Osherov Lab Guidelines                                 9.9.2007
Overview: The aim of these guidelines is to clearly demarcate the expectations and rules of being a student and researcher in the lab. The lab is a close-knit high-pressure mini-community. The aim of the lab is doing good science: well planned and cutting edge experiments performed in a friendly and helpful environment. 
1. Joining the lab: All new lab members must pass a 3 month period of assessment. Their membership in the lab may be terminated at any time during this period.

 At the end of this period, students will be assessed by the PI (principle investigator), who will accept/decline their entry into the lab team and outline their strong and weak points (needing improvement).

2. Work hours and work habits: Students are expected to arrive at work 10 am latest. Students who are late must call the PI (e-mail, phone, phone message) and inform him of their expected time of arrival.

Students are expected to work 8 h/day as a minimum. Days off are acceptable for medical or close-family-related reasons.

Work habits: Students are expected to use their non-bench time primarily for planning and documenting experiments, reading articles, etc. It is not acceptable to play computer games except during short breaks. Keep games and random surfing to an absolute minimum. 
Reading articles: Students are strongly encouraged to read work-related scientific articles during work and at home. As a minimum, students are expected to read articles sent to them by the PI. Students are strongly encouraged to find new interesting articles and bring the lab's and PI's attention to them. Discourses on science are strongly encouraged in the lab and with the PI. 

3. Professional behavior: 
a) Interaction between students. 

Students must behave in a civil and respectful manner to each other. Making fun of each other is not acceptable. If you dislike someone, talk to him about it and keep at least minimal civility and professional channels open.

Students are expected to help each other as much as possible. This includes explaining new experimental protocols to each other patiently and in full details, teaching new students patiently and respectfully and performing their lab duties on time (see section 6)

b) Interaction with your Lab manager, Dr. xxx
Dr. xxx is my second in command and holds direct authority over the students working in the lab. Her word is equivalent to that of the PI. Any insubordination or disrespect towards her will be dealt with firmly. 

c)Interaction with the PI
 I encourage a friendly and open atmosphere in non-professional areas. However, the line drawn is in science: Anything to do with scientific issues is subject to strict professional behavior. Students must differentiate between scientific discourse and inappropriate behavior. For example, students are encouraged to question the scientific integrity of plans discussed (i.e. lack of controls, poor methodology, incorrect assumptions, missing literature, strategy and long term assessment of scientific direction etc) but are not  for example allowed to question basic lab guidelines (i.e. on keeping notes and documentation, on presentation of their work, timelines not met etc). Students are strongly encouraged to suggest new plans, ideas etc, but these should be well-thought-out and presented.
4. Lab notes: Each student is expected to have detailed files outlining his experiments.

Each experiment (even those 'failed') should be documented. 

This includes: date, title of experiment, aims, experimental procedure, results (autoradiograms, gel pics, dated, fully marked by marker etc, stored in plastic sheets or pasted on page next to experiment). Experimental procedures may be explained in shorthand but the protocol should be printed out from the lab manager files. Any changes from the protocol should be clearly stated.  

5. Lab Meetings: Lab meetings are held weekly on Thursdays. All lab members must come prepared to present their recent work. This includes bringing their lab notes, raw data, graphs, gel pictures, autoradiograms etc. One-on one meeting with the PI are also held every other week. Students must come prepared as above (see also section 4).

Punctuality: All students must arrive to meetings prepared and on time. This is important!

6. Lab duties:

Students duties: Students must perform lab duties routinely and on time. This includes:

a.) Performing weekly lab maintenance duties by ‘sevev’. This includes bringing DDW, tips, cleaning bins, UV table, gel area, cleaning handles, tidying up etc. 

b.) Keeping their immediate bench/office space clean and tidy. Pippetes must not be left lying about on the bench. Dirty, trash-strewn benches are not acceptable and will be dealt with strongly.

c.) Use of public spaces (hood, gels etc): Everything must be left clean and orderly after use by individuals. Ethanol-clean the hood after use.

d.) Putting away new consignments from the different companies and TAU storerooms without waiting for someone else to do it for you.

e.) Ordering materials from outside companies: Perform a market check on prices. Get a faxed price quote. Show it to me or to the lab manager. 
The following can be ordered directly by students by telephone from companies we have prepaid:

Sigma (materials and compounds not found in the TAU mahsan)

Ornat (reddymix larova, minipreps, plastics)

Eldan (NEB enzymes, Qiagen)

Taasiyot Biologiot (PBS, serum RPMI, cell culture media, DEPC DDW, XTT)

Maabadot Hai- primers

Eisenberg- ladders

f.) Preparation of stock solutions. If you see the stock solution bottle is about to be empty, please prepare fresh solutions at your own initiative. If you are unsure of how to prepare this, ask the lab manager.
g.) Likewise, if enzymes etc are about to be emptied: Write it in the ‘To order’ page and tell the lab manager (who will order).

Lab Managers duties:

a.) The lab manager does not participate in the weekly ‘sevev’ nor does she clean the lab unless there is a general lab cleanup. Her role in this area is to oversee that the lab is tidy and duties performed and to report to the lab head.

b) The lab manager is responsible for all orders. 
Although students can perform market searches, the actual orders are done by the manager (after authorization by lab head). 

Any student who sees something (kits, plastics, compounds etc) are running low should add them to the order. 

All orders are to be written up for the Lab Manager on a designated order sheet. 

The lab manager will send out the orders on Wednesday each week. 
c.) The lab manager reports the monthly order expenses plus breakdown of expenses to lab head in designated expense file at the end of each month

d.) The lab manager is responsible for keeping detailed updated lists of lab materials and compounds, of maintaining order/updates in the lab manager files and order in the compounds, fridges (with the help of all students) etc.

7. Labwork rules:

a) All new materials, primers, strains etc must be entered promptly into the PC lab manager files and the lab notebook (numbered).

b) Primers, molecular biology enzymes must be handled with gloves and stored in blue ice boxes while in use. Please carefully keep their order in the appropriate storage boxes.

c) Radioactive materials are to be handled with gloves and lab-coat and used only in the radioactive corner. The corner must be Geiger-checked and cleaned after use, and radioactive liquids disposed of immediately.

d) Using other people's solutions, materials: Only after they consent and agree to give them. 

e) Microscopes should be turned off when not in use and covered at the end of the day by the last person in the lab.

8. Authorship in papers:

To be on a paper one needs to have a genuine scientific impact on the manuscript content. For example: 
· you have performed a full experiment that is described in the results, either as a figure or as a Table.

The following are not acceptable criteria for authorship, but need to be acknowledged in the acknowledgements section:

You have helped in carrying out part of an experiment, for example by teaching the protocol to someone doing it. 

You have helped in preparing figures, tables, editing the manuscript etc.

9. Leaving the Lab: After finishing his degree the student must organize his boxes:
a. Remove unnecessary tubes/reagents. For example, keep only the final plasmid, not all the in-between ligations etc.

b. Make a box for all your frozen reagents in the -70. List it in the Lab Manager as is done for all the boxes. Also submit a separate word file with all your boxes and reagents to Nir. 

c. Make sure all your primers are listed in the lab Primers list

d. Make sure all the special reagents you ordered are listed in the lab notebook, including their exact running number and location.

Students failing to leave a detailed description will not be signed out.
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