Automated Biosafety Information Form Instructions

This form was developed to assist the investigator with filling out the Biosafety Information Form more efficiently.  It gives standard answers for some of the questions, eliminates the need to highlight and re-type some sections and delete excess blank lines.  When you open the form, you will notice that you cannot change any text.  

Types of fields:

· Text Fields: Just click inside the field box and start typing.  These fields will expand to fit any amount of text necessary.

· Check Boxes: Simply click on the field next to each item and an “X” will appear.  If you have made a mistake, just click again to remove the “X”.

· Drop Down Lists: Click on the arrow that appears when you enter into the field.  Several choices will appear, click on the appropriate choice; these are the only possible answers.  For some of the questions there is an “Other” choice, if you select this, be sure to enter the details into the text field that is adjacent to the “Other” choice.

Instructions:

· In the title box: These are all text fields.  (You can tab between the fields.)

· Just underneath the title box is the declaration of usage section.  These are check boxes.  Click on each one that will be involved in the study.  

· Section A, Human Tissue Samples: There are a variety of fields.  The yes/no questions are check boxes (be sure not to select both yes and no), the name, hazard and precaution questions are text fields and the BS Level is a drop down list.  

· Section B, Microbial Agents: There are a variety of fields here as well.  If you are not using microbial agents do not answer any of the questions.  All the yes/no questions are check boxes. The concentration method and inactivation method questions are drop down lists. All other questions are text fields.  Please note that there is now space for two different agents.  If you are only using one, please leave the second section blank.
· Section C, Recombinant DNA all questions are answered with text fields.  If you are not using recombinant DNA, please leave this section blank.  

· Section D, Chemicals: These are all check boxes, click on each box next to all the choices that apply to the study.  The Chemical List consists of all text boxes.  This table limits the number of chemicals that can be listed, if you need additional space, please let Michelle Meyer know the number of additional rows needed and she will add them to the template for you and send you an electronic copy of the Biosafety Information Form with the expanded table. If you are not using chemicals do not answer any of the questions.
· Section E, Containment Equipment: This section is a combination of all the field types.  The types of containment equipment are check boxes (please check all that apply and fill in the information requested).  The locations of the equipment are all text boxes and the Class of the Biological Safety Cabinet is a drop down list.

· Section F, Laboratory Staff Training: This is strictly a text section and cannot be changed.

· The Acknowledge of Responsibility page is strictly a text section and cannot be changed.  When the investigator has made all changes suggested by the committee, a signed hard copy should be submitted to Michelle Meyer, the Subcommittee on Research Safety & Biosafety Coordinator.

· The last page is simply an example of what a chemical list should look like.  This will be discarded when the final version is fully approved. 

General Information: 

· Please note: when submitting a Biosafety Information Form for review, it is required that an electronic as well as a hard copy of the form should be submitted to the Research Office along with an abstract of the protocol.

· To contact Barbara McLaren, Subcommittee on Research Safety & Biosafety Coordinator, please call 626-5617 or email at Barbara.mclaren@med.va.gov.

· To contact Patricia Phillips, Ph.D., Chair, Subcommittee on Research Safety & Biosafety, please call 626-5653 or email at patricia.phillips3@med.va.gov. 

