The Lab Notebook: Documenting Laboratory-Specific Training
The Investigator’s Responsibility

The All Campus Animal Care and Use Committee (ACUC) is aking Invegigators to documert training
of their research staff. The documentedtraining will include proceduresand tecmiqueson live animals
that aretaught by the Invedigator or their qualifieddesgnee. The Principal Invedigator will be held
regonsible for all acivitiesthat occur under the labOsapproved Animal Care and Use Protocadl.
Documerting training canprotectthe Invegigator and their staff if a situation would arise in which an
individualOgraining is challenged For example, the ACUC, external requlators (USDA Veterinary
Medical Offi cerg, or organzatons such asthe Association for Assessmert and Accredtation of
Laboratory Animal Care(AAALAC) may requed training documertation.

For your converience, arecad for documerting laboratory specific training is includedin the Training
Recads secion. Additional copiescanbe found on RARCOsvebsite: www.rarc.wisc.edu

A Pl may desgnate anindividual associated with the protocal to provide training to the lab personnel.
Documertation that indicatesthis dedgnatedindividualOgraining proficiercy in the described
techique(9 isrequired

The training records must be kept currernt and remain in the laboratory.

Includedin the Praocol and the Laboratory SOP secion, employeeswill find formsto record whenthese
regpective documerts arereviewed

Thark you for your cooperaion and for your commitmert to the animal care program at UW-Madi son.



The Lab Notebook
New Employee Checklist

Asanew employee, there are many administrative tasks you must complete before
starting yourjob. If youwill beworking with research animals, use thefollowing
checklist to ensure you have completed the necessary training, thusallowing you to work
with research animals on the University of Wisconsgn campusand it assodated animal
facilities. Havingagoodundestanding of how your lab fundionsas well the approved
animal procedures will ultimately lead to a safe work environment.

Before working with animals have you:

3 Completed the New Animal User Online Certification

Completed the Occupdiond Health training

Completed Species-Specific animal training

Completed Lab Animal Surgery, if applicable

a o o Q4

Read your lab@ animal care and use protocol asit pertainsto the procedures you
will be peforming

4

Read your lab@ Standard Operating Procedures (SOPQ®)
3 Read the procedure for reporting sick animals

| Familiarized yourself with therequirements for recording controlled subgances
(if applicable)

RARC Training Division



Protocol

It is important that all employees read and understand their laboratories Animal Use Protocols.
For your convenience, records for documenting this training have been provided in this section.

Documented training records must be kept current and remain in the laboratory notebook.

Additional copies can be found on RARC’s website: www.rarc.wisc.edu




Research Animal Resources Center
Training Division
University of Wisconsin-Madison

Protocol D ocumentation Page

Listed below are University of Wisconsin personnel who have read their protocol (a separate page is required for each protocol).

PI:

Employee Name (Print)

Protocol Number:

Signature

Date

Job Title / Position




Laboratory SOP’s
It is important that all employees read and understand the laboratories Standard Operating
Procedures (SOP’s). It is a useful training tool and a reminder to staff of the correct laboratory
procedures. For your convenience records for documenting this training have been provided in
this section.

Documented training records must be kept current and remain in the laboratory notebook.

Additional copies can be found on RARC’s website: www.rarc.wisc.edu




Research Animal Resources Center
Training Division
University of Wisconsin-Madison

Standard Operating Procedures (SOP’s) Documentation Page

Listed below are University of Wisconsin personnel who have read their laboratories SOP.

PI:

Employee Name (Print)

SOP Name/Number:

Signature

Date Job Title / Position




Training Records
Procedural and technique training performed on live animals in the laboratory setting by a
designated individual must be documented. For your convenience, records for documenting this
training have been provided in this section. Additional copies can be found on the RARC
website.

Documented training records must be kept current and remain in the laboratory notebook.

Additional copies can be found on RARC’s website: www.rarc.wisc.edu




Research Animal Resources Center
Training Division
University of Wisconsin-Madison

Listed below are University of Wisconsin personnel trained in:

Pl:

Trainee (Print)

Training Verification Page

Protocol Number:

Sgnature

Date

Trained By:

Job Title/ Position




Sick Animal Reporting Protocol

I Attach RARC Vet Staff Card on cage. Fill out top of the sick animal report (date, card # & room
#) located in Veterinary Care Record Book.

I Contact Veterinary Staff (If unknown use the resources below):

o Go to: http://www.rarc.wisc.edu/resources/RARCcontactinfo to find the name and phone
number of your animal facility’s veterinary staff

OR
o Call RARC office at 262-1238
I P.I. needs to be notified.

I P.I Staff and Veterinary Staff consult and make a treatment decision.

FOR AFTER HOURS
Emergency Veterinary Service
Call UW Hospital Message Center:
608-262-2122

Ask the center to page the Veterinarian on-call

RARC Training Division




Animal Researchers and Controlled Substances

Controlled substances are frequently used in animal research for anesthesia, pain relief,
and humane euthanasia. Increased oversight on the part of state and federal authorities
has resulted in the need to require animal investigators to seek their own licenses to
obtain, possess, and administer controlled substances. Here in Wisconsin, researchers
must have a Drug Enforcement Agency (DEA) registration (federal) and a Controlled
Substance Special Use Authorization (SUA) (state). DEA registration and State
Controlled Substance SUA can be pursued at the same time.

Federal DEA Registration

PIs can apply for DEA registration on-line at http://www.deadiversion.usdoj.gov/
Registration applications can also be submitted by mail—forms are available at
the above website

There is a fee involved—if applying online, a credit card is required

PIs should fill out Form 225

PIs must be registered for specific drugs—in other words, researchers can only
purchase and use specific controlled substances for which they are licensed.
Registration lasts 3 years

State Controlled Substance SUA

PIs can obtain forms and information about applying for SUAs online at
http://drl.wi.gov/prof/cont/form.htm

Researchers should use the “Application for Research, Analytical Laboratory,
Industrial/Commercial Procession, Instructional Activities and Other for
Controlled Substances” form

There is no fee for employees of state institutions

Application forms must be mailed—there is no online application process

PIs must have an SUA for specific drugs and amounts of drugs—they are not
permitted to purchase or possess more than the SUA stipulates

Submitted applications will be reviewed by the State Controlled Substances Board
SUAs must be renewed annually

Lockbox information

Physical security requirements for controlled substances can be found at
http://drl.wi.gov/dept/forms/form2277.pdf

Locked drawers or cabinetry are NOT adequate

Approved double locking narcotic cabinets can be ordered through Health Care
Logistics at 1-800-848-1633, www.healthcarelogistics.com; item #3707-01 Slim
Line Narcotic Cabinet




Recordkeeping
* DEA requires that a complete inventory of controlled substances on hand must be
completed at least every 2 years, including:

O

@)
@)
O

©)

O

When inventory was conducted

Names of controlled substances

Finished form of controlled substances (e.g., 3 mg/ml solution)

Number of dosage units in finished form in the commercial container (e.g.,
10 ml)

Number of commercial containers

Disposition of controlled substances (e.g., administered to animals,
outdated and returned to reverse distributor)

Inventory can be kept via paper or electronic records

* Must keep records of all controlled substances that are administered to animals,
including animal ID, dose, concentration of drug, time, date, and who
administered drug

* Records must be kept at least 2 years and be readily retrievable

Disposal

* Outdated/expired controlled substances can be disposed by the campus
Environment, Health and Safety Department

* Contact number for that service is 2-1524, fax 2-6767

*  Form DEA-41 must be filled out and faxed to the above number

For further information and assistance with this process, please contact your research
animal veterinarian or RARC trainers (www.rarc.wisc.edu).



Research Animal Resources Center
Training Division
University of Wisconsin-Madison

Controlled Drug Administration Record
Research Animal Resources Center

v10-11-07
Date Received Date Completed Vial /Record Number
Drug Strength / Concentration Vial /Bottle Size
Received By
Date |Time Animal ID Weight Species Administered Dosage mg/ml Balance Returned

By Discarded




RARC
Training Information

Training classes and opportunities offered by the Training Division at the Research
Animal Resources Center (RARC).

New Animal User Online Certification

This course covers the rules and regulations regarding the use of animals in
biomedical research. Animal User Certification is required for all animal users. Go
to www.rarc.wisc.edu fto register.

3-Year Animal User Online Recertification

As mandated by the All Campus Animal Care and Use Committee,
recertification for current animal users is required every three years (Policy #1999-
006). This online course covers the rules and regulations regarding the use of
animals in biomedical research. Animal user recertification is required for alll
animal users. Go fo www.rarc.wisc.edu to register.

Biomethodology of the Mouse

Learn mouse handling and restraint and other useful techniques such as oral
gavage, injections, anesthesia, and blood collection. Also covered: basic
breeding, colony management and more.

Biomethodology of the Rat

Learn rat handling, restraint and other useful techniques such as oral gavage,
injections, anesthesia, and blood collection. Also covered: basic breeding
techniques, husbandry and rodent behaviors.

OTTO (Overflow Technique Training Opportunity)

Can’'t make a regularly scheduled class2 Contact a trainer for more details!

Lab Animal Surgery

Anesthesia & Analgesia, Aseptic Technique, Basic Suturing & Wound Closure and
Introduction to Surgery will be offered in this intensive, one-day seminar. Class size
is limited and walk-ins are prohibited. This seminar fills up fast, so register early.
Firm attendance commitment is required.




Primate Handling and Behavior

Learn about the many facets of working with non-human primates in this 2 hour
lecture and tour. Content includes a brief overview of taxonomy and common
species used in research, a discussion on interpretation of primate behavior, an
explanation of the risks involved in working with these animals, how to work safely
to prevent injury and disease fransmission. The seminar is required for (and limited
to) UW employees who are, or will be, working with non-human primates or their
tissues.

AALAS Classroom and Self-Study

Information about signing up for AALAS classes or obtfaining resource materials
for the ALAT, LAT or LATG levels can be found on our web site.

To sign up for classes (a valid Net ID and Password is required)

1. Go to www.rarc.wisc.edu

2. In the left column, click on “Training”

3. Login to the RARC website

4. Read and follow the directions provided

5. Click on the class name located in the left column. Register!

Questions2 Contact the Trainers at: frainer@rarc.wisc.edu

RARC Contact Information for:

Animal Program Assessment Specialists Pathology Lab
Diagnostic Lab Protocol Office
Histology Lab Trainers

Occupational Health and Safety Veterinary Staff

Go to the RARC home page: www.rarc.wisc.edu click on “contacts”.

After Hours Emergency Veterinary Service: 608-262-2122

Research Animal Resources Center
Training Division
University of Wisconsin-Madison




