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WELCOME LETTER TO THE CAJAL INSTITUTE

Welcome to the Cajal Institute!

In this first contact with our Institute, you should carefully read the content of this document,

prepared with the intention of making your stay in the Institute easier, more efficient and safer.

The Cajal Institute from the High Council of Scientific Research (CSIC) is a public Center for
Research in Neurobiology. For more than 100 years the Institute has contributed decisively to the
knowledge of the structure and functioning of the Nervous System. We wish to maintain this spirit, and
for that reason we want to transmit to all newcomers the passion of continuing the scientific work of
Santiago Ramén y Cajal, and acquire the knowledge and know-how of the Institute in current
neurobiological research so that their work in the Center contributes to their personal and professional

development. With this aim we have prepared this guide.

This document is subject to periodic changes. We suggest to the personnel that access our
Center to periodically revise it, since the information will be progressively updated.

Thank you very much in advance.

DEPUTY DIRECTOR OF SCIENTIFIC
AND TECHNICAL RESEARCH

José Maria Frade
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PREAMBLE

The complexity and variability of the work carried out in the Center, as well as the
implementation of the criteria that govern the CSIC's policy on Occupational Risk Prevention, make it
necessary to draw the main lines of the itinerary and the procedure that must be carried out during
the incorporation of new members to the Center. In accordance with these criteria, it is the
responsibility of the Management Team of the Center to implement these guidelines in a specific
manner for each Institute, to promote the necessary measures for its implementation and to monitor
the observance of said measures.

This plan is based on an analysis of the information that all new personnel should be aware of when
joining the CSIC, and specifically our Institute. This analysis has been carried out by the Health and
Safety Commission of the Cajal Institute by delegation of the Management Team of the Center. In this
regard, priority has been given to some lines of action with specific objectives, and mechanisms for
monitoring and evaluation have been defined.

The Welcome Plan has a double objective: on the one hand, to serve new personnel as a reference
guide for their stay at the Institute, and on the other hand, to serve as a support tool for all members
of the Institute.

With this aim, the Welcome Plan includes:

- The roadmap that the newcomer must carry out in the initial moments of his/her stay at the
Institute, including the documentation that must be submitted and received from each instance
(Administration, Service, Laboratory).

- The list of Units/Facilities.
- The Code of Good Practices from CSIC.
- The Guide for Prevention, Safety and Occupational Health.

This document will be updated and kept up-to-date. The the Health and Safety Commission will
continue working on its improvement and updating.

This tool will be available on the Intranet of the Institute, in order to make it easier, safer, and more
efficient the stay at the Center of all its present and future members.

THE HEALTH AND SAFETY COMMISSION

OF THE CAJAL INSTITUTE
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CONSEID SUPEROR DE INVESTIGACIONES CENTIICAS
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INSTITUTO
CAJAL

PROTOCOL A: WORKING PLACE

GROUP LEADER or HEAD OF SERVICE

Aim:

Presentation of the new personnel to the Laboratory or Service in which he/she will carry out his work.
Show the working place, the people with whom he/she is going to work and specific information about
the work he/she will perform in order to facilitate his/her integration in the Institute.

Interview

v’ Assignment of a person responsible for him/her, who will be in charge of his/her proper

training.

Inform

v’ Description of the tasks to be carried out in the Institute.

v Information about prevention rules to follow:

Show

Risks of the workplace and preventive measures that must be adopted .
Guidelines for emergency situations.

Established work procedures.

Personal protection with Personal Protection Equipment (PPE), if applicable.
Signed reception of PPE delivered.

Safety sheets for chemical products used in the laboratory.

v Dependencies of the laboratory or service, location of the equipment, the common
and shared areas.

v’ Locate working devices.

v’ Show facilities that will be used.
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PROTOCOL B: INSTITUTIONAL GENERAL INFORMATION

ADMINISTRATION

Aim:
Inform of the existence of a Welcome Plan document for new personnel that must be read. Then

new personnel has to respond to a questionnaire present in the Intranet of the Cajal Institute. This is
absolutely required to get access to the Cajal Institute.

The document shows

v’ Location of Common Services.

v’ Specific services: Scientific-technical research facilities, maintenance service, gas
storage, chemical products warehouse, animal house, etc.

v’ Code of Good Scientific Practices.

v' Emergency plan and building plan.
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PROTOCOL C: ADMINISTRATIVE DOCUMENTATION

MANAGER

Aim:
Register the new personnel and provide him / her with the necessary information and documents for
the administrative relationship derived from the contractual relationship that has been initiated.

Register

[ STAFF OFFICIAL / LABORAL
Taking up office
Register in the Social Security system
Opening of administrative file
Documentation archiving
Documentation sending to CSIC
< Access card
E-mail account

Parking permit (if required)

Data collection form
Incorporation in database

Explanation of the salary

REGISTRY /
(Documentation )

HIRED OR GRANTEE
Contract or Scholarship Processing
Register in the Social Security system
Contract or scholarship signing
Collection of bank details

Documentation sending to CSIC
Documentation archiving

Open vacation cover

Access card

E-mail account

Data collection form

K Incorporation in database
Explanation of the salary

v

STAY PERMIT

Inform

Social-labor rights

Remuneration, advances, subsistence allowance, insurance

Social Action and Training Courses

Rules of internal regime (Calendar, holidays, permits, hours, presence control,
communication of absences, leave, etc.).

ANRNENEN
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INSTITUTO
CAJAL

PROTOCOL D : PREVENTION OF OCCUPATIONAL HAZARDS

PREVENTION DELEGATE

Aim:

Register the new personnel and give the documentation on Prevention of Occupational Risk, and inform
him / her of the legislation on Occupational Health.

Inform

v

v

Inform about the existence in the Institute of Prevention Delegates, of the
Committee of Security and Health, and of the Service of Prevention and
Occupational Health of the CSIC

Inform about the Guide of Prevention, Safety and Occupational Health.

Present the components of the teams of first intervention, second intervention, and
alarm and evacuation, from his / herr immediate work area.

Inform about the Emergency Plan of the Cajal Institute.

Evacuation routes

v
v
v

AN

General lines of the Emergency Plan

Show the evacuation routes and emergency exits

Locate emergency showers, eyewashes, fire blankets, breathing equipment, first aid
kits

Locate the fire fighting equipments

Locate first aid kits, medical services, rest rooms, etc..

Explain the meaning of emergency signs

Fill in the QUESTIONNAIRE ON-LINE located in the Intranet, print it, sign it,
and submit it to the Administration to have access to the resources of the
Cajal Institute:
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ANIMAL HOUSE FACILITY
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INTRODUCTION

The Animal House Facility aims to cover the needs of the researcher with respect to animal
experimentation.

From the breeding and maintenance of various animal species, the researcher can access the type of
animal necessary for experimentation.

It also seeks to control animal production to the maximum, to avoid unnecessary slaughter, as well as
to carry out exhaustive control over environmental conditions and other factors that may cause stress
to the animal, thus fulfilling the basic foundations of the Ethics in Animal Experimentation.

FUNCTIONS

FUNCTIONS: Breeding and maintenance of "wild type" Rats (Wistar strain), of "wild type" Mice
(strains: C57BL6, CD1) and 2 transgenic strains (GFP green and Rosa26) for the common use of users.
Also, breeding and maintenance of genetically modified mice, belonging to specific research groups.
The breeding of both species includes from the production of embryos to the delivery of adult
animals.

The maintenance of a maximum of 6 hamsters is also carried out in Conduct room No. 2, with a
special fridge to provoke hibernation.

OPERATING PROTOCOL

1. ANIMAL HOUSE FACILITY USERS.

e Users can be any person authorised by the Cajal Institute.
e Access cards will be provided to users, upon written request to the Institute’s Administration
Department.

2. SERVICE REQUEST.

e Only Animals Lab users can request animals; For this purpose, the order form must be filled in
well in advance (available on the intranet or in the Animal House Facility itself). Regarding any
modification, extension or cancellation of orders, the Animal House Facility will be notified, as
soon as possible.

e The expenses incurred by each group will be invoiced monthly (delivery of animals and
stabling), whether or not the animals requested are used, unless notice is given sufficiently in
advance.
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3. USER TRAINING.

The use of any type of laboratory animal is forbidden for people who have not been previously
instructed.

New users who join a line of research of the Institute and need to work with laboratory
animals, should be instructed in the management of them, as well as correctly knowing the
different accesses to the Animal House and the clothing and protection that should be used in
each case.

To do this, the PI must inform the new user of his group that, before starting to work with
animals, the Animal House Facility must be contacted so that the personnel of the same can
carry out the training, or a competent person from his own laboratory.

4. USE OF LABORATORY ANIMALS.

The animals that are delivered to the user are moved to the rooms in the experimental area,
whether they are rats or mice. Each group is assigned a number of spaces in the different
rooms.

The light-darkness cycle of the Animal House is from 7:30 am to 7:30 pm.

When an animal is returned to its housing, after carrying out the corresponding experiment, it
must be checked that the animal has feed, a bottle with water (or medication, if applicable)
and that the cage is closed and identified correctly.

It should also be checked that the doors of the rooms are closed once the experiment is
finished.

5. MATERIALS FOR WORKING WITH ANIMALS.

In the Surgery, the user will have the basic material that they will need for their experiment,
such as: syringes, needles, containers, bags, etc.

If at any time any material is depleted, the user is requested to notify the Animal House staff
for its replacement.

The most difficult materials (some anaesthetics, antibiotics, etc.), upon request, can be
obtained through the facility’s line manager (Laude).

6. SACRIFICE OF ANIMALS.

The user will define the form of euthanasia of the animals once the experiment is completed
within the permitted euthanasia procedures (Royal Decree 53/2013, of 1 February).
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The following methods are advised:

e Rats: CO;
Anaesthesia overdose
Guillotine (previous sedation)

e Mice: CO;
Anaesthesia overdose
Cervical dislocation
Guillotine (previous sedation)

e Once the animals have been slaughtered, they will be placed in a plastic bag (which can be
obtained in the Operating Room), closing it correctly and depositing it in the corpse freezer,
located at the exit of the Animal House.

e |t is forbidden to introduce objects such as syringes, needles, sharp objects, etc. into these
bags, as they can cause injuries to personnel who will handle these bags for their removal.

7. VISITS TO THE ANIMAL HOUSE:

e Qutsiders of the Animal House of the Cajal Institute should not visit the same.

e If for some specific reason a visit from outsiders is necessary, you should ask the person in
charge of the installation.

e The animals can only be observed through the "portholes" of the doors, avoiding entry into
the barrier area (clean area).

8. GENERAL RULES FOR THE USE OF THE ANIMAL HOUSE FACILITY

e |[f it is essential to enter the Animal House outside of the daylight hours (7:30 a.m. to 7:30
p.m.), red light timers can be found to the left of the doors of each room, to avoid
disturbances to the animals.

e No entry into the barrier area (Ventilated Racks) is allowed to any person that has not been
previously authorised.

e Smoking, eating or drinking is not allowed in the Animal House.

e No loud noises should be made.

e |t is obligatory for all the personnel that enter the Animal House, to use the gowns and shoe
covers placed at the entrance of users. The use of a mask is also recommended.

e Any animal that leaves the facility can only re-enter in the Quarantine area, upon request to
the person in charge of the facility.

e The entry of new animals will not be allowed without the authorisation of the Veterinarian of
the facility, upon request to the person in charge, with sufficient advance notice.

e Any materials in which animals have been located that have left the premises, should be
washed, disinfected and then sterilised before moving to any room.
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e Any experiment that involves the use of radioactive isotopes, will have to follow the Institutes
specific standards of work with radioactivity, previously notifying the Animal House Facility.

e Surgery and Conduct rooms: Once the experiment is finished, the user should leave
everything used completely clean and tidy. The countertops, after cleaning with soap and
water, should be wiped with alcohol (there are dispensers for this purpose).

9. RULES OF ACCESS FOR USERS.

e The user staff will only be able to access the Animal House through the entrance prepared for
that purpose, where they will find the necessary material for their correct entry.

e There are gowns (blue customised or disposable), shoe covers, masks and caps.

e Customised blue gown: when a user considers that, due to the time that their experiment will
entail, they need a gown of this type, they must notify the staff of the Department (as well as
for its and replacement).

e Caps and masks: if work is to be carried out for a long time with the animals, it is advisable to
use both.

e From the user’s entrance, the Experimental Hall is accessed, where the rooms of the
experimental animals, fish tanks, and Surgery and Conduct rooms are located.

e Dirty materials: The typical dirty materials from the animals (cages, grids, drinking bottles ....),
generated from an experiment, should be taken to the Wash room for treatment (do not leave
them in Surgery or Conduct rooms).

e Access to Ventilated Racks (barrier area): The entrance to this area will be as restricted as
possible and only authorised users may enter; it will be entered through the airlock passage
located at the end of the Experimental Hall, where the user will dress with previously sterilised
materials: gown, shoe covers, mask, cap and sterile gloves.

Access in the morning should not be made before 11:30 am, as the Animal House staff is
performing cleaning functions.

EQUIPMENT

The Animal House Facility has a Surgery Department and Conduct Department. Animal materials: in
addition to the basic materials (cages, grids, drinking bottles, ...), the animal cages are located either
in Conventional Racks or in Ventilated Racks equipped with a unit that controls the microclimate of
the cages (used for transgenic mice in a barrier area).

Lavaracks are located in the wash room for washing and disinfecting all types of material as well as
the autoclave for sterilisation.
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PERSONNEL

e Animal Welfare Manager: Pilar Sdnchez Blazquez.

e Designated Veterinarian: José M2 Orellana (external veterinarian).
e Technical manager: Laudelina Martin Garmendia

e Interim technician: Mario Berrocal Herrera

External Company Personnel "Vivotecnia": 5 workers.

PHONE: 91 585 47 46 / 871075

EMAIL

cea@uah.es (Jose M2 Orellana)

laude@caijal.csic.es (Laude)

LOCATION

Basement of the Cajal Institute.

SURGERY

INTRODUCTION

This is a room inside the Animal House enclosure, to which authorised persons have access.
To be able to make reservations, it is necessary to request authorisation from the person in charge of
the surgery.

FUNCTIONS

In the surgery, surgical operations, implantation of electrodes, animal sacrifice and dissection,
perfusion, extraction of fluids (blood, cerebrospinal fluid ...) are carried out.
When the light is turned off, ultraviolet light is automatically turned on.

OPERATING PROTOCOL

- The equipment to be used in the reservation sheets will be reserved in advance

- Access to the surgery is performed with the clothing used for access to the Animal House (shoe
covers, cap, robe etc. ...)

-The use of surgical gloves is recommended

-The room must be left tidy and cleaned after use
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-To access different commonly used equipment, you must request the keys of the cabinets containing
it

-The surgical material is from each laboratory

-The sharps material (scalpel blades, needles) is removed via containers for this effect

-It is essential to know the operation of the equipment before its use

EQUIPMENT

Several tables are available, including one specially designed for animal perfusion; surgical
microscopes, stereotaxic devices (one of them digital); inhalation anaesthesia systems (oxygen and
isoflurane); nanoinjection system; peristaltic pump for infusions; cold light sources, centrifuge; scales;
there is a variety of sterile and / or disposable material for use in procedures (syringes, needles,
gloves, etc.); drugs (anaesthetics, saline solution, heparin ...); sacrificial chamber with CO;

PERSONNEL

MANAGER: Maria Lépez de Ceballos
PHONE: 91 5854716 / 871037
Email: mceballos@cajal.csic.es
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LIBRARY, DOCUMENTATION AND
DISTRIBUTION UNIT
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INTRODUCTION

The Library of the Cajal Institute, considered by the national and international scientific community as
one of the most complete in Neurosciences, especially for the documentary collection of international
publications from the late nineteenth and early twentieth centuries, in addition to being a Cajal
Institute Support Unit, whose main objective is to offer bibliographic resources to its researchers as
well as to distribute, control and preserve the bibliographic and documentary collection it houses
(Royal Decree 582/1989 of 19 May), is part of the Library Network of the Superior Council of Scientific
Research. This implies that the assigned personnel must manage, process and participate in all the
processes of said network, whose function is to give the scientific community a better service by
taking advantage of all the technical, economic and human resources.

FUNCTIONS

The UBDD of the Cajal Institute, in addition to being a Cajal Institute Support Unit, whose main
objective is to offer bibliographic resources to its researchers as well as to distribute, control and
preserve the bibliographic and documentary collection it houses (Royal Decree 582/1989 of 19 May),
is part of the Library Network of the Superior Council of Scientific Research. This implies that the
assigned personnel must manage, process and participate in all the processes of said network, whose
function is to give the scientific community a better service by taking advantage of all the technical,
economic and human resources.

OPERATING PROTOCOL

Acquisition, registration, cataloguing and computerisation of journals, monographs, reprints, etc.,
both digitally and on paper.

Registration, cataloguing and computerisation of donated material.

Access to electronic resources.

Access to documents (personal loan, interlibrary loan).

Documentation on the special "Cajal” resource, upon request.

DIGITAL.CSIC: the institutional repository of the CSIC.

Information on the processes for new incorporations to the Cajal Institute.

Statistics.

Courses, conferences, congresses.
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TECHNICAL PROCESSES

Acquisitions:
e Journals: These are processed annually, determined by our Researchers, according to the
administrative guidelines that the CSIC, through the Library Coordination Unit, marks.

Registration and cataloguing:

e The new resources acquired, in any medium (paper, CD, online), are registered and catalogued
in the Computerised Catalogue of the CSIC Libraries Network, using the subject headings,
assigning a location to each physical copy and assigning a bar code to each document, this bar
code uniquely identifies said copy within the Network Catalogue.

e The same process is followed for material that is donated to us. Being one of the most
complete libraries in Neurosciences, in recent years, we have received donations from private
collections of scientists, from this area, national and international.

AVAILABLE SERVICES

Direct access to resources (Monographs and Periodicals).

On the WEB of our Library, in the Bibliographic Catalogue link of the CSIC (access to the Computerised
Catalogue of the CSIC Libraries Network), there are both our resources and those of the rest of the
CSIC Libraries, which contain existing copies and their location in the deposits.

Access, upon request to the staff of the Library, to the special "Cajal” resource.

This collection consists of the publications by Santiago Ramdn y Cajal and the most outstanding of his
disciples.

Access to electronic resources:
e Through the WEB of our Library, by accessing the computerised Catalogue and the CSIC
Libraries Network page, all the existing ones can be consulted.
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Access to Documents:

Loan from our resources:

1.

- The monographs, except old resources, manuals and dictionaries, can be borrowed by the
personnel of our Centre (staff, scholarship holders and contracted personnel). Previously they
will have arranged a loan account and a card that will also allow them to borrow from the CSIC
Libraries that have this service in their regulations. The user card and loans are managed
through the "loan module" of the CSIC Library Network, which allows the timely control of this
service.

- Periodicals are not available on loan. In exceptional cases, they can be removed from the
premises for a short period of time, notifying the Library staff who will take note of this fact.

Interlibrary loan:

The Library locates the publications that users need and that are not in our resources or in the
electronic resources of the CSIC Libraries Network, making the request for the document both
to CSIC Libraries and to external Libraries. This process is carried out through the "interlibrary
loan module" of the CSIC Library Network. Delivering the document to the user, most of the
time in an electronic version. In the case of monographs, a loan of the original can be
requested. It is currently managed through the GTib program.

The Library facilitates the documents that are requested of its resources in paper and of the
electronic resources that it has contracted, as much to Libraries of the CSIC as well as to other
institutions. An important number of these requests corresponds to the resources of Journals
that are exclusively in the Cajal Institute within the national territory. According to the support
of the document, it is sent photocopied, digitised, etc. In the case of monographs, provided
that this availability is previously established, if required, the original can be loaned for a few
specified days. It is also managed through the GTBib program.

DIGITAL.CSIC: the institutional repository of the CSIC

On 18 January 2008, this was presented by the President of the CSIC, the presentation at the Cajal
Institute was on day 24, and therefore, we are in the process of putting it into operation
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REOORGANISATION OF DEPOSITS

Due to the growth of publications, even if the electronic resource is available, they oblige us to keep
paper copies and due to a lack of space, periodically it is necessary to restructure the deposits, a task
that involves the physical transfer of the material.

COURSES, CONFERENCES, CONGRESSES:

The Library staff, due to the continuous changes that new technologies require, participate and
attend courses, conferences and congresses in the speciality.

SPECIAL CAJAL RESOURCE

This resource is treated in accordance with the provisions of Law 16/1985, of 25 June, the Spanish
Historical Heritage and the Laws in force on Intellectual Property.

THE MAJORITY OF THE ACTIVITY OF THE LIBRARY IS REFLECTED IN THE CSIC LIBRARIES COORDINATION
UNIT, SINCE THE PROCESSES OF CATALOGUING, LOAN, INTERMITTENT LOAN, ACQUISITIONS, ETC. ARE
AUTOMATICALLY MANAGED BY THE ALPEH 500 PROGRAM (Automated Library Expandable Program
Hebrew). IN THE WEB PAGE OF THIS UNIT, IN THE STATISTICS SECTION, YOU CAN FIND THE DATA ON
EACH LIBRARY.

PERSONNEL

Carmen Dominguez

PHONE: 91 585 4747 / 871057
Email: biblioteca@cajal.csic.es

WORKING HOURS
HOURS: 8:00 to 14:30

LOCATION

Ground Floor
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MOLECULAR AND CELLULAR BIOLOGY
UNIT (UBMC)
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INTRODUCTION

The UBMC is a Research Support Unit both for equipment for different experimental tasks and for the
realisation of "a la carte" experimentation work with total flexibility and adaptability to the needs of
each user.

FUNCTIONS
1.1 RESEARCH SUPPORT SERVICES.
The Molecular and Cellular Biology unit performs the following tasks:

1. EXTRACTION OF NUCLEIC ACIDS.
A) Extraction of plasmid and genomic DNA (mini, midi, maxi, giga).
B) Total RNA extraction from tissue / cell cultures.

2. QUANTIFICATION AND PURITY OF NUCLEIC ACIDS AND PROTEINS WITH NANODROP ND-1000.

3. AGAROSE GELS / GELRED FOR THE VISUALISATION OF NUCLEIC ACIDS.

4. AMPLIFICATION OF DNA FRAGMENTS BY PCR AND SUBSEQUENT PURIFICATION. Includes advice on the
choice of primers, PCR reaction and development.

5. GENOTYPING

This includes:

-Development.

-Genomic DNA purification of mouse tails or other tissue.

-Quantification / purity of DNA

-Amplification of the DNA fragment / s by PCR reaction that determines the genotype to be
analysed with its corresponding controls.

-Agarose Gel / GelRed and Marker optimised for the size of the expected DNA fragment.
-Acquisition of the images of said gel and analysis of the results.

6. REALTIME PCR
Designs and implementation of protocols.
Theoretical and practical training in Real time PCR (Cajal Institute only)
Training in the use of the Primer Express Software.
Design of primers from the sequence of the gene provided by the user.
Analysis of data.
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7. DNA bank. Long-term preservation of plasmid DNA (glycerol) for the user or for conservation in the
UBMC.

8. MYCOPLASMA TEST: Cell contamination of the Mycoplasma contamination is checked by PCR using a cell
culture supernatant.

1.2 TECHNICALSUPPORT SERVICES.

1. ADVICE ON THE USE OF UNIT EQUIPMENT. Initial basic training for new users. Solution to
problems with the sample. Preparation of Manuals and Quick Guides for each equipment.
Support in the design of protocols and possible applications.

2. ENSURE THE CORRECT FUNCTIONING OF ALL THE EQUIPMENT BELONGING TO THE UBMC. Carrying
out of maintenance, calibrations, verifications and equipment cleaning periodically by the
UBMC personnel or by the specialised Technical Department for each equipment.

Processing and solution in the shortest possible time of breakdowns that may arise.

3. UPDATING THE SOFTWARE OF THE DIFFERENT EQUIPMENT.

4. CONTROL OF SPARE PARTS AND CONSUMABLES OF SUCH EQUIPMENT, taking into account the most
susceptible failures of the equipment in order to have in stock the appropriate part so as to
avoid times without being able to use the equipment.

1.3 CONSULTING SERVICES AND EXPERIMENTAL DESIGN.

- This includes: Design of Molecular Biology protocols.
Consultations on problems with experiments in progress.
Consultation about products from commercial houses and applications.

EQUIPMENT AND ITS LOCATION
The UBMC is a General Service with a series of equipment and support facilities.
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1 EQUIPMENT LOCATED IN THE LABORATORY OF THE UBMC (COMMON)

1. Spectrophotometer ND-1000 Nanodrop (Thermo Scientific)

2. System 7500 Real Time PCR System PCR
Quantitative (Applied Biosystems)

3. Two thermal cyclers PCR 2720 (Applied Biosystems).

4. Verity 96-well Thermal Cycler (Applied Biosystems)

5. Minicentrifuge for plates of 96 wells (QPCR) of Axygen.
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6. Cryostat CM1900 and CM1950 (Leica Microsystems).

7. Image acquisition equipment for agarose / DNA gel
S and BioDoc-iT proteins from UVP.

8. Sample concentrator-evaporator SPD1010
(Thermo Scientific).

9. Absorbance reader for 96-well plates
Multiskan KII Plus (Titertek)

10. Mini Robot MiniQG-80 for nucleic acid purification
in columns without centrifugation:

Plasmid DNA and genomic / RNA total of

cell cultures and tissue.
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11. Automated robot to perform Hybridizations
in situ and immunodetections in situ:
: InSituProVs (Intavis).

12. Near infrared fluorescence image detection system (membrane,
plate): Odissey CLX from Li-COR. Image Studio Lite 5.2 quantification
software.

12. AUXILIARY EQUIPMENT

v
v
v
v
v
v
v
v
v

2 Refrigerated microcentrifuges 5415R (Eppendorf)

Vortex Stirrer VX200 (Labnet)

Mixing Thermal Block MB-102 (Bioer)

2 Power sources of electrophoresis 3000Xi and PowerPac 300 (Bio-Rad)
3 DNA electrophoresis cuvettes: Wide Mini Sub Cell GT (Bio-Rad)

Gas extraction hood (Captair)

Refrigerator-freezer (Liebher)

Scale Fx-3200 (A & D Company) and precision scales LF series (Vibra)
Optical Microscope (Zeiss).
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3.2 EQUIPMENT LOCATED IN THE ANTEROOM OF THE UBMC LAB ON THE RIGHT
(IT Unit corridor)

1. Sirius tube luminometer (Berthold).

2. Absorbance, fluorescence and plate luminescence reader:
~ .
~ Fluorimeter FLUOstar OPTIMA (BMG Labtech).

3. Scanner-Densitometer GS-800 (BioRad).
Quantity One software.

3.3 EQUIPMENT LOCATED IN THE VIBRATOME-SPECT ROOM

The vibratome room is located at the end of the main hall on the ground floor on the left and it
contains the following equipment:

Three Vibratomes of the Leica Microsystems: two VT1000S and one VT1000M sliding Microtome
HM450 by Microm.
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4. GENERAL RULES OF THE DEPARTMENT.

4.1 RULES FOR THE USE OF EQUIPMENT

New user:

Any user wishing to use any of the equipment of the UBMC must have previously submitted
the Request for a New User of the Service to the UBMC and read and accepted the Welcome
Plan and Rules of said Service.

Do not use any equipment if you do not know how to use it. The staff of the UBMC will
teach you how to use the equipment and how to improve the performance of use for your
experiment.

Once used, the equipment and adjacent areas should be perfectly clean and the equipment
turned off.

Reservations:

The BioDoc iT, Multiskan Ascent and Nanodrop equipment are not reserved due to their short
duration of use.

The equipment that is in the UBMC except that previously mentioned will be reserved in the
sheets that are on the board located at the entrance of the laboratory on the left.

In the Vibratome Room in front to the left there is a cork board with the reservation sheets for
said equipment. The reservation sheet of the Displacement Microtome is located on the table
of said equipment.

In order to use any auxiliary equipment of the Unit, it is necessary to ask the personnel of the
Unit for its use.

You always have to sign up (Name, laboratory and extension) in the equipment reservation
and use sheets. The maximum reservation time per laboratory is two daily shifts of 2 hours.
If the demand for the equipment is high this time will be restricted to 2 hours per day per
laboratory.

The reservation sheets for the following week will be placed on the Thursday of the current
week in the early morning.
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Manuals:

The Manuals and Quick Guides of the different equipment are available to users in pdf format
on the main computer screen corresponding to each equipment.

In the areas adjacent to each equipment there is a quick guide as well as the rules and / or
recommendations for use. In some cases there is also a copy of the user manual.

Records of use of equipment:

On the main screen of each of the computers there is an Excel file called "Equipment Use
Record". Users must register each time they use a computer associated with that computer by
filling in the corresponding template correctly.

In the case of the Bio Doc iT equipment, the record will be performed on the sheets that are
located next to the equipment,

User Results Files:

USB PENDRIVES MUST NEVER BE USED IN THE COMPUTERS OF THE UBMC. To export files, the internal
network of the "Urano2" centre will always be used. The IP must communicate to the user its
"user" and "password" in order to access said network.

The 7500 Real Time PCR System from gPCR cannot be networked. To be able to export the

files, a pendrive has been enabled. For its use it is necessary to register in the use sheets and
once it has been used it will be returned to the UBMC formatted.

Once the files have been exported, they will be deleted by the user from the UBMC computer.

Non-deleted files will be deleted by the UBMC on the 30th of each month.

User service hours:

The user service hours are from 8:00 to 15:00. It is advisable to make an appointment within
the scheduled hours with the head of the Unit if you are going to learn to use equipment for
the first time or for Consulting and experimental design services

If any material or reagent is needed from the UBMC refrigerator from 16:00, the keys are at
reception: key no. 61 fridge, key no. 62, freezer. Once used, the fridge must be left perfectly
closed and the keys returned to reception.
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Incidents:

- Cleanliness, tidiness and respect for the rules of use of the equipment are required. The
misuse of the same will generate an "Incident Report" that will be communicated to
Management.

- In case of any problem with the equipment, please notify the UBMC staff immediately. If it
occurs in the afternoon hours, stop using the equipment and put up a "Do not use" or similar

notice.

4.2 RULES FOR THE APPLICATION FOR SCIENTIFIC SUPPORT PROVISIONS OF THE UBMC

New user:

- Any user wishing to request any of the provisions of the UBMC must have previously
submitted the Request for a New User of the Service to the Unit and read and accepted the
Welcome Plan of said Service.

General Rules:

1. Before requesting any of our provisions for the first time, talk to us in order to achieve the
most efficient organisation possible.

2. In order to request a Provision, it is necessary to submit a duly completed Work Order
Application Form:

Task to be performed (1 provision -1 work order).

Number of samples and identification of the same.

User requesting the work, laboratory and extension.

Signature of the head of the applicant laboratory (or authorisation by order).

Any work order that is not correctly completed will not be accepted.

3. Once the User is registered, the UBMC will send the work orders for the application of the
various services to the user's email in zip format. All the applications can be downloaded from
the Intranet of the Cajal Institute:
https://intranet.cajal.csic.es/

4. The Provisions will be carried out in order of arrival and therefore their completion time will
depend on the number of previous requests.

5. Any repetitions, modifications, adjustments to each Provision will be invoiced.


https://intranet.cajal.csic.es/
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6. Once the work is done, the UBMC will deliver a detailed report that will be sent by email to the
user and to the IP as well as the costs of the requested service.

7. Each month a detailed summary of the billing of the use of equipment and services of the
UBMC will be sent to the user and to the IP.

MORE INFORMATION AND PRICES:
-The prices broken down for each provision are indicated in each Request for a Provision.
- The official prices of each service and the use of billable equipment (with a maintenance contract)

can be found in the Corporate Applications of the CSIC intranet:

=>» Intranet CSIC / Corporate Applications / Scientific Activity / Services of my Molecular and
Cellular Biology Unit Centre:

https://apps3.csic.es/grupos/pages/servicio/edicionServicio.html|?idGrupo=823552

PERSONNEL
MANAGER: Silvia Fernandez

LABORATORY TECHNICIANS: Andrea Collazo
Maria José Lépez Campos

PHONE: 91 585 4737 / 871063 (Office) / 871064 (Lab)
Email: sfdez@cajal.csic.es

USER SERVICE HOURS

HOURS: 8:00-15:00

LOCATION
Ground floor laboratory A16


https://apps3.csic.es/grupos/pages/servicio/edicionServicio.html?idGrupo=823552
mailto:sfdez@cajal.csic.es
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FLOW CYTOMETRY AND CELLULAR
SEPARATION UNIT
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INTRODUCTION

The Flow Cytometry and Cellular Separation Unit became operational in 2008 and is part of

the Research Support Units of the Cajal Institute (CSIC). The purpose of this Unit is to provide support
in carrying out the research studies carried out by the different groups that make up the Institute or
other Research Centres, through scientific advice, sample analysis and presentation of results in the
field of Flow cytometry.

The primary mission of the Unit is to provide an efficient and quality service in order to enhance and
develop the research activity.

FUNCTIONS

Development, optimisation and updating of protocols for different flow cytometry techniques.

Carrying out maintenance work on the equipment, including quality controls, reagent control
and repair management in case of failure.

Reservation management and user administration.

Scientific advice, analysis of samples and presentation of results to the research groups that
make up the Institute as well as other research centres that require their services.

Maintenance of the equipment database and making backup copies of the generated files.

Management of billing to users.

The Catalogue of Service Provision includes:

1)
2)
3)
4)
5)
6)
7)
8)
9)

Identification of cell populations by marking intra or extracellular antigens (phenotyping).
Cell viability studies through the use of vital dyes.

Measurement of cellular apoptosis by using Annexin-V / Propidium lodide.

Studies of oxidative stress through the use of fluorescent probes.

Study of the different phases of the cell cycle.

Determination of the cell proliferative index by using labelled nucleotide analogues (BrdU).
Gene expression studies guided by GFP.

Intracellular signalling studies.

Identification of phosphorylated signal transduction proteins.

10) Quantification of cytokines.

11) Mobilization studies of intracellular Ca2 +.

12) Cell separation (sorting).
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OPERATING PROTOCOL
GENERAL RULES OF THE DEPARTMENT.

1. Before requesting any of our provisions for the first time, please speak to the Manager in order to
achieve the most efficient organisation possible. The Cytometry Unit will provide information
regarding the type of test, experimental design, how samples are prepared, waiting time, etc.,
especially when new users are involved. This consultation can be done by contacting the person in
charge of the Unit, by telephone, by email or in person at the Cytometry Unit. In some cases it may be
necessary to evaluate the feasibility of the trial or, eventually, to develop specific methodologies. The
Service will provide detailed protocols for each particular trial.

2. To carry out any test in the Unit, whether it is analysis or sorting, it is necessary to fill in a duly
completed work order, describing the tasks to be performed and signed by the person in charge of
the requesting laboratory. This request can be delivered directly to the Service or via email.
Application forms and rates are available in the Unit or through the intranet of the Cajal Institute
(http://intranet.cajal.csic.es/?g=node/5)

3. Any repetitions or modifications in each trial will be billable except if there has been an error made
by the Cytometry Unit.

4. It is very important to take the utmost care with all the parts and accessories of the equipment to
prevent them from being lost or damaged.

SPECIFIC RULES FOR THE FACSAria EQUIPMENT (Sorter).

1. The provision of services will be carried out through the reservation calendar of the Cajal Institute
and therefore its organisation will depend on the users themselves. A priori there will be no
restriction of hours. Even if reservations are made on the calendar, a work request must be submitted
to later be able to invoice the tests.
(http://reservas.cajal.csic.es/roschedule.php?scheduleid=sc15885f53c07270). Users cannot cancel or
modify a reservation in progress, they must notify the Unit.

2. Except for some users authorised by the Unit, the FACSAria equipment CANNOT be used without
the presence of the Manager of the Unit. Once the samples have been prepared, they will be
delivered to the Cytometry Unit, where the Manager will pass them through the cytometer and
present the results to the user.

During the working hours of the Unit, only the users authorised who have carried out the training will
be able to pass the samples through the cytometer, and may consult the Manager of the Unit
regarding any problem, doubt or incident.

3. After the working hours of the Unit, the users who have carried out the training will be authorised
by the Unit, to be able to use the FACSAria equipment without the presence of the Manager of the
Unit.

4. It is very important for the autonomous user to carry out the post-wash after finishing the test, in
order to avoid contamination to other users. The last user must perform the post-wash and turn off
the equipment.


http://intranet.cajal.csic.es/?q=node/5
http://reservas.cajal.csic.es/roschedule.php?scheduleid=sc15885f53c07270
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5. It is very important to take the utmost care with all the parts and accessories of the equipment to
prevent them from being lost or damaged.

6. The results files will be sent through the internal network of the Cajal Institute (Urano2) or through
email by SEGA-CSIC. The use of USB memory sticks is PROHIBITED.

7. There is the possibility of installing the computer software to perform analyses on computers
located in your laboratory. These computers must have Windows XP installed or a virtual machine
with Windows XP. To use this software you need a key (USB) that will be available to users in the
Cytometry Unit. You have to sign up in the Use / Reservation form.

EQUIPMENT

The Flow Cytometry Unit consists of flow cytometer:

e FACSAria of BD Biosciences with a Sorter module with 2 lasers, one is an Argon of 488nm
capable of detecting up to five different fluorochromes and the other is a Helium-Neon laser
of 633nm with a detection capacity of two different fluorochromes, which together allows for
an analysis multiparameter of up to seven colours together with the two scatter parameters

(cell size and complexity).

633

780/60

780/60

750-810

750-810

. BP Filter Examples of
Laser PMT BP filter Range (nm) Fluorochromes / Dyes
FSC 488/10 483-493 -
SSC 488/10 483-493 -
FITC, Alexa Fluor-488,
EGFP, EYFP, DiOC ¢,
FL1 530/30 515-545 Acridine Orange, Fluo-3,
Fluo-4, FDA, H2DCFDA, HE,
JC-1, CFSE
488 -
FL2 585/42 564-606 PE, IP, MitoSOX Red, JC-1,
DsRed
PE-Texas Red, IP, MitoSOX
FL3 616/23 605-628 Red, Vybrant Dye Cycle

Orange

PE-Cy7

APC-Cy7, DRAQS5, Vybrant
Dye Cycle Ruby
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The Sorter module supports high-speed cell separation of up to four different populations in
supports for various types of tubes, including 5 and 15 ml tubes.

The analysis of the results is done through the FACSDiva 6.1.3 program from BD Biosciences.

The Flow Cytometry and Cell Separation unit, through the intranet of the Cajal Institute,
provides users with information related to fluorochromes, analysis programs, bibliography,
publications or links of interest.

PERSONNEL
MANAGER: D. Jose Luis Martinez San Martin

PHONE: 91 585 4727 /871059
EMAIL: citometria@cajal.csic.es
jlmsanmartin@cajal.csic.es

WORKING HOURS

HOURS: 09:30 to 17:00

LOCATION

Flow Cytometry Unit Equipment: Ground floor next to the Laboratory of the Molecular and Cellular
Biology Unit.

The office shared with other units and is located on the Ground Floor next to the Confocal Microscopy
and Image Analysis Unit.
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CELL CULTURE UNIT AND
PREPARATION OF MEDIA
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INTRODUCTION

Cell cultures consist of the set of techniques that allow the maintenance of the cells "in vitro"
maintaining their physiological, biochemical and genetic properties. Depending on the degree of
preservation of the structure of the tissue or the organ of origin and its duration, we will talk about
different types of cultures: of organs, explants, primary or secondary.

The technical advances and the appearance of commercial companies supplying media,
serums, equipment and cell lines have made these techniques a technology with good reproducibility
allowing great advances in the understanding of the mechanisms involved in the intracellular and
intercellular processes.

FUNCTIONS

Since 1987 the Cell Culture Unit has been composed of three rooms where cells obtained from

multicellular organisms, especially neurons, astrocytes and oligodendrocytes obtained from animal

brains, are generated "in vitro". The basic functions are referred to below:

- Management, cleaning and maintenance of the three rooms.

- Information to users.

- Calibration and sterility of incubators.

- Coordination and monitoring of the correct use of the equipment.

- Sterilisation of solid and liquid material.

- Preparation of reagents and media according to needs.

- Testing of Foetal Serums for batch purchases.

- Filling and maintenance of liquid nitrogen drum:s.

- Control and monthly distribution of the expenses of the Service according to the hours of stay in the
rooms.

Since the year 2000, the possibility of implementing reagents, media, buffers, agar plates and
competent bacteria has been incorporated into the Service in order to facilitate conventional work for
users.

According to Royal Decree 664/1997 of 12 May, on the protection of workers against the risks related
to exposure to biological agents, the management of these cultures requires 2 different levels of
security (level of containment):

— Containment level 1: in the Cultures and Established Lines Room. Required for the cultivation
of non-transformed non-primate animal cells. With 4 horizontal laminar flow cabinets for
preferential protection of the samples and another 3 vertical laminar flow cabinets that
provide protection to the operator as well as the sample.

— Containment level 2: in Rooms P2-A and P2-B where primate cell cultures are generated
(tumoral or non-tumor), non-interfered human cell lines, non-primate virus-producing cell
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cultures, manipulation of non-infectious biological agents to through the air (retroviruses) and
the use of genetically modified organisms (mouse, viral vectors). There are 2 biosafety
cabinets that guarantee protection to the operator and provide protection to the sample as
well.

OPERATING PROTOCOL

=

2

3

4

5-

6
7

8

9

The Cultures Service is of restricted use. In order to access the rooms, it is necessary to fill in a
Request for Service Use Form that will be authorised by the Management and by the person
responsible for the Service. In the case of the P2 rooms, a specific medical device will also be
recommended. After this process, a personal access card will be provided (and non-
transferable) and you will be included in the list of users displayed in the anteroom of the unit.
Smoking, eating and drinking are forbidden, as well as storing food or drinks, within the
Service.

Do not use pipettes with your mouth. There is a mechanical pipettor available in each booth
for this purpose. Remember that you should never allow the medium to pass to the filter of
the pipette.

Any sharp material used should be discarded as soon as possible after use in the yellow
containers that are available under each booth. Do not use above the filling limit.

Whenever there is danger of splashing, safety glasses, and / or FFP2 masks, available in dark
blue containers, should be used in each of the rooms.

Extend cleaning precautions at all times to maintain the sterility necessary for handling.

It is absolutely necessary to clean hands and forearms with water and disinfectant soap, and
then spray them with 70% ethanol or Fagescrub Lotion solution.

Clean all surfaces used (booths, microscopes, centrifuge ...) before and after use with soap and
/ or 70% ethanol, and each time a spill occurs. Avoid bleach on metal surfaces.

Discarded material (plates and flasks with cell debris) will be sprinkled with sodium
hypochlorite solution for 30 min. before throwing in the bin. Liquids, once inactivated in this
way, will be eliminated down the sink. In P2 rooms, hazardous waste containers are available.

10- Restrict the passage to the rooms as much as possible (hence the need for authorised access

cards) and avoid people being there who are not working.

11- Make sure that clothing is not a source of contamination. It is forbidden to enter the rooms

with clothes and street objects such as handbags or coats.

12- Exclusive gowns should be used for work in the rooms. Disposable gowns (white for P1, green

for P2) are available to users.

13-Do not introduce live cages or animals into the Cultures Service. Slaughtered animals,

especially if they have hair, will be introduced submerged in ethanol. The remains of animals
are confined in a freezer chest in the hall of the basement for its subsequent periodic
withdrawal by the City Council.

14- The equipment (centrifuges, agitators, magnifiers ...) of the rooms is for the exclusive use of

the Service. It shall not be removed from its usual place without the permission of those
responsible and with the obligation of returning it exhaustively clean.
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15-In order to get more life from the microscope lamps, they will be turned off after being used.

16-

17-

18-

19-
20-

21-

22-

23-

1

2
3

4

5-

6

The opening time of incubators should be minimal, since both the temperature and the % of
CO2 become unbalanced each time the door is opened. For this same reason it is very
important to always make sure that the two doors of the incubator are properly closed.

Each user laboratory will have a space-drawer where it will keep its material (sterile or not) in
order not to introduce germs from the outside. Likewise, you will be given a place in the
refrigerators and freezers of the Service where your media will be located.

Only current experiments, properly labelled, specifying, as a minimum, the content, date,
name and laboratory of the user can be introduced into the incubators. Anything that is inside
an incubator and that is not a trial in process or that is not properly labelled, will be thrown
away by the personnel in charge of the maintenance of the room.

All staff must wash their hands before leaving the rooms.

When the work is finished in the booth, it should always be collected, perfectly cleaned,
disinfected, with the ultraviolet light on. It is very important to make sure that the pipettor is
left charging and that the suction pump has been turned off.

Pipettors, lighters or lamps that do not work, will be left in the lobby of the anteroom, so that
the staff of the Service takes care of putting them back into use.

At the end of the day, the last one to leave will check that the devices are switched off
(especially suction pumps, microscopes and bathrooms) and turn on the ultraviolet lights on
the ceiling of the rooms.

The recommendations for safe operations and good laboratory practices that are included in
this Regulation must be followed.

SPECIFIC RULES FOR BIOLOGICAL CONTAINMENT LEVEL 2.
In addition to that previously specified:

Access is restricted and controlled, and denied to people who are immunosuppressed or who
have a high risk of infection. They must have a specific prior examination, where they will also
be properly vaccinated.

During handling, the doors of the room must remain closed.

Personnel must wash their hands after handling biological material and before leaving the
room. The use of appropriate gloves is mandatory during the performance of work that
involves the risk of direct accidental contact with the biological material.

It is recommended you use safety glasses, masks or other protective devices, especially with
tasks performed outside the biosafety booth that may generate aerosols.

This room must be accessed with an exclusive green coloured gown that will remain in the
anteroom after its use.

Contaminated waste, solid or liquid, must be inactivated with sodium hypochlorite solution for
at least 30 minutes. The inactivated liquids are poured down the sink, while the solids are
deposited in a biosanitary waste container (black) located inside a refrigerated container at
49C (refrigerated only in P2A).
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7- Accidents that may lead to obvious exposure to infectious agents should be reported
immediately to the person responsible for the Service and to the Health Surveillance Unit.

EQUIPMENT

- 4 horizontal flow booths.

- 5 vertical flow booths.

- 2 biosafety booths type II-A

- 9 incubators with pre-set temperature and CO2.

- 5 refrigerators.

- 1 electroporator to transfect cells.

- 2 orbital agitators.

- 4 centrifuges.

- 4 inverted phase microscopes.

- 1 inverted fluorescence microscope.

- 4 magnifiers for surgical handling and their corresponding illuminators.
- 3 dips.

- 2 liquid nitrogen tanks for the storage of established lines.

The Cell Culture Service has 2 conventional autoclaves where both solid and liquid materials
are sterilised at 120¢9.

PERSONNEL

MANAGER: Sonia Martinez Alonso

PHONE: 91 585 4706 / 871062
Email: sonia.martinez@cajal.csic.es

WORKING HOURS

HOURS: 07:30 to 15:00

LOCATION

- Rooms B-8, B-9, B-10, B-11 and B-12 on the 1st floor, left corridor.
- Ground floor next to Administration and Management.
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MANAGEMENT AND ADMINISTRATION UNIT
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INTRODUCTION

The Management of the Institute is a one-person body for the direction, management and advising of
the Institute, together with the Direction and Vice-Direction, as the case may be, and the Heads of
Department. Without prejudice to the functions assigned to the Director and under his/her orders,
he/she will be responsible for:

h)

The economic and budgetary management as well as purchases and contracting of external
works and services.

The administrative organisation of the Institute.

The head of personnel in regard to its administrative regime and the supervision of all the
units of administrative and technical services.

The heritage of the centre, as well as the care and control of the proper use of the facilities.
The internal regime.

Maintenance and general services.

The economic and personnel management of the projects or contracts under way, without
prejudice to the attributions of the principal investigators of the same.

The secretariat of the Board of the Institute.

The Manager of the Institute is appointed by the President of the CSIC, after hearing the Director of
the Institute and the Secretary General of the CSIC, through the procedure of free appointment.

FUN

Apart

CTIONS

from other functions of coordination and internal organisation, as well as relations with the

central organisation of the CSIC, the Management and Administration develop in general lines the
following functions:

I. HUMAN RESOURCES AREA.

Labour contracting and management of calls for proposals.
Presence control (downtime, vacations, permits and licenses).

Access of the personnel to the Services of the Institute.

Personnel management, Social Action, Training.

Stays.

Prevention of occupational risks and occupational health (accidents at work and occupational

diseases).

II. AREA OF ECONOMIC-FINANCIAL AND BUDGETARY MANAGEMENT.

Budgetary management.

e Treasury and payments.

Budgetary and analytical accounting (internal).
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Travel and diet management.

IIl. RECRUITMENT AND HERITAGE AREA.

Control of minor purchases.

Centralised acquisition of goods.

Acquisition of goods and services through a contract file.

Heritage and inventory of goods.

PURCHASES AND STORAGE DEPARTMENT : Management of external orders and internal
ordering of products of direct acquisition to the Warehouse of the Institute

IV.AREA OF MANAGEMENT OF PROJECTS AND CONTRACTS.

Information on calls for proposals.

Help in submitting applications to these calls and in the preparation of budgets for contracts
and agreements.

Registration of projects and contracts.

Monitoring of projects and contracts.

Scientific-technical and economic justification of projects and contracts (follow-up reports and
final justifications).

INTERNAL SYSTEM AREA.

Room reservations.

Seminars and conferences.

Messaging and mail.

Control of access and use of rooms and equipment.

PERSONNEL

MANAGER:  Maria Angeles Azctinaga Temprano.
Telephone: 915854753 /871068
Email: gerente.ic@csic.es.

AUTHORISED PAYMENT MAKER: Ana Maria Sainz-Pardo Rubio.

Angeles de la Iglesia
Yago Rodriguez Cela
M2 Luisa Molinero
Yago Rodriguez
Isabel Calzada
Concha Arroyo
Fernando Sanchez
M. Jesus Jaro

Telephones 91 585 47 48/49 / 871069 (Protocol) / 871070 (Payments) / 871071 (Human Resources)
/ 871072 (Projects)


mailto:gerente.ic@csic.es
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HOURS

Morning: from 09:00 to 14:30 (preferred service to the public).
Afternoon: from 15:30 to 17:30

LOCATION

Office of Management, Direction and Administration (Ground floor).

RECEPTION
FUNCTIONS

e Attention and welcome to the public

e Access control for visitors

e Control of staff access to seminars

e Telephone service (switchboard)

e Fax handling (orders and processing)

e Delivery of correspondence from laboratories
e Transfer of internal and external mail

e Control of keys (of ordinary use and emergency)
e Control of the pointer for presentations

e Control of vehicle entry and parking

e Control and production of records books

e Handling photocopiers and binder

PERSONNEL
External company
Tel. 915854750 / 871001
Fax: 915854754
e-mail: recepcién@cajal.csic.es

PURCHASING AND STORAGE

INTRODUCTION

The Purchasing and Storage department is in charge of guaranteeing the sufficient supply of
articles and products, as well as the adequate handling and custody of the stocks of chemical
substances, laboratory materials, and other products. It performs the verification of the accuracy of
the registration of goods, materials and supplies, as well as the integration of the data that makes up
the catalogue of products handled by the different laboratories and Units, such as the information

that makes up the detail of their inventories.
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FUNCTIONS

Maintenance of the stock of the warehouse and delivery of the material. Verification of
the physical stock of goods, materials and supplies, re-conciliating balances with the
records to maintain sufficient stock of each.

Requesting prices, budgets, negotiating discounts with suppliers etc.

Management, monitoring, control, and delivery of orders. Receipt of goods, materials and
/ or supplies, checking quantity, features and quality.

Providing information to users about material, catalogues, commercial providers, etc.
Updated record of commercial providers, indicating postal addresses, email, fax, and
name of managers. Storage and archiving of catalogues of commercial providers. Update
of said file.

Scheduling, directing and controlling the activities of reception, dispatch, registration and

control of the goods destined for the use and / or consumption of the common Units of

the Centre.

e Annually draw up the physical inventory of fixed assets and stocks in established

warehouses.

OPERATING PROTOCOL

Before placing any order, you must be registered in the centre's database and be authorised

by the person in charge of your laboratory or department.

o External orders: These are used to order from suppliers directly, a voucher will be
completed and delivered to the storage department, once revised, a number will be assigned
and processed. There are order forms to fill in through the following link

http://intranet2.cajal.csic.es/OrdenPedido/(optimised for Chrome)

In order to rationalise the operation of the Institutes Purchasing Department, a time limit is set for receiving orders and

they must processed on the same day as they are received.

(Orders that have not been completed and those that lack information for processing are excepted)

The deadline for receipt of the order forms will be at 12:00 and any forms that are received later will be processed the

next day.

In order to avoid the orders being delayed in their processing due to not providing the necessary information, the fields

must be filled out with the following mandatory data:
DATE
PROVIDER DATA:

Brand and / or product supplier.
Telephone and fax.


http://intranet2.cajal.csic.es/OrdenPedido/
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REQUESTER DATA:
Name
Account number and Project (PN, EU, Contract, Agreement ...)
Laboratory

Name of the laboratory manager or, where appropriate, the authorised person.
Signature of the manager or authorised person.

REQUESTED MATERIAL:
Quantity or presentation of the product
Description
Reference
Amount without VAT

Type of Material (Description of supply): Antibodies, antibiotics, mice, cables,
Screws...
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o External orders: used for the removal of material from storage.

For this process you have to fill out a voucher using the warehouse computer application.
http://pedidos.cajal.csic.es/

It is compulsory to deliver the voucher with the products that are going to be removed,
being able, in specific cases, to place the order directly through the warehouse computer.

In no case will material be supplied without the voucher signed by the person collecting
the material.

EQUIPMENT

e 2 Safety cabinets for solvents.
e 1 Refrigerators

PERSONNEL
Fernando Sanchez
Tel. 915854745 / 871055
Fax. 915854358
E-mail. Compras-almacen@cajal.csic.es

WORKING HOURS

HOURS: From 08:00 to 15:00 hours from Monday to Friday.

The schedule of dispatch of material unless in unforeseen circumstances will be from 09:00 to 14:30
hours.

LOCATION

Basement S-02


http://pedidos.cajal.csic.es/
file:///E:/users/Fernando/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/U01KBB0K/Compras-almacen@cajal.csic.es
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SCIENTIFIC IMAGE AND MICROSCOPY
UNIT
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INTRODUCTION

The Scientific Image and Microscopy Unit was created in 1995 and is part of the Support Units and
Installations of the Cajal Institute (CSIC). The main objective is to offer support and technical assistance
to research groups in the study, detection and identification of molecules and cellular structures in tissue
sections and cell cultures by using fluorescent markers, using Confocal, Fluorescence, and Microscopy

techniques and processing, analysis and 3D reconstruction of the images acquired in said equipment.

FUNCTIONS
1. Techniques of confocal microscopy, fluorescence microscopy, in vivo microscopy, light field
microscopy.
2. Image processing and analysis techniques with specific programs.
3. Control of service equipment, cleaning, adjustments and calibration for optimal use, in addition to

contacting the maintenance and repair departments.

OPERATING PROTOCOL

RULES COMMON TO ALL UNIT EQUIPMENT

a)

b)

d)

New users must appear in the Unit accompanied by a Manager and must fill in the application
form for the use of the equipment. No new user can use the equipment without completing
this form.

They must inform the Unit of the equipment they will use in order to be registered in the
corresponding Schedules and they will be informed of how to use each piece of equipment.

It is necessary that students are supervised at all times, both by technicians, during service
hours, or by a person in charge of their laboratory.

Before using a device, you should read the specific rules of use, as well as the safety
regulations.

Before using unit equipment, it must be taken into account whether its technical features are
adapted to the user's experimental requirements. The user can be advised through the
available manuals and / or by consulting the technicians of the Unit.

User service hours: The schedule of the pieces of equipment that require use or advice from
the technicians will usually be from 08:30 to 15:00 from Monday to Friday. In situations where
this schedule is modified, it will be notified in advance.
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e) Reservations: The CONFOCAL MICROSCOPY UNIT schedule can be found on the Intranet of

the Institutehttp://reservas.cajal.csic.es. It is recommended you make the reservation well in
advance. Each piece of has its own schedule with its specific restrictions.

f) Cancellations: users are asked to cancel a reservation as soon as possible so that other users
can use the equipment.

Users cannot cancel or modify a reservation in progress, they must notify the Unit.

g) Manuals: These are available in the Unit and also on the Intranet of the Institute within the
Unit’s page: http://intranet.cajal.csic.es/?q=node/1

h) Data: Users is responsible for saving their data, copying it and deleting it from the equipment.
Files can be deleted due to technical requirements without prior notice. Exceptionally, the
confocal microscope files will be kept for 1 month.

i) Work control: Users must fill in the data on the record sheet and note any incident.

j) Post-processing tasks: The tasks of processing and analysis of the images acquired in the
microscopes of the Unit, must only be performed on the PC identified with the label "IMAGE
ANALYSIS PC", located in the Confocal M. Unit.

k) Usage fees: Available on the Intranet, on page of the Unit. (Also in the attached Table)

By default it will be invoiced with the internal fee, if the user needs to bill a European Project
he/she must inform the Unit in advance in order to apply the corresponding rate.

I) Services for users of other Centres: The only services for external users are those of confocal
microscopy, but users of the Cajal Institute will have preference of use.

Consult the CSIC's Catalogue of Services on the CSIC Intranet.
EQUIPMENT

1. CONFOCAL MICROSCOPE LEICA SP-5 DIRECT

2. CONFOCAL MICROSCOPE LEICA SP-5 INVERTED TIME-LAPSE

3. LEICA TIME-LAPSE AF 7000 FLUORESCENCE MICROSCOPE

4. LEICA DMI 6000 FLUORESCENCE MICROSCOPE

5. NIKON MICROSCOPE WITH NEUROLUCIDA

6. LEICA MICROSCOPE WITH COLOUR CAMERA

7. MULTIMEDIA EQUIPMENT:

7.1. COMPUTER WITH SCANNER
7.2. COMPUTER FOR PROCESSING AND IMAGE ANALYSIS
7.3.  OTHER EQUIPMENT: JVC VIDEO CAMERA AND NIKON DIGITAL PHOTOGRAPHIC CAMERA.


http://intranet.cajal.csic.es/?q=node/1
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PERSONNEL
TECHNICAL MANAGER: Carmen Hernandez
TECHNICIANS: Belén Garcia and Carmen Hernandez

PHONE: 91 585 4751 / 871060
Email: mconfocal@cajal.csic.es

HOURS:
USER SERVICE HOURS: 08:30 to 15:00 from Monday to Friday

LOCATION

Ground floor, Administration hall:
Confocal Microscope Room and Microscopes Room
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ELECTRONIC MICROSCOPY UNIT
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ELECTRONIC MICROSCOPY

FUNCTIONS

e User Support

e Cutting of samples for users

e Information and technical advice to users
e Maintenance of the service equipment

OPERATING PROTOCOL

ELECTRONIC MICROSCOPE
Its use will be performed exclusively by the managing technician or under the direct
supervision of the latter.

ULTRAMICROTOMS AND BLADES CUTTER

Its use will be carried out by the managing technician or by the users who are duly authorised
for its use. The authorisation will be given by the person in charge of the service, this an essential
condition for the handling of the equipment.

REQUEST FOR SERVICE OR RESERVATION OF HOURS
For the use of any of the services provided by this Unit, contact the person in charge: in
person, by telephone or by e-mail.

NOTE: The costs of materials used will be borne by the users.

EQUIPMENT

120 kV transmission electron microscope:
JEOL JEM-1200 EXII
MEGAVIEW IIl ANALYSIS

Ultramicrotomes: REICHERT-JUNG ULTRACUT E
LEICA EM UC6
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PERSONNEL

MANAGER: Martin lan Maher

PHONE: 91 585 4356 / 871058
Email: martin@cajal.cisc.es

WORKING HOURS

HOURS: 09:00 to 16:00 hours.

LOCATION

Semi-ground floor
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INFORMATICS AND
COMMUNICATIONS UNIT
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INTRODUCTION

The objective of the Informatics and Communications Department (SIC) is to ensure an Informatics
infrastructure that facilitates the realisation of the basic missions of the Institute, such as research and

administrative tasks.

FUNCTIONS

Among others, it is worth mentioning:

e Supervision of communications, network electronics, Internet access, local network, WIFI, perimeter

and internal security.

e Planning, implementation and maintenance of internal services (web, intranet, file server, DHCP,

DDBB, logs, updates, etc.)
e Management of accounts and mailing lists.

e Attention, support and advice to users.

e Purchase, installation and maintenance of microcomputer equipment.

e Applications development

OPERATING PROTOCOL

The rules that any user must follow if they want to use the Informatics resources and the network
infrastructure of the Institute, as well as the procedures to request assistance from the SIC, are summarised

below.

These rules and procedures are part of the "Policies for the use of Informatics resources and the network
infrastructure of the Cajal Institute". These will be published on the page of the Department, on the Centre's

intranet.

e DEFINITIONS

SIC: Informatics and Communications Department of the Cajal Institute.

Users: Any person who uses the resources managed by the SIC.

Resources managed by the SIC: Personnel of the Service, communications infrastructure,

informatics infrastructure and services executed or hosted by said infrastructure.

o Administrative Manager: This is the person responsible for the computer equipment installed in a

Centre or Institute, this responsibility is limited to authorising the installation of the same, the

people who can use them and what use is made of them. The Administrative manager of an
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informatics system is responsible for the Group or Service, although, ultimately, this responsibility
falls on the Director of the Centre or Institute or the person delegated by him/her.

Systems Administrator: He/she is responsible for the management and administration of
computer equipment and for monitoring compliance with the policy for using it. They will normally
be the IT staff of the Centre or Institute.

Institute Equipment: These are all the informatics equipment that, independently of the form in
which they have been acquired, use or will make use of the resources managed by the SIC. These
resources include support for users, access to the internal network (wired or wireless), and access
to the Institute's servers.

This excludes equipment that may be in the Institute that does not need to have access to the
resources (human and / or technical) of the Institute. This equipment can access the Internet via the

WIFI connection to the network as "guests".

e RULES

New equipment. The installation and commissioning of informatics and communications
equipment in the Institute, will be carried out by the staff of the SIC or under its supervision.

Equipment administration. In ALL the equipment of the Institute, an account with administrator
privileges will ALWAYS be enabled so that the SIC can access the equipment to perform support
and / or maintenance tasks.

The equipment purchased in a particular way, even if it is used for daily work in the Institute, is
excluded from this rule.

Connection of network equipment. Under no circumstances is the connection of equipment to the
Institute's network permitted without the authorisation and supervision of the SIC.

Inventory of equipment*. The SIC needs to have knowledge of the equipment present in the
Institute, of the hardware it is made up of, as well as of the software installed in it. It is therefore
necessary that ALL the equipment of the Institute is inventoried and that the information related to
it is updated regularly.

*For this purpose we have opted for the use of a client-server solution called the OCS Inventory. This
solution consists of an "agent" that is installed on the client computer and that regularly sends an
inventory of the equipment to a "server" that stores in a database the hardware and software of the
equipment in question, as well as the time that the last inventory was performed. IN NO EVENT SHALL

PARTICULAR DATA OF THE USER BE SENT OUT.
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5. Antivirus. ALL the equipment of the Institute with the Windows operating system must have

installed the antivirus considered official by the SIC, the SIC being the one in charge of installing it

and configuring it in the equipment. Currently this is F-Secure.

6. Installation and use of software. The installation of software considered to be "critical" such as the

operating system, antivirus software or anti-malware, is of the exclusive competence of the SIC.

The rest of the applications can be performed by the user. Although it is recommended as far as

possible that the SIC is the one that performs them.

7. Copy and software licenses

e The copying of licensed software from Cajal is not permitted without the express consent of

the SIC.

e The installation and use of software without a license will not be allowed.

e All unlicensed software installed on any equipment of the Institute will be the responsibility of
the owner of the same or, failing that, of the Administrative manager thereof.

The SIC reserves the right to assist with equipment that it considers affected by problems

generated by the use of illegal software.

IMPORTANT

Failure to comply with the rules listed above may result in the denial of support by the SIC and the
disconnection of the network of the equipment in question (temporarily or permanently).

e PROCEDURES

.- Application for assistance from the SIC (work orders)

Steps:

a) Fill in the work order specifying the date, laboratory, description of the problem and equipment
to which it refers. This work order must be signed by the Administrative Manager or authorised

laboratory / service person.

b) Deliver the work order to the SIC staff for processing. If the request made in the work order is a
request for computer equipment or if for the realisation of the work some equipment had to be
used, it will be specified by the technicians of the Service in the section "materials used" and its cost

will be charged to the laboratory or service that needed it.
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The execution of the work order will be carried out by any of the SIC technicians, the Service itself
being the one that decide on the person or persons who will carry it out. For none of the tasks to be
carried out will it be necessary to expressly address a specific person.

IMPORTANT

Requests made via different means will NOT BE ADDRESSED under any circumstances.

EQUIPMENT

Not applicable.

PERSONNEL

Angel Alcafiiz Carmona (MANAGER)

Juan Gabriel Lépez Alonso

PHONE: 91 585 4871 / 871065 (Angel) / 871066 (Juan)

E-MAIL: sic@cajal.csic.es, tic@cajal.csic.es

SERVICE HOURS

08:30-17:00

LOCATION

Ground Floor


mailto:sic@cajal.csic.es
mailto:tic@cajal.csic.es
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RADIOLOGICAL PROTECTION AND CHEMICAL
SAFETY UNIT
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INTRODUCTION

The Cajal Institute has a Radioactive Installation IR / M-469/90 IRA-1783 for Research / Teaching for
which authorisation for start-up through the Directorate General of Energy dates from 4 March 1991
and the last modification (MO- 7) of 6 February 2012.

This installation is a category 2, in accordance with the provisions of Art.34 of the Regulation
on Nuclear and Radioactive Facilities, and it authorises the "possession and use of radioactive
material and ionizing radiation generating equipment in the field of neurobiological research." In
February 2012, the commissioning of a computerised tomograph by the emission of photons (SPECT)
was also authorised to perform brain imaging studies.

The materials authorised are the following:

- Non-encapsulated radionuclide Maximum activity
mCi MBq
Hydrogen-3 50 1,850
Carbon-14 10 370
Sulphur-35 50 1,850
Calcium-45 1 37
Sodium-22 1 37
Sodium-24 1 37
Phosphorus-32 50 1,850
lodine-123 19,46 720,02
lodine-125 25 925
lodine-131 1 37
Rubidium-86 1 37
Phosphorus-33 50 1,850
Chrome-51 1 37
Technetium-99m 19.46 720.02

- An encapsulated source of Caesium-137 of 30 uCi (1110 KBq) of activity belonging to a
liquid scintillation counter.

- An internal encapsulated source of Europium-152 of 20 uCi (740 KBq) of activity, belonging
to a liquid scintillation counter.

- An encapsulated source of Caesium-137 of 5.55 MBq of activity used to calibrate the
activimeter.
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- X-ray equipment from the ANDRES firm, SMART model of 200 KVp and 4.5 mA of maximum
intensity.

- CT equipment, X-ray emitter, integrated in the SPECT equipment, 400 mA maximum and
45 kV.

FUNCTIONS

Currently, there is a Supervisor with the regulatory license for non-encapsulated sources that is in
charge of programming and supervising all operations with radioactive materials, being locatable
and available during the operation of the installation and dealing with the following functions:

1.- Marking the areas of the installation according to the Regulation.

2.- Carrying out dosimetric control and health surveillance of exposed workers.

3.- Updating the dosimetric and medical records of the personnel in question.

4.- Concluding the management of personal dosimeters with a Personal Dosimetry Service
expressly authorised by the Nuclear Safety Council (CSN); exactly by the Carlos Il Health Institute.
5.- Referring the health surveillance to the Prevention Services or Specialised Medical Services. In
the case that concerns us, this is the Service of Prevention of Occupational Risks and Health
Surveillance of the CSIC.

6.- Following the relevant complementary instructions of the CNS for the best compliance and
verification of the safety conditions of the installation.

7.- Sending within the first quarter of each calendar year to the General Directorate of Industry,
Energy and Mines of the Ministry of Economy and Technological Innovation of the Community of
Madrid and to the CNS a report, which contains a summary of the Operations Journal from the
previous year, the inventory of equipment and radioactive materials present in the facility
indicating their situation and operating status, as well as the cumulative dose of each of the
workers of the facility in said period.

8.- Acquiring radioactive material only through authorised entities for commercialisation in the
national territory. Only the owner of the facility can import directly according to the legally
established procedures (EURATOM Regulation 1493/1993).

9.- Having at least one radiation detector appropriate for radiological surveillance. A programme
of calibrations and verifications of radiation detection and measurement systems is established,
where aspects such as recommendations of the manufacturer, recommendations of the
calibration laboratory that carry out the same, results of periodic verifications, amplitude and
severity of use, environmental conditions, accuracy sought in the measure, etc. are established,
prevailing among all the criteria applied the recommendations of the legally accredited calibration
laboratory (CIEMAT).

10.- Through the Basic Manual of the Facility, the personnel will learn and comply with what is
established in the Operational Regulation and the Internal Emergency Plan of the same.

11.- Having an Operations Log where the following data will be recorded:
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- Relevant data on the operation of the installation indicating any type of incident that occurs
in the installation.

- Operations of entry and exit of radioactive material, discharges of radioactive effluents and
disposal of waste.

12.- The holder will make records of the following aspects:

- Inventory of radioactive material.

- Results of the checks and calibrations of the radiation detection and measurement
equipment.

- Data related to the control of radiation levels and pollution in the premises of the facility.

- Checks on the suitability of the biological shields and safety systems of the installation,
under normal operating conditions.

- Staff dosimetry (TLD)

13.- Storing and properly controlling the radioactive material in order to prevent possible handling
by unauthorised personnel. There will be means to guarantee the physical safety of the
installation.

14.- Applying the Internal Emergency Plan in case of any anomaly or event that implies
radiological risks for the personnel of the installation or the general public. Notifying according to
the Complementary Technical Instruction of the CSN / SRO / CIRC and communicating it to the
Directorate of Industry, Energy and Mines of the Ministry of Economy and Technological
Innovation of the community of Madrid and to the CSN.

15.- Having available fire extinguishing means, located in places of easy access, which must be
operative at all times and the management of which is learned by all personnel.

16.- Having available adequate systems for the management and storage of radioactive waste.

17.- Evacuating the radioactive effluents from the facility as regulated. Said discharges to the
public sewer system shall meet the following requirements:

- The material released will be in water soluble form, or it will be easily dispersible biological
material. Non-soluble material or mixed residues of H-3 and C-14 will be collected through Enresa.

- The total activity of radioactive material discharged to the public sewer in one year shall not
exceed 10 GBq of 3-H, 1 GBq of 14-C and the sum of the activities of the remaining radionuclides
will be less than 1 GBq.

- If more than one radionuclide is discharged, the sum of the fractions obtained by dividing the
concentration value of each radionuclide by the corresponding concentration limit shall not
exceed one unit.

18.- Arranging the collection of solid radioactive waste and contaminated solid materials with a
legally authorised entity (ENRESA).
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19.- Have adequate means for radioactive decontamination of surfaces and people, the location of
which and instructions for use must be known by all licensed personnel.

20.- The transfer of radioactive material between the premises that constitute the facility will be
done with prior knowledge of the supervisor, it must be done with the appropriate safety
measures and radiological protection, according to the type of radioactive material to be moved
and based on the route to continue, considering the presence of people outside the radioactive
installation

21.- The radiological surveillance of the contamination will be carried out, at the end of the
working day, for which equipment of the appropriate type and sensitivity will be available. For
those radionuclides for which detection by direct measurement with the monitors available to the
installation is not feasible, indirect methods (smears) should be used.

22.- Carrying out the quality control of the X-ray equipment and monitoring the radiation levels in
the work stations, at least annually, and whenever the usual work conditions are modified or any

irregularity is detected that affects the radiological protection.

At present, there is also a Supervisor with a Nuclear Medicine license who acts as substitute for the
licensee, and an Operator in the same speciality.

OPERATING PROTOCOL

ORDERS OF RADIOACTIVE MATERIAL:

To place orders for radioactive material, fill out the order form of the institute with the order
data (there are no specific sheets for radioactive material) and deliver it to the supervisor of the
radioactive facility.

The authorised orders will be registered in the Operations Log, numbered and sent to the
provider. The interested party will be sent a copy of the order, where the delivery date of the order
will be indicated.

ARRIVAL OF RADIOACTIVE PRODUCTS TO THE INSTITUTE:

The supervisor of the radioactive facility will receive any request for radioactive material that
enters the centre. In cases of failure or absence, it can also be performed by the operator. They will
carry out the corresponding controls and will immediately inform the applicant of the material about
the delivery of the order who will sign the delivery note and a copy of said document will be
delivered.
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RADIOACTIVE PRODUCTS STORAGE:

In principle, they will be stored in the hot chamber (radioactive room on the 1st floor) at the
appropriate temperature in each case, under lock and key, except for the storage temperature at -
802C which will be kept in the respective freezers of the applicants, provided that they do not exceed
the maximum authorised activities contemplated for laboratories marked as monitored areas (consult
supervisor).

USE OF THE RADIOACTIVE CHAMBER OR ROOM:

The operations will be carried out in the radioactive chamber or room on the 1st floor, where
there are work areas adequately conditioned for these types of compounds, especially if they are
volatile (display cabinets with forced extraction with active carbon filters, pollution monitors, screens,
etc.).

It is advisable to use the hot chamber with low activities whenever possible, bearing in mind
that the operation that entails greater risk will always be a priority.

To use this chamber, it is essential to sign up on the reservation sheets provided by the person
in charge of radioactivity. This person will deliver the key of the chamber to the user when he/she has
signed in the Operations Journal of the Hot Chamber and has delivered the detailed protocol of the
experiment to be performed, specifying the devices to be used inside and outside the chamber.

After the operation, the user will check for contamination and return the key to the person in
charge of radioactivity, who will supervise the status of the chamber and the devices used.

In the period during which a group has reserved the chamber or radioactive room, the Group
Manager will be solely responsible for any incidents that occur.

During weekends, the radioactive chamber may only be used by a group, and only for routine
operations.

The monitors of the Radioactivity Department will not leave the chamber or radioactive room
in any case. Outside this chamber, checks will be made with the monitors corresponding to the work
areas of each laboratory.

EQUIPMENT

1.- PORTABLE MONITORS
Two groups of monitors are established, those that are of use for control of the Radioactive
Facility and those of use in ordinary laboratories.
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1.1.- MONITORSFOR THE CONTROL OF THE RADIOACTIVE FACILITY.

- Multisensor surface contamination monitor, LAMSE brand

Model MS6020. Calibrated in Bq / cm2, with a beta-gamma sensor

Model CT115-BG. The detector is a proportional counter. Useful for detecting superficial
contamination produced by any isotope of the facility except H-3 (in this case smears are
made and counted in the liquid scintillation counter).

- Radiation monitor or radiometer: Brand FAG FH 40, model F-2. Calibrated in mSv / h. The
detector is a Geiger surrounded by a glass capsule. Useful for assessing the dose due to
electromagnetic radiation (gamma or X braking).

1.2-. EXISTING MONITORS IN THE CONVENTIONAL LABORATORIES AND RADIOACTIVE ROOM.

IN THE HOT CHAMBER:
- Portable beta contamination monitors:

= Brand Mini Instrument 900 Series model E. Geiger-Miiller detector, calibrated
in cps.

= Brand Mini Instrument Series 900 model EP15. Geiger-Miiller detector,
calibrated in cps.

= Rotem brand, Ram Gene model. Equipped with Geiger-Miller sensor,
calibrated in cps.

- Gamma contamination portable monitor:

Brand Mini Instrument, 900 series 44A probe. Calibrated in cps and equipped with a
solid crystal scintillation detector from INa (TI).

- Digital dosimeter type EPD Siemens brand.
- Portable beta / gamma contamination monitor:
Berthold Brand, model LB 1210D. Calibrated in Bg / cm2, provided with a beta-
gamma sensor. The detector is a proportional counter. Useful for detecting superficial

contamination produced by any isotope of the facility except H-3 (in this case smears are
made and counted in the liquid scintillation counter).
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