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Administrative Coordination for DOD Laboratory Animal Workshops
I.
PURPOSE: The purpose of this SOP is to establish the procedures for setting up and conducting federally mandated laboratory animal techniques and investigator training workshops.  These workshops are known collectively in WRAIR/NMRC as the DOD Laboratory Animal Workshops.

II.
SCOPE: This SOP applies to all personnel responsible for setting up the workshops.

III.
RESPONSIBILITIES:


A.
The Division Director will endorse all official correspondence announcing the course, and sign participant certificates.


B.
The Chief, Department of Animal Resources and the Chief, Department of Animal Medicine will help to provide instruction support for all workshops.


C.
The Institutional Animal Care and Use Committee (IACUC) will twice annually review the Institute’s training program, which includes these workshops.


D.
 The IACUC administrator is tasked with implementing this SOP, and also reviewing and updating the SOP annually.  The IACUC Administrator is responsible for scheduling the workshops, arranging instruction support through Division veterinarians and technical staff, enrolling participants, preparing attendance certifications, and billing non-WRAIR/NMRC participants.

IV.
DEFINITIONS: The DOD Laboratory Animal Workshops fall into two general categories.


A.
DOD Laboratory Animal Workshops:



1.
The laboratory animal species-specific workshops provide instruction for managing the following: sheep, swine, rodents, lagomorph, and nonhuman primates.  These courses include basic handling, sampling techniques, and general procedures for each species of animal.  Also included is information about health, safety and animal husbandry as well as zoonotic conditions as appropriate.  Training in cats, dogs and other infrequently used animals can be scheduled as needed by contacting the IACUC Administrator.



2.
Participants in these workshops include all investigators, laboratory technicians, veterinarians, veterinary technicians, and animal caretaker personnel.


B.
Issues in Laboratory Animal Care and Use Workshop



1.
The Issues in Laboratory Animal Care and Use workshops provides instruction in a variety of aspects that influence protocol development and review, and the use of research animals.



2.
The following points should be included in each workshop: Ethical use of animals; federal, DOD and other regulations which govern the care and use of animals in research; animal welfare elements that must be addressed in protocols; resources for obtaining more information on animal welfare; the workings and. responsibilities of the Institutional Animal Care and Use Committee; method for reporting animal use concerns and violations of regulations; resources for obtaining more information on alternatives.


3.
The workshop, may also include, information on Animal Rights and Animal Welfare Groups, legislative issues, and responding to the public concerns and questions in laboratory animal care and use.

4.
This workshop provides general education to all members of the research community but particularly to investigators and others who require this information for protocol preparation.

V.
GENERAL:


A.
All Laboratory Animal Workshops shall be offered at least quarterly, except for the rodent and lagomorph courses, which should be offered more frequently.


B.
The IACUC Administrator will contact all instructors (Division veterinarians, outside instructors), veterinary technicians, and other key personnel to determine the days the workshops can be held.  It is advisable to schedule the workshop series for at least six-month intervals.


C.
The IACUC Administrator will consult with the Supply Management Officer to determine the cost of each course.


D.
In addition to coordinating personnel to support each workshop, the location of each workshop must be reserved.  Workshop rooms are reserved through the DAR NCOIC for Bldg. 511 or the DAM NCOIC for Bldg. 503.  The IACUC Administrator can reserve the Division classroom.  Reservation of Building 503 classrooms is coordinated through MAV’s by IACUC Administrator.  Audio-visual equipment is also obtained through MAV’s (for Bldg 503) and the DAR NCOIC for other areas.


E.
Using Institute E-Mail, Widest Distribution Memorandums, and newsletters, the LACUC Administrator will publicize the finalized workshop schedule and course costs to the following:



1.
All WRAIR/NMRC personnel



2.
The WRAMC Department of Clinical Investigation



3.
The WRAMC IACUC Chairperson



4.
Other DOD facilities in the area (POC’s are the Veterinary Medicine Departments and Training Officers.)



5.
AURO, HQ, MFIDC



6.
Miscellaneous others on Workshop Information mailing list.


F.
The IACUC Administrator will set up enrollment charts for all courses.  Course maximum size is determined through consultation with workshop instructors, technicians, and the Supply Management Technician.


G.
The IACUC Administrator will be the Point of Contact for those who wish to enroll in the course, and will "book" the workshops and maintain enrollment.


H.
The IACUC Administrator will prepare the participants certificates of completion, which must be signed by the workshop instructor and the Director, Division of Veterinary Medicine.


I.
The IACUC Administrator will prepare a Standard Form 1080 statement that will be sent to the Program Budget Analyst in Resources Management for processing.


J.
The IACUC Administrator will update the investigator training databases.  The individual record for each workshop participant shall include the full name, Division and/or Institute, Social Security number, and courses attended.


K.
The IACUC Administrator will maintain course files that include all enrollment forms and course evaluations.


L.
The IACUC Administrator will maintain administrative supplies including enrollment forms, evaluation sheets, and certificates.

VI.
PROCEDURES:


A.
Yearly:



1.
Establish schedule for all workshops for the calendar year through coordination with all veterinarians, technicians, supply management technicians Division Director, MAV’s personnel, other instructors and key personnel.



2.
Prepare mass mailing/publication of pamphlets listing all the workshops, procedures for enrolling, and procedures for paying.  When contacted, mail out additional pamphlets and directions as requested.


B.
At Least One Week Prior to the Scheduled Workshop: Contact all participants of the upcoming course through memo or telephone call to confirm their enrollment in the course. Participants may also need directions to the workshop and other information.


C.
The Day of the Workshop:



1.
Make sure classroom and required forms are ready.  Make sure receptionist knows to have participants sign in and direct them to classroom.



2.
Collect enrollment forms, attendance sheets and evaluation forms.  File with class folder.


D.
Within one week after the workshop the IACUC Administrator will:



1.
Prepare SF 1080 for billing of non-WRAIR participants and send along with a copy of students DD 1556 through the Administrative Officer to the Budget Analyst, Resources Management.  If a check is received, prepare check receipt and send to Resource Management.  Student receives one copy and one copy is filed with class folder.



2.
Prepare attendance roster.  The roster should be filed in the course folder and used for in-house census.  A copy is also sent to Resource Management for FYI.  The roster should include the following information:




a.
Non-WRAIR participants name and address




b.
Course title and cost




c.
Total cost of the course




d.
List of all workshop participants



3.
Prepare course certificates for Director’s and Instructor’s signatures.



4.
Enter participant data in training file in ANIMALRES system.  Information required:




a.
Participants name




b.
Division code




c.
Workshop name and date.



5.
Place all workshop materials in appropriate folder in workshop file drawer.  Files should be maintained for two years or until no longer needed for current operation.

VII.
SUPERSESSION NOTICE: This SOP supersedes SOP-DVM-720 dated May 1997.

REVIEWED AND APPROVED:

JOHN H. PARRISH

LTC, VC

Director, Division of

Veterinary Medicine

PREPARED BY:  SSG Heilesen
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