Procedure for Ordering Animals at Iowa State University
Written by Joseph Przybyszewski

1) You may submit a grant for an animal study before IACUC approval; but, you must indicate that approval is pending and follow the steps below before ordering animals. Before initiating any work on the project and before the Office of Sponsored Programs Administration will process the award, all investigators (faculty, professional and scientific staff, undergraduate and graduate students) with either internal or external funding, must obtain approval from the appropriate research compliance review committee(s) as outlined in the Office for Responsible Research (ORR) website (http://www.compliance.iastate.edu/). Please note that the literature searches used for preparing the grant application may be useful in the application form below. 
2) Complete and submit “ISU Responsible Research Review Form - Use of Animals in Research” (Protocol Review Form - Research) for IACUC committee review. Note: Macros must be enabled for some forms to function properly.
a) Follow the directions for completing all sections using the introduction, specific aims and experimental design sections of your grant application, then email the entire form as an attachment to 

 HYPERLINK "mailto:coac@iastate.edu" 
coac@iastate.edu
. Contact Sarah Zamzow, IACUC Administrator, [image: image1.png]


sbastyr@iastate.edu, 294-9581 with questions about filling out the IACUC protocols.
b) Send the title page and original, completed signature page (Principal Investigator and Department Chair signatures are required) to the IACUC Administrator, 1138 Pearson Hall. 
c) Approval cannot be released until all personnel listed on the form (see 2a) complete the online CITI training “Working with IACUC” (see Appendix A below for instructions to obtain training). In addition, all personnel must have specifies specific training as well as experience and/or training with the model and procedures being utilized in the research. Species specific training is also available through the CITI on-line training (i.e.“Working with Rats in Research Settings” or “Working with Mice in Research Settings”).
d) Schedule: i) form received by noon Wed and sent to committee members, ii) a designated review committee of the IACUC meet to discuss the application, typically, on Thurs (8 days after submitted) and any questions are sent to PI, iii) PI responds to committee’s questions and after all questions have been adequately answered, the PI receives a log number to order animals. Since the time frame for review of applications depends on many factors, including the quality of the application submitted (i.e., all questions are appropriately answered), please allow 3-4 weeks (or more) from the time of receipt of the application.
       If an application is referred to the full committee for review and discussion, the application will be placed upon the agenda of the next available meeting and the PI is invited to the meeting to address the committee’s questions and concerns; full committee meetings are scheduled for the first Wednesday of the month.
       If the project involves any of: a) Recombinant DNA (including transgenic animals) or b) human, plant or animal pathogens (infectious agents) or c) biological toxins or d) administration of experimental biological products, then select the application form for both IACUC and Institutional Biosafety Committee (IBC). This form must be submitted to [image: image2.png]


bphc@iastate.edu, and send the title page and original, completed signature page to the IBC Administrator, 1138 Pearson Hall. Approval of this application must be given by both the IACUC and IBC.
3) With primary investigator, review the grant application and “ISU Responsible Research Review Form” (see #2) and complete a standard operating procedure (SOP) form (for template, see http://www.ehs.iastate.edu/forms/soptemplate.pdf ), receive training for and document the training for each of the techniques therein. Training is available upon request through the attending veterinarian, Dr. Mary Sauer or from Laboratory Animal Resources (LAR) for many species and procedures such as: a) handling and restraint, b) bleeding techniques (e.g. saphenous, submandibular, cardiac, arterial), c) tattooing, d) tail biopsy, e) ear punch, f) oral gavage, g) injections (IV, IP, SC, IM) and i) aseptic surgery prep. [Species-specific training videos will soon be available on the ORR website containing 18 videos including, for example, mouse ear punching, mouse tail clipping, CO2 euthanasia with mice, dog handling, hand washing techniques, etc.]
4) With primary investigator, complete Environmental Health & Safety’s Hazard Inventory Form, sign it and get supervisor’s signature and mail the completed form to Environmental Health and Safety, EHSSB, 2809 Daley Drive.
5) All personnel working with animals and not listed as key personnel on the IACUC protocol, must read and sign the Supervised Staff Training Document and be trained to perform the procedures as in the animal protocol and this training must be recorded in this document. Training is also available through the attending veterinarian, Dr. Mary Sauer or LAR.
6) All personnel must read, have easy access to and perform the procedures as outlined in the IACUC approved animal protocol including the use of personal protective equipment such as gloves, labcoat, safety goggles and boot covers. Ensure that all personnel performing procedures have been adequately trained to perform the specific procedures.
7) To order animals, complete the “Animal Usage Form” and either a) send it to the LAR main office at 1425 Vet Med, or b) FAX it to 294-3976 or c) email the form as an attachment to Phil Iasevoli (294-8508) at fiasevol@iastate.edu.
8) Documents in the lab notebook located in the room where animals are housed:
a. Animal protocol and standard operating procedures for animal treatment methods.
b. Personnel training records/certificates.
c. Animal Medical records. (see Appendix B below)
d. Copy of approval from the IACUC.
APPENDIX A

CITI Training Module Guide

Iowa State University – IACUC
Registration and Getting Started 

1. Enter Web site: www.citiprogram.org
2. In the middle of the page, find the link “New Users – Register Here;” Click it.

3. Registration Steps 1 – 4:

1. Participating Institutions: Scroll down list to select Iowa State University

2. Select your Username and Password: Choose your own username and password and fill in the appropriate blanks.

3. Enter Your Name: Enter your first and last name in the appropriate blanks.

4.  Enter Your Email Address: Enter and verify your email address

5. Click “Submit”

4. Complete the next page of question, filling in all blanks with asterisks (*), and click “Submit”

a. “Which course do you plan to take?” – Select “Laboratory Animal Welfare”

b. “Research role?” – Select role closest to yours (may be “Principal Investigator”)

5. CITI Course Enrollment Procedure

a. Scroll down about 2/3 of the page and find the section “3. Do you conduct or supervise studies that use laboratory animals?”

b. Select the box next to “The ‘Working with the IACUC Course’ is required if you plan to use laboratory animals in your work or plan to supervise such work”
c. Select the most appropriate species box for your work
d. Click “Submit”
6. Select your institution or organization

a. If you are affiliated with another university and wish to include that information at this time, select “Yes;” if no, select “No.”

b. After clicking Yes or No, the site will take you to the next page that will allow you to begin a training module.  Instructions for this part are in the follow selection.

Beginning Training Modules
1. Under “My Courses,” click on Working with the IACUC
a. To begin the training module, find and click on Take the next required module, located at the top of the page, in red font.

2. Read through the Introduction page. Once you have finished, click Go to the next module, Working with the IACUC to continue.

Adding Modules 

1. Log into the program with your User ID and password

2. Scroll down and click on “Add a course or update your learner groups”

3. Click “Update Groups”

4. Scroll down until you reach Question 3
a. Select the module that you want to complete

5. Scroll down and click “Submit.”

6. To access your User main screen, click “Go Back to Learner’s Main Menu.”

7. To begin your additional module(s), find the module on your Learner’s Main Menu and click “Enter.”

APPENDIX B
“The institution, under the guidance of the attending veterinarian, should determine the method(s) by which animal medical records are maintained. Oversight of animal medical records is the responsibility of the attending veterinarian and the IACUC. When institutional representatives determine that an animal  medical record should be created, the record typically contains the following information:

1. Identification of the animal(s) or group(s);

2. Clinical information, such as the animal’s behavior, results of physical examinations, and observed abnormalities, illnesses, and/or injuries;

3. Immunizations and other prophylactic treatments and procedures;

4. Documentation and interpretation of diagnostic tests;

5. Documentation of research interventions;

6. Treatments prescribed and administered;

7. Clinical response and follow up information;

8. Descriptions of surgical procedures, anesthesia, analgesia, and perioperative care;

9. Methods used to control pain and distress;

10. Documentation of resolution;

11. Documentation of euthanasia or other disposition; and

12. Necropsy findings if necropsy is indicated.

The record system must be structured so that information is easily collected, gathered, analyzed, summarized, and available to the veterinarian, the principal scientist, and the IACUC.”
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