BIOIMAGING CENTRE PROCEDURES
17 May 2011

REQUESTS:

All requests should be sent to bs-bioimaging@ex.ac.uk, using our Request Form
http://cogeme.ex.ac.uk/bioimaging/requests.doc. All requests are to be authorized by the
academic supervisor. Note that only written requests will be considered.

PROJECT TYPES:

We have 6 different types of projects: student projects (S), preliminary projects (P), established
projects (E), funded projects (F), investment projects (I) and external projects (EX). These
projects are costed at different rates (see http://cogeme.ex.ac.uk/bioimaging/charges.pdf).
Only F and EX projects are charged the full economic cost of usage. Please note that all charges
are subject to constant review, with the exception of F projects, which are reviewed annually in
February.

S Student Project. A short-term project intended to assist PHD students to
finish a thesis or to support short student projects that do not necessarily lead
to grand applications.

e Maximum 3 months duration

e 10-15 hours microscope time and limited numbers of preparations.

¢ Subsidized by the college

P Preliminary Project. A short-term project to raise data for a grant
application.
e Maximum 6 months duration
¢ 15 hours microscope time and limited numbers of preparations.
e Subsidized by the college.

E Established Project. An established project, not yet funded.
e Subsidized by the college

F Funded Project. An established project, funded by grants. Due to school
regulations the grant income for Bioimaging work will be automatically
transferred to our account and we will charge against this income. Please
restrict the number of co-workers on F projects.

¢ Charged at full economic costing

* Highest priority.

I Investment Project. We encourage you to invest in the Bioimaging Centre
and an I project is established upon deposit of funds in our account and will be
kept open for 3 years.

e Services charged as for E Projects

¢ Notbound to a single body of work

* Norestriction on co-workers.

EX External Project. For ‘external’ non-commercial project, e.g. for other
departments or universities. The service is charged at full economic costing.




PRIORITY:

The Bioimaging Centre staff will prioritize as follows:

1. Project fully funded by grant money.

2. Data needed for a deadline (e.g. grant proposal or revision image).
3. Data that is required for an ending project (e.g. end of fellowship).
4. Undergraduate projects.

Consideration will be given to urgent projects - please state your case on the Request Form.

PROCEDURE: SETTING UP A PROJECT

1. Send us a request form, on which you briefly tell what needs to be done, who are your
coworkers and under which category your project falls (see descriptions above). For S,P,E and
university EX projects, please also provide a cost code against which project charges will be
made on a quarterly basis.

2. You will receive a confirmation Email from us giving the start and end date of your project
and your project reference (e.g. a funded project from Nick Talbot could have the code

F-NJT-1). This reference is to be used for all bookings and project activities by all co-workers on
the project.

3. We will keep record of all costing. We will charge against the provided cost code for S, P, E
and university EX projects quarterly and provide statements for I and F projects upon request
or when funds are becoming low.

GENERAL RULES:

* No one is permitted to use Bioimaging equipment without a proper induction by
Bioimaging staff or authorized other parties.

* All microscopes to be left in a clean and proper condition.

* Microscopes can be booked from 8:00 to 18:00.

* The confocal microscope can be used out of hours by trained users only who must
follow the Rules for Out of Hours Working in the Bioimaging Centre.

* Individual bookings should be limited to a maximum of 4 hours a day. Confocal time
course experiments lasting longer than 4 hours should be booked at the end of the week,
or, by prior arrangement with Bioimaging staff, at the weekend.

* Booking can be made up to 1 month in advance. If you fail to show up for a booking, we
will cancel the booking after 20 minutes, unless we are notified in advance.

* Abuse of microscopes or charging codes can result in the exclusion from the Bioimaging
Centre.

* All customers to follow the instructions of the Experimental Offices in the Bioimaging
Centre, Peter Splatt, who has the right to refuse entry into the Suite and use of
instruments if customers have acted inappropriately, for instance careless use of the
equipment, not leaving the Centre in an appropriate state.

* Undergraduate students are not allowed to use the microscopy facility unless
supervised by a PI (e.g. a Post-Doc or PhD student) and they should not use any high end
equipment on their own. An exception from this is the Nikon microscope, which can be
built into undergraduate projects. However, any work on this microscope must be done
during business hours and must be agreed by Peter Splatt.

» External users will require an Induction into the bioimaging centre before starting work.

Those doing category 2 work must:

e state this on the Request Form
e thoroughly clean bench areas with appropriate disinfectant after the end of session.



e transport any category 2 material to and from the Bioimaging Centre within a leak proof
container. Volumes of infectious material brought into the Bioimaging Centre should be kept
to the minimum necessary for experimental purposes. On leaving the Bioimaging Centre
these containers should be doused with 75% ethanol or other disinfectant, as appropriate.

e Any spillages on microscopes must be reported to a member of Bioimaging staff.

Individual cases and exceptions to be discussed with the Director of the Bioimaging Centre,
Professor Gero Steinberg (G.Steinberg@exeter.ac.uk)

TEACHING:

Currently, we do not have enough staff to sufficiently support the existing projects.
Consequently, we regret that we are not able to take on any project students at present, unless
they are supervised by a PhD student or PostDoc. This fits into the S-project scheme.

FINAL NOTE:

We will try to serve all customers to the best of our ability but please be aware that conflicts of
Interest might occur that force us to delay your request. It is also possible that delays may occur
as the result of technical challenges. However, please be ensured that we will make every effort
to satisfy all customers.

If you have any ideas, enquiries or complaints please contact the Director of the Bioimaging
Centre: G.Steinberg@exeter.ac.uk) (Tel. 26-3476).

(for more information see http://cogeme.ex.ac.uk/bioimaging/index.html)



