The 10 Walter Lab Commandments

1. Always think about the reason for, meaning and relevance of your experiment before, while, and after you are doing it

2. Always think about including proper positive and negative controls

3. Always list the initial and final volumes (amounts), concentrations, and batch numbers of all supplies in your lab notebook for later troubleshooting

4. Always wear gloves whenever you touch any lab supply, equipment or furniture

5. Always thaw all solutions completely, mix and spin them down

6. Always get proper training on any lab technique or equipment that you are using for the first time or are unsure about

7. Always consider that a thorough literature search and/or asking others for advice can save you time 

8. Always consult with and contribute to the available lab protocols (index cards, Word documents, plasmid maps, oligo sequence lists, periodicals, Google docs)

9. Always leave behind any workplace or equipment in at least as good a condition as you found it

10. Always reorder whenever any supply that you are using is running low

[image: image1.wmf]General Guidelines for the Walter Lab

1. On your first day:

· Get keys for the Chemistry building and for lab room 2100 (which will work for all lab doors; key forms are filled out in 1500 Chem and for a $5-deposit per key they can be picked up in the Key Office on Church Street)

· Get an account for the LSA Lab PCs and access to the lab’s data server (and, as needed, access to the lab’s Unix machines/clusters); have the appropriate person (see last page) add you to the microgroup meeting schedule

· Map the Walter lab server on your LSA login profile

· Get a notebook (on shelf in the main office area)

· If you do not have them yet, get the UM’s “Do Not Spam List” and “SpamBox” email services 

· Get yourself added to the Lab inventory ("Inventory-WalterLab" Google spreadsheet); to do so (a) create a Gmail account and (b) send it to one of the people overseeing it (see last page), who will then give you shared access to the Google spreadsheet

2. Use the lab’s Google spreadsheet to (a) place orders (Sheet - "Ordering system"); (b) request repair/maintenance jobs (Sheet - "Repair / Maintenance jobs"); (c) Add RNA / DNA oligos that you had ordered (Sheets - "DNA oligos" and "RNA Oligos"); (d) add plasmids that you buy/make (Sheet - "Plasmids"). Please read the "README" sheet in the spreadsheet before you start using the lab’s Google docs.
3. Take detailed and legible notes of all experiments for later troubleshooting; organize each experiment with a title, date, and note it in a list of contents in the notebook; proper notes (the Golden Rule is that they need to be understandable to someone else still a year later) should be written before actually doing an experiment, then corrected if the protocol had to be changed; it is fine to cross-reference a page in the same notebook with an earlier protocol or an note card with a standard protocol (see below) and just note changes to the procedure; some people prefer to make notes first on scrap paper and then later transfer them into the notebook, which is also fine, but the transfer should ideally be done on the same day; detailed documentation of the results and their interpretation after the experiment is also very important; your notebook will stay in the lab forever and so becomes your legend (in industrial labs, often carbon copies of notebook pages are collected at the end of work each day to ensure their neatness and completeness; learning a system for how to take proper research notes generally is regarded as an important and marketable skill to acquire)

4. For lab protocols make full use of the lab note card system, stored in a folder in the lab and electronically in the lab’s Google spreadsheet; please add new procedures to this foundation of “lab wisdom” after conferring with the person in charge of keeping lab protocols (see last page for list of lab responsibilities); make sure that you understand the procedures you use

5. Note every ordered synthetic RNA in the appropriate RNA Database file in the lab’s Google spreadsheet; this will facilitate tracking and reordering.  At a minimum, you should include 1) the sequence, 2) any modifications (include a legend in the next column for unconventional notation), and 3) the quantity of the strand.  It would also be great if you included the strand name, date received/transcribed, what project it's associated with, and your name (so people know who to ask where it is).  There is also a DNA Master list for the same purpose.
6. DNA plasmid maps for each sequenced clone need to be kept on standardized forms in the lab’s Google spreadsheet; this is required according to our Biosafety Level I rules
7. Everyone in the lab (including rotation and undergraduate students) is required to take at least two forms of documented safety training--  standard OSEH lab safety training, which comes with a certificate, and lab specific training.  Therefore, we all need to do the following:  1.)  Please try to find your OSEH certificate and give it to the keeper of the Chemical Hygiene Plan (Chemical Safety Officer, see last page) for posting in that document.  If you took the training (as a chemistry student, GSI etc.) but cannot locate the certificate please sign on a sheet of paper stating that you took it (and when).  If you didn't take it yet, please sign up for OSEH safety training at http://www.oseh.umich.edu/.  There is also a yearly refresher required.  2.)  Please fill in a sheet provided by the keeper of the Chemical Hygiene Plan stating that you were trained by your lab mentor in lab specific techniques; your mentor also needs to sign and a date be indicated.
8. Safety goggles are required in the wet lab as in any Chemistry lab.

9. There are 5 classes of hazardous liquid waste: non-halogenated, halogenated, acidic, basic, and metals. When you dispose of something it should go into the correct existing bottle (you should not need to make your own waste bottle). Always check the correct bottle to see if your waste chemical has already been included, if not note the added compound name on the bottle label without abbreviation (the correct composition of the waste has to be known for disposal).  Use funnels when adding waste; when a bottle gets full let the Chemical Safety Officer (see last page for list of lab responsibilities) know (“full” means that it still has considerable head space and is not filled to the brim).  For HPLC fractions you need to empty them into the HPLC waste containers set aside for the instrument.

10. There are several types of solid waste; a white keg is for chemically (but not biohazard!) contaminated waste such as polyacrylamide gels, including those stained with ethidium or SYBR Green, contaminated gloves as well as broken glassware and intact glass pipets.  Needles and razors go into a special “Sharps” waste.  Cell culture and E. coli containing material goes into a special biohazards solid waste under the jug of milliQ water.  Other refuse is collected in the large gray or black bins.
11. For radioactive work you need to be certified by OSEH – the following procedures apply (in brief):  If you need radiation ordered, tell our Radiation Safety Officer (see last page); they can be sure to get it ordered the same day, if needed.  When the radiation arrives, contact the Radiation Safety Officer (see last page for list of lab responsibilities) – there are several things that need to be done (checking the packaging for contamination; defacing the "Radioactive" labels; placing the packing slip into the yellow radioactivity binder; starting a Usage sheet for each vial).  Be sure to always wear a lab coat, gloves, goggles, long pants, and closed-toed, closed-healed shoes when working with radiation.  Always check with the Geiger counter yourself, surfaces, and the floor after completing radioactive work.  If you empty or dispose of a radioactive vial, be sure to *write* that on the Usage sheet, and let the Radiation Safety Officer know, since the sheet needs to go into the radioactivity binder.  Let the Radiation Safety Officer know when the radioactive waste drums start filling up; they have to call OSEH, but sometimes it takes a couple of weeks to empty the drums.  Always keep the radioactive freezer locked unless you are in the room using it; OSEH is very picky about security these days!
12. For laser work you need to be trained and certified; the Laser Safety Officer is in charge of lab laser safety and there is an annual laser safety course by Steve Katnik of OPIL, the certificate of which the Laser Safety Officer will collect for documentation

13. Always think about including proper controls and make sure to trouble-shoot systematically in case an experiment does not work

14. As you get closer to having enough data for a publication, start telling a scientific story by writing a paper with Introduction, Materials and Methods, Results, Discussion; there is a folder “Paper Writing Manuals” in the folder “Lab protocols” on the Walterlab server that should be of help for the writing

15. Learn time management; that is, make daily “to-do” lists to organize your time so that you can plan and carry out experiments, write your notebook, and do literature search in an efficient way

16. Check out the lab’s monthly wall planner for upcoming events

17. Wear gloves at all times when doing experiments; RNases are on your fingertips and are easily transmitted; reuse gloves by storing them inverted

18. Please clean up after yourself, especially around the balances

19. Turn off all instruments when no longer in use and late at night, especially when you are last to leave (unless a note says otherwise)

20. Put a note on an instrument in case you want to run an experiment overnight
21. Make sure that all freezers are properly closed at all times, especially the one containing radioactivity
22. Please re-fill pipet tips and Eppendorf tubes into their boxes or beakers from bulk bags as you empty the container; put aluminum foil and autoclaving tape on top; then place them on the gray cart for autoclaving by Rebecca

23. Everyone should make their own buffers; all solutions to be autoclaved need to be put on the gray cart

24. Rinse out glass ware, spatulas etc. and place on gray cart for dishwashing and autoclaving

25. Before you use up any supply, make sure that it gets reordered by placing it into the lab’s Google spreadsheet (so that the person responsible for General Ordering can order it; orders above $500 need Nils’ signature); after the order is placed there should be an entry in the Google spreadsheet; make sure that the order comes in
26. Newly ordered chemicals come with stickers; when you open a new box, go to the "inbox for barcodes" pile and place the sticker on the "used barcodes" sheet next to Visha's desk (ask the person in charge of General Ordering if you have questions on this procedure)

27. Store proteins in the –20C chest freezer unless the packing instructions say otherwise; the storage containers are labeled where each enzyme and buffer is to be placed in the box; when you need something from there, place it in a small cold container and use; when you're done, make sure to put it back in the same place; if you finish up a stock, replace it with a new stock from the clear bag, replace the old buffers with the fresh ones, go to the "inbox for barcodes" pile and place the sticker on the "used barcodes" sheet next to Visha's desk; finally, if you just replaced the used stock with the last backup stock, place an order on the white board
28. Store RNA stock solutions in the –20C chest freezer, while storing working solutions and aliquots in the –20C upright freezer

29. For all instruments find the manual (should be posted around the instrument) and have your mentor (or the person responsible for instrument maintenance, see last page) show you the ropes before you use it for the first time
30. If an instrument does not work properly, please let the person in charge of instrument maintenance know (see last page)
31. If computers do not work properly please let the group person in charge of computer maintenance or our computer support group know

32. Everyone working in the lab must sign and date the Chemical Hygiene Plan after reading through it and understanding its contents; if you have questions concerning the CHP content, please see our Chemical Safety Officer
33. For chemical spills or disposals, please see the Chemical Safety Officer (see last page)
34. Group meetings are Friday typically 11am-1pm in Chem 2405; Nils will send an email reminder ahead of time; 1st half: presentation, either data or paper (responsibility of presenter: overhead or data projector (on long-term reservation in 1500 Chem); bring-your-own-food; order of presentation posted in kitchenette; presentations by rotation students or on special occasions (e.g., postdoctoral candidates, updates from scientific meetings etc.) may be interspersed; 2nd half: round-table data discussion (with 5 min for each) or micro-group meetings (in my office; every other week; on Tue, Wed and Thu from 4pm, schedule posted in kitchenette)

35. Nils will send out weekly emails with the abstracts of relevant articles; please read the abstracts and make print outs of any papers you find to be important for your project

36. Music should only be played quietly within the core working hours of 9 am - 6 pm (that is, be considerate to your fellow workers); in the evenings and on weekends it may be played louder, but please close the lab door

37. If you know ahead of time you will be missing a weekday in the lab, please note it on the monthly planner in the kitchenette; alternatively let the person in charge of the Monthly Planner know so that they can put it on the board.  If you are sick or have an emergency, please send Nils (or someone in the lab) a short email or leave a voice mail

38. There have been occasional thefts in the building, especially during the academic year; please make sure to store away your valuables; don’t leave the door open when nobody is in that area of the lab

39. A decent Ph.D. thesis can be obtained in ( 5 years with 50-60 work hours/week (excluding breaks)

40. Any suggestions?  Please see also the “commandments” above and list of lab responsibilities below.
List of lab responsibilities:
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