you call in sick, please make sure you leave a message about any of your lab responsibilities that need to be handled while you are out.

Note:  You must also submit an absence sheet with the sick section for “Temporary Disability Leave” completed.  http://www.uky.edu/eForms/forms/absence.pdf 

7. Copier

The BBSRB copier code is 5484. Please remember that we are monitored and charged for the number of sheets of paper we use.
8. Library Registration

Go to William T. Young Library reception desk and register your name and they give will you a bar code for free access for the journals to be accessed from your residence.
9. Dress Code when working in the lab: No open-toed shoes, shorts, or short skirts. Wear a lab coat during experiments. Eye protection should be used as appropriate. Always wear eye protection when working with blood.
10. Immunization

Because of our work with blood, you will need a Hepatitis B vaccine (if not previously immunized).  Hepatitis B vaccination is available at University Health Services (UHS), B 163 Kentucky Clinic.  Employees need to present their UK ID upon arrival.  No appointment is necessary.  A healthcare professional will discuss the employee’s work, the chances of getting Hepatitis B, and the benefits and risks of the vaccination.  He/she will answer the employee’s questions to help him/her make a decision regarding the vaccination.     UHS will also notify the PI that the employee has received appropriate medical services, in a manner that does not breach medical confidentiality.  For more information, call 323-5823 to speak with a UHS representative.

If you choose not to be vaccinated, you must sign a declination form which will be presented to the employee by the UHS (or other medical personnel as explained by the PI).  The declination form is kept on file by the PI.  If the employee declines vaccination but later changes his/her mind, and is still at risk of exposure to human bloodborne pathogens, he/she may then receive the vaccination, at no charge.

11.  Work Related Injuries

Information about work related injuries can be viewed at: http://www.uky.edu/HR/benefits/disability_worker.html
 

Of particular importance is the fact that all work-related injuries should be immediately reported by calling the Worker’s Care Program at 1-800-440-6285.  The correct steps to follow in reporting an injury are as follows:

1. Contact your supervisor immediately to report the incident. 
2. Your supervisor will help determine if you need medical care. If it's determined you need medical care, your supervisor should contact the Workers' Care 24-hour access line immediately (800-440-6285) to report the incident. Please note, if your supervisor is unavailable, call the access line and report the incident yourself. Workers' Care will direct you to the appropriate facility for medical care. 
3. Proceed to the UK Workers' Care network facility for evaluation and care. 
12. Computers

Please call 3-8586 to activate your email account and to set up a computer for your use in the lab.  General logon:  ssslab    Password: Medicine1
All computers are considered shared resources.  Therefore, all computers will be set up in a standardized format.

No non licensed software can be loaded on any lab computer.

No software should be downloaded that will adversely affect the computer performance.
Our lab has space on the Medicine Server 

To map the lab server 

1) Right click on “my computer”

2) Choose map network drive*
3) Make sure that the check mark is checked in “Reconnect at logon”

4) In “Folder” type \\internalmed\ssslab$
5) Click on finish
*note: the letter for the drive is arbitrary. Choose whatever letter you like.

13. Data Storage

Data books need to be easily comprehended by anybody in the lab (and any outside inspectors!).  
A diary needs to be maintained on a daily basis that provides a barebones description of what was accomplished.  Although brief, there needs to be specific information to identify a study.  If this information is not placed on the book on the day, the notes should be annotated with the day they were entered into the book.
Data storage (in ring binders and on the server) should be organized and indexed in a way that facilitates data retrieval. 
All hardcopies should contain the file name.
Computer files can be maintained on the network to be backed up. 
Original data books should NEVER leave the laboratory.  Only copies of data should be taken off site (electronic or hardcopy).
Experiments need to be performed using an accepted protocol.  For experiments that are performed routinely in the lab, a copy of the protocol should be placed in the Protocols folder on the lab serve. If a protocol needs to be amended, the lab member needs to rewrite this, and make everyone is aware of the new changes in case they have “private” copies that need to be changed.  

Everyone in the lab will be provided with a diary to record daily experiments. Prior to books being given to Dr. Smyth, staff and new trainees need to give their diary books to Dr. Panchatcharam for review.
Maintain data on lab standards for software


Spreadsheet

Excel


Statistics

SigmaStat


Graphs


SigmaPlot


Slides


Powerpoint


Word processor
Word
14. Research Integrity
The Office of Research Integrity provides standards for research compliance that the lab follows.  These can be found at http://www.research.uky.edu/compliance.html.  In particular, lab members are asked to read the sections on Data Retention and Ownership, Intellectual Property, Research Integrity and Misconduct.  

Guidelines for avoiding plagiarism are available at http://ori.hhs.gov/avoiding-plagiarism-self-plagiarism-and-other-questionable-writing-practices-guide-ethical-writing
Software to check for inappropriate praraphrasing can be found at :

Crosscheck: http://www.crossref.org/crosscheck/index.html
eTBLAST: http://etest.vbi.vt.edu/etblast3/index/paircompare
15. Rules for Authorship

Each author must have made a significant contribution to the scientific content of the paper/abstract.

This would include participating in one or more of the following:

· conception and design of the work

· contribution of new reagents or analytical tools

· collection of data

· analysis or interpretation of data

· development of the manuscript

Each author must be able to explain the work and respond to substantive questions
For a person to be first author would require that they have performed the major technical part of the study AND write at least a first draft of all major sections of a manuscript (Abstract, Introduction, Methods, Results, Discussion, References, Figures, Figure Legends).   
Work conducted as part of routine duties of a job does not qualify for authorship.

The National Academy has a statement on authorship that can be found here:

http://www.pnas.org/content/101/29/10495.full.pdf
16. Instructions for Poster Printing 

1. Contact: Shelli Hilton or Darin Cecil  

2. YOU MUST GIVE 3 DAYS NOTICE.  Check in advance that she will not be on vacation/out of town. 

3. Height of the poster will be 36”.  The length can either be 48” or 52”.  I have put some templates based on the UNC templates on the lab server in the POSTER folder.

4. Power point format is preferred, although she can work with pdf files

5. Include the Gill Heart Institute Logo.  I have placed a copy on the lab server in the POSTER folder.  I also put the “go red for women” logo in the folder, if anyone wants to use this

6. If the powerpoint file is <10MB it can be emailed to Shelli/Darin, otherwise you will need to walk it over on a memory stick

7. Please carefully proofread your poster so that multiple printings to correct spelling errors are not necessary

Online Biosafety Training for UK—must be completed by all lab personnel 
The University’s online Biosafety training classes can be found at http://ehs.uky.edu/classes.html#Biosafety.

The courses are listed in red at the bottom of the page.  Please complete the following classes and bring copies of the certificates to Adrienne:

 

Biological Safety

Biological Safety Cabinets

Bloodborne Pathogens (For researchers) ** must be done every year
Chemical Fume Hood

Chemical Hygiene Plan/Laboratory Safety

Emergency Eyewash and Shower Station Use and Inspection

Fire Extinguisher Training

Hazard Communication

Hazardous Waste (specific)

 

More information about lab biosafety can be found at the Environmental Health and Safety  Biological Safety home.  

http://ehs.uky.edu/biosafety/
Protection of Human Subjects in Research – training must be completed by individual working with human research and/or blood donors
Online at http://www.citiprogram.org, “Biomedical Research”

The Collaborative IRB Training Initiative (CITI) is a web-based training package on issues relating to human subjects research. CITI contains modules on topics like informed consent, vulnerable populations, ethical principles and IRB regulations.

All personnel who work directly with human subjects or human samples (ie blood) or who are listed on an IRB that in some way involves human subjects MUST complete online CITI training.  Create a username and password and complete all required training under “Biomedical Research.”

HIPAA training– training must be completed by individual working with human research and/or blood donors
According to the Federal Regulations, all institutions governed by HIPAA must train their employees regarding protected health information.
RADIATION SAFETY

Additional training is required for individual working with radioactive materials.  Specific instructions and wipe test can be found in the radiation safety binding

CHEMICAL HYGIENE PLAN/MSDS

Available in binders (both at UK and VA)

CHEMICAL and ANTIBODY INVENTORY

When new reagents or antibodies are received, please update the lists on the server.  Data information sheets should be stored in the binders for reagents or antibodies.  The location of the reagent should be noted on the data safety sheet. Note on the data sheets the date of storage,  location (fridge or freezer, rack, and box number) and how reconstituted (concentration/buffer etc.)

Reagent are NOT personal property – the lab needs to know the precise location of the reagents.  Clearly record how items were reconstituted or diluted on the box, the data sheet, and the server.

FOR INDIVIDUALS WORKING AT THE VA (ANIMAL or FLOWCYTOMETRY): 

VA Research Office


ACOS Research
TBD


Administrator

Anthony May 

x5947



Assistant 

Debie Hayse

x4927


Compliance

Candace Foley


Vet Services

Jenna Samsone
x5946


Biosafety Officer
Steve Brown

x4274 sabrow1@uky.edu

Radiation Safety
Michael Tackett
x5929 room B101K

1. VA WOC Packet
VA Laboratories are on the 4th floor of the Research Building (C409a = animal surgery, C409b = tissue culture, C410 = main lab)

On your first day, see Therese in BBSRB or Debbie on the 4th floor of the VA to pick up the WOC packet.  This needs to be filled out as soon as possible.  You will need to have your finger prints taken by the VA Police.  They are located on the ground floor of the new VA extension by the Starbucks.  

2. CV and Scope of Practice

You need to submit to Therese a CV (biosketch) and Scope of Practice, for your PI to sign.  

Only individuals who are eligible for medical licensure in the US should list their medical credentials.  All individuals who are eligible to practice medicine, dentistry, pharmacy, nursing, etc. need to also go thru the VETPRO credentialing process. 

3.VA Training

One-time training must be done in:

Compliance


Suicide prevention


Customer service


No FEAR


Privacy Policy Training

Yearly training in:


Sexual Harassment


Ethics training 


Laboratory safety training


PI-specific training (hazardous agents, chemicals, biological hazards, select agents/toxins, radiation safety, rDNA etc). 

4. VA General Online Training

Go to http://www.aalaslearninglibrary.org/ for the online training modules.  Jessica will give you an instruction sheet (859-381-5946).

You need to complete:

Introduction to VA biosecurity

Avoiding financial conflict

5. Animal Work

If your work will involve animals, please contact Dr. Smyth and ask her to add you to the ACORP protocol.   You need to complete the course on working with mice in research settings.  You are responsible for making sure that you following our approved ACORP protocols.  There are copies of the ACORP protocols in the surgery room at the VA and in the MICE folder on the lab server.  If you wish to make any changes to the protocol, you must submit a modification request (also located at the same folder on the server) to Dr. Smyth and obtain IACUC approval BEFORE beginning the experiments. 

If working with animals, also complete online training in:

Working with VA IACUC

Post-procedure care of mice and rats

Post-Procedural Care of Mice and Rats in Research: Reducing Pain and Distress

Once you have completed the online training, print your certificates and give a copy to VMU supervisor (Jennifer Kanine).
You will need to do annual training updates for work with animals:
Working with the VA IACUC

Working with Mice in Research Setting

Post-Procedural Care of Mice and Rats in Research: Reducing Pain and Distress

6. Irradiator Training 

If you are planning to use the irradiator, please contact Steve Brown (sabrow1@uky.edu) and get an authorization letter and then contact Fred Rawlings (323-6777) for the training. After the training is completed visit Room No H41A (at the basement of the UK hospital) for the access card to enter the irradiator room.

* Note: The key for the irradiator is in Room C310 at VAMC. Please log in before taking the keys.

7.  Flow Cytometry

You must be trained by Melissa Hollifield from Dr. Garvey’s lab.  Please contact her to set up a time.
8. VA Keys
K11 = lab key

K21 = common rooms

K10 = animal room 

9. Telephone Access at the VA:

To call UK from the VA dial 67-then the 5 digit extension

For local calls – dial 9 then the number

For toll free calls – dial 9 then 1- 800 the number

For long distance – dial 8 then the number (no 1 before the number!)

	 
	Lab Room Number
	Extension Number
	 

	Fourth Floor
	C409a
	4293
	Animal Surgery

	 
	C409b
	4294
	Tissue Culture/viral work

	 
	C410
	4592
	Big Lab

	 
	 4th floor FAX
	859-281-4989
	 

	Third Floor
	 
	 
	 

	 
	C317
	4591
	Core Equipment (Flow Cytometry)  

	
	D301a
	5239
	Radioactive Room

	
	
	
	


Basic Lab Policies

1. Dress Code: No open-toed shoes, shorts, or short skirts. Wear a lab coat during experiments. Eye protection should be used as appropriate.  Always wear eye protection when working with blood.
2. Buffers.  All buffers should be labeled with a name, your initials, pH and the date made.  Do not take buffers from other lab member’s benches without permission. Common buffers are generally assigned as lab duties.
3. Deliveries.  When a delivery is made, the boxes will be placed outside Therese’s office.  Deliveries may also be made to the VA.   Each lab member is assigned to pick up packages on specific days.  Please refer to the lab duties list for the pick up schedule.  If you are unable to get packages on your assigned day you should make arrangements for someone to do so in you absence
4. Chemicals.  All chemicals must be labeled with the date they arrived in the lab and the date the container was opened.

5. Common / Stock Items.  When using a common or stock item, return it to its original place.  Reagents and antibodies are not to be stored in your personal freezer boxes.  They must be kept in the common boxes for all to find.  If you make a dilution of a common reagent, you may store one or two aliquots in your box.

6. Refrigerator/Freezer.  Please follow the refrigerator and freezer lists and replace boxes on the appropriate shelves.  Our freezer cannot function if the door is opened for a prolonged time (for example, if you have to look for an item) and we run the risk of having a thaw and losing valuable reagents and hard work. The freezer in the lab is for general reagents; the freezer in the hallway is for personal sample storage.

7. Biohazards.  All biohazards need to go into red waste containers lined with an orange biohazard bag (including tissue culture supplies exposed to serum).  There are also red biohazard bags for human waste only.  We keep two human biohazards with red bags, one in the platelet room and one in the main lab. The human biohazard waste containers need to be covered lids at all times. These cannot be autoclaved and must be picked up by environmental health and safety. There is a separate disposal for sharps and glass.  Needles must be disposed of in the tin or sharps containers.

8. Gloves.  Always wear gloves when working with blood.  Wearing gloves is good practice when working with chemicals.  Take your gloves off when leaving the lab.

9. Water baths.  Please ask before changing the temperature of a water bath near someone else’s lab bench.  Always put a note on the front to indicate that it is no longer at 37º C, as people will often not notice.  Remember to periodically add deionized water so that it does not completely dry out and damage the water bath.

10. Tissue Culture.  Empty the liquid waste after each use.  Thoroughly wipe down hood with 70% Ethanol after each use.  Re-fill the ethanol spray bottle if you use the last of it (70% ethanol is on the bottom shelf of the chemical shelf).  Please sign up to use the hood, and erase your name if you will not need it so that others may use it.

11. Lab coats are washed in bulk every month.  If you need your coat cleaned sooner, please make use of the laundry facilities at the VA.
Ordering.  

Please see the folder on the lab server titled “Ordering and Accounts Reimbursements”. There are excel sheets for all the companies we have accounts with and a blank template.  The excel sheet “Customer Account Numbers” has our account number, the phone number, and the login or password for all the companies we have established accounts with.  Please fill out the appropriate order sheet (be sure to include catalog #, quantity, price, and a phone # for he company).  After you have completed the order form, place it in the clear hanging folder inside the door of Susan’s office.  Orders are placed on Tuesdays.  There is a sheet on the door of the 4 degree for common reagents and lab supplies.  Paul and Hsin will place these orders every Friday. If you notice that a reagent, chemical or lab item is running low, please write it on the order sheet BEFORE it runs out (especially pipettes, tips and conical tubes).  It is everyone’s responsibility to keep an eye on supplies. If you have a specific question concerning ordering, please see Therese.
Ethanol can be picked up from Materials Management department located at the basement of the UK hospital.   

The ethanol will be stored in the flammable cabinet. Please log in the sheet (which is stuck on the can) the amount of the ethanol and the date you have taken. *This sheet must be returned to the UK stores to get more ethanol the next time. 
General Office Supplies can be picked up from the VA process store located on the ground floor B-15 by the loading docks on Mon, Wed, Fri from  2– 4pm. Be sure to take your keys, as you need the common key K21 to operate the elevator back to the 3rd or 4th floors
Last updated on: 1/4/2012

