	
	
	



Knight Campus BioFoundry Facility
User Handbook
Facility Guidelines, Laboratory Safety Plan (LSP), Training Guide and Lone Worker Policy
Revision: Rev. 4 – 04-22-26
Knight Campus – University of Oregon

Emergency Procedures and Incident Reporting 
Report all accidents, emergencies, spills, exposures, injuries, and equipment failures immediately 
Know locations of exits, eye wash, showers, fire extinguishers, spill kits 
SDS/MSDS sheets near lab entry 
Biological Spills: secure area, follow SOP, notify staff/EHS 
Exposure Incidents: wash area, seek medical attention, complete report 
Emergency Contacts: 
911 (Emergencies) 
UO Police: 541-346-2919 
UO Facilities Dispatch: 541-346-2319
EHS duty phone number (for biological spills):  541-954-3605 
BioFoundry Engineer: Raquel Simão Gurge – raquelsg@uoregon.edu – 541-346-7176 
Building Facilities Director: Greg Normandin – gregn@uoregon.edu – 541-346-7052 
Core Facilities Director: Kurt Langworthy – klangwor@uoregon.edu – 541-346-3660 
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[bookmark: _Toc421888517]1. Purpose and Scope
This document outlines access requirements, operational expectations, biosafety practices, and emergency procedures for the BSL‑2 BioFoundry facility. The facility supports biological sample characterization, analytical assays, and associated instrumentation under Biosafety Level 2 containment. These guidelines apply to faculty, students, staff, visiting scientists, and industry partners. All work must comply with University Environmental Health & Safety (EHS), Institutional Biosafety Committee (IBC), CDC/NIH BMBL guidance, and applicable federal, state, and local regulations.
[bookmark: _Toc1586377062]2. Area Configuration
The BioFoundry is organized into functional areas designed to maintain biosafety, optimize workflow, and protect shared equipment and biological materials.
[bookmark: _Toc174627794]Live Cell Incubation Area (Room 117A)
· Maintains and incubates viable cell cultures under controlled conditions.
· Supports CO2 incubators and culture storage systems.
· Permitted activities:
· Incubation and storage of actively growing mammalian or low-contamination-risk cell cultures
· Temporary placement of culture plates, flasks, or vessels in incubators
· Routine maintenance (e.g., medium exchange)
· Visual monitoring using an inverted microscope
· Short-term handling to maintain cell viability
Restrictions: Only low-contamination-risk mammalian cells are allowed; bacteria, yeast, or other microorganisms are not permitted in this area. Please ask the BioFoundry Engineer for details incubating bacteria (and other cell types) BEFORE bringing cells to the facility.
[bookmark: _Toc35282995]Live Cell Manipulation Area (Rooms 117 & 119)
· Dedicated to sterile handling and experimental manipulation of viable cells.
· Permitted activities:
· Routine cell culture procedures (passaging, plating, expansion)
· Genetic manipulation (transfection, viral vector work, if approved)
· Sterile preparation of cultures
· Cell sorting and preparation for cytometry workflows
· Live-cell imaging and assays requiring viable cells
· Experimental manipulation with biomaterials or devices
[bookmark: _Toc122770723]Bio Characterization Area (Rooms 115, 115B, 115C, 115D)
· Dedicated to analyzing and characterizing biological samples and biomaterials.
· Permitted activities:
· Microscopy and imaging of biological samples
· Biochemical and molecular assays
· Biomaterial and engineered construct characterization
· Mechanobiology and mechanical testing experiments
· Analysis of fixed/inactivated bacterial and yeast samples
Important Note: Only fixed or inactivated microorganisms, including bacteria and yeast, are allowed in this area. Live microbial cultures are strictly prohibited unless approved
[bookmark: _Toc1166859808]Shared Support Area (Room 121)
· Provides general laboratory resources and infrastructure.
· Permitted activities:
· Storage of reagents in shared refrigerators/freezers
· Organization of glassware and laboratory supplies
· Access to shared equipment (autoclaves, etc.)
· Preparation of general laboratory materials
Note: This area is not for active experimental manipulation of biological materials.
Restrictions: Bacteria, yeast, or other microorganisms are not permitted unless they are genetically inactivated or fully inactivated by approved SOPs.
[bookmark: _Toc1632401822]3. Training, Access and Authorization
[bookmark: _Toc688073021]Required Training to Use Facility				Trainer
· Lab Safety and Hazardous Waste Management (Annually)	UO MyTrack/EHS	Comment by Laurie Graham: The first 2 trainings must be completed annually
· Bloodborne Pathogens Online Training  (Annually)		UO MyTrack
· BSL‑2 Biosafety Training (when applicable)			UO MyTrack/EHS
· BioFoundry Facility Orientation 				BioFoundry Staff
· Instrument‑specific training for each instrument used 	BioFoundry Staff 
*Register for trainings here: https://uomytrack.pageuppeople.com/
NEMO Account
Nemo account is required for scheduling training and equipment, logging usage, checking out consumables, and tracking service activities. 
NEMO-KC Cores (https://nemo.uoregon.edu)
NEMO - User Account Setup (form link available here: https://knightcampus.uoregon.edu/facilities/core-facilities/user)
· Using equipment without recording the session is prohibited.
· All users must scan into the Nemo Kisok upon entering the lab.
All users must complete required institutional training prior to access.
[bookmark: _Toc1110952892]Authorization
· Users must be approved by BioFoundry Staff or the Core Facilities Director to gain access to the BioFoundry.
· This authorization is required for all individuals entering the BioFoundry, including visitors or personnel who are only accompanying lab members and not performing experiments.
Visitor Policy:
· Pre-approved by staff and escorted at all times.
· Visitors may not use equipment or handle chemicals.
Building Policy:
· All users must follow Knight Campus building policies
[bookmark: _Toc1537727348]4. Personal Protective Equipment (PPE)
[bookmark: _Toc1498567681]Minimum PPE
· Fully closed-toe shoes
· Long pants or equivalent coverage
· Laboratory coat (fluid-resistant required)
· Bio Characterization – White coat
· Cell incubation and manipulation – Blue coat	Comment by Laurie Graham: May want to clarify rooms 117, 117A, 119
· Safety glasses or goggles
[bookmark: _Toc2089764346]Task‑Dependent PPE
· Face shields or splash goggles
· Double-gloving
· Disposable sleeve covers
· Respiratory protection (fit-tested if approved)
Remove PPE before leaving the lab; follow facility disposal/storage procedures.
· Any sign of contamination on lab coats (e.g., splashes, contact with contaminated areas, or getting wet) requires immediate replacement.
· Place the contaminated lab coat in the designated container for laundering.
· If a visitor borrowed a lab coat, ensure it is placed in the laundry bin after use.
· Change lab coats according to the specific area requirements to maintain biosafety.
Moving Between Laboratory Areas 
· To prevent cross-contamination between spaces: 
· Lab coats must be changed/swapped when moving between Characterization bay (White lab coat) and Live Cell Manipulation or Incubation bays (Blue lab coats.) 
·  Gloves must be removed before touching end door handles, phones, or personal devices. 
· PPE must never be worn outside of designated laboratory areas. 
[bookmark: _Toc1248369537]5. Facility Entry and Exit Procedures
· Sanitize hands upon entry and before exiting
· No food, drink, gum, cosmetics, or personal items
· Clean and disinfect work surfaces before and after use with 70% ethanol	Comment by Laurie Graham: it would be helpful to state exactly which disinfectant is to be used to clean surfaces along with appropriate contact times needed
· Only approved materials may enter or leave the facility
· Use the shoe cleaner station before entering the facility (located near entrance) to reduce particulate contamination 
· Use the adhesive sticky mat at the laboratory entrance to remove dust and debris from footwear
· Ensure proper use of PPE
[bookmark: _Toc2145078604]6. Biosafety Practices
· Aerosol-generating procedures must be performed in a certified Class II BSC
· Minimize sharps; dispose in labeled shapes containers
· Biological materials cannot leave the facility without proper approval and packaging. Consult with the BioFoundry Engineer before transporting materials.	Comment by Laurie Graham: may want to define exactly what this means
· Follow all BSL-specific safety rules
· Users are responsible for properly washing and decontaminating all materials and equipment used during their work
· Users are responsible for disposing of liquid biohazard waste in designated containers containing bleach. All liquid biohazard waste must be placed in this container to ensure proper chemical inactivation. The container will be emptied and managed by facility staff at the end of each day in accordance with facility biosafety procedures.	Comment by Laurie Graham: Proper way to transport from room to room to dispose of liquid waste? Where will this disposal container be located?  How will the generation of aerosols be minimized during transfer of untreated waste to the bigger container of treated waste?
[bookmark: _Toc1986984912]Cell Culture Best Practices:	Comment by Laurie Graham: Do you think you need to mention that all supplies moved into the BSC and moved out of the BSC must be disinfected immediately prior to relocation? 
· Plan experiments and prepare materials in advance
· All supplies moved into the BSC and moved out of the BSC must be disinfected immediately prior to relocation
· Clean/disinfect BSC before and after use by wiping surfaces with 70% ethanol	Comment by Laurie Graham: 70 % ethanol may not be the most effective disinfectant against blood borne pathogens that maybe present in human cells. EPA [S] list disinfectants approve against HIV, HepB, Hepc and recommended contact times. Might want to consider different disinfectant to be used against human derived cells and cell culture.
· UV decontaminate BSC (~20 min), before and after use	Comment by Laurie Graham: FYI- UV cannot be used as the sole source of disinfection due to varying results give the UV bulb age and condition.
· Work in organized, deliberate manner; avoid talking, coughing, or sudden movements inside BSC
· Only essential materials inside BSC
[bookmark: _Toc739466454]Materials Returning to Incubators and Fridges:
· Clearly label containers with: user name, date, cell line/type
· Opened reagents, media, and other materials used for cell incubation must remain within BioFoundry to reduce risks of contamination.
· Ensure lids and caps are securely closed
[bookmark: _Toc606935140]Incubator Guidelines:
· Minimize door opening time
· Label assigned lockers/compartments
· Avoid placing uncleaned/external materials in the incubators. 
· Report contamination, spills, odors, or unexpected changes immediately
[bookmark: _Toc1740751741]Consumables Tracking:
· Use NEMO system for all consumables check out. (tips, plates, flasks, lockers)
· Consumables that must be tracked are those sold by the BioFoundry, including flasks and culture plates, pipettes, tips, bottles, and filters. A detailed list of available items will be provided. These paid consumables will be stored in a dedicated cabinet designated exclusively for BioFoundry inventory.
Failure to track consumables may result in restricted facility access or retraining requirements. 
[bookmark: _Toc126980242]Shared Responsibility:
· Leave workspace equal or better than found
· Clean benches and common areas after use
· Properly dispose of waste
· Report dirty/abnormal equipment or abandoned materials
[bookmark: _Toc1801015907]Mandatory Core Equipment Training:
· Level 1: Basic operation, maintenance, routine experiments
· Level 2: Advanced or application-specific training
Unauthorized use may result in loss of access
[bookmark: _Toc415398431]Proper Material Labeling:
· Username/ Lab
·  Date
· Cell/reagent/sample identity
· Expiration
· Notes
Improperly labeled materials must not return to storage/incubators
[bookmark: _Toc1905775031]7. Biological Materials Handling
· Only agents approved may be used
· Label all samples (identity, user/lab, date, biohazard designation)
· Secondary containment required for transport, plus absorbent material sufficient to completely absorb volume transported.	Comment by Laurie Graham: plus absorbent material sufficient to completely absorb volume transported
· Decontaminate materials before servicing/removal
Important: Only fixed or inactivated bacteria and yeast are allowed in Biocharacterization Area; live microbial cultures are prohibited unless under a separate approved protocol
[bookmark: _Toc1831833090]8. Chemical Handling
· Follow all Standard Operating Procedures (SOPs) and wear appropriate PPE. 
· Follow and abide by the University of Oregon Cchemical Hhygiene Pplan: https://safety.uoregon.edu/sites/default/files/2023-10/chemical-hygiene-plan_11th_revision_2023.pdf 
· Get help if you’re uncertain how to work with various chemicals  
· Perform chemical work only at designated hoods/benches. 
· Label all containers with: 
· Full chemical name 
· User name 
· Date 
· Use secondary containment for all liquid chemicals. 
· Dispose of waste in clearly labeled chemical waste containers. 
· Never mix chemicals unless the procedure specifically calls for it. 
Buddy system required for work with dangerous chemicals or after-hours use. 
[bookmark: _Toc1610019451]9. Tool and Equipment Use
All equipment in the BioFoundry is shared and requires proper training before use. 
 General rules: 
· Users may only operate equipment for which they have completed training. 
· Equipment must be reserved and logged through the scheduling system. 
· Equipment must be left clean and ready for the next user. 
· Equipment problems or abnormal behavior must be reported immediately. 
 Training Levels: 
 Level 1 – Basic Training 
· Equipment principles and operation 
· Startup and shutdown procedures 
· Routine user maintenance 
· Basic experimental workflows 
 Level 2 – Advanced Training 
· Specialized or non‑routine applications 
· Demonstrated independent operation and troubleshooting capability 
[bookmark: _Toc351899820]10. Waste Management and Decontamination
· Solid biohazard waste must be disposed in red biohazard bags.
· Sharps must be placed in approved sharps containers.
· Liquid biological waste must be chemically disinfected.	Comment by Laurie Graham: Unless the autoclaves are tested monthly according the the Oregon Health Authority protocol they cannot be used to disinfect potentially infectious materials. that's why we chemically treat using 10 % bleach final concenetration for 30 minutes.
· Autoclave use restricted to trained users.
[bookmark: _Toc1229726763]11. Housekeeping and Laboratory Etiquette
· Keep workspaces clean and organized.
· Store materials in designated refrigerators and freezers.
· Clearly label all storage containers.
· Minimize noise and disruptions in shared spaces.
· Report unsafe or unsanitary conditions immediately.
Important: 
Liquid Waste and Tip Disposal
All disposal of liquids and pipette tips containing liquid that are handled inside a Biosafety Cabinet (BSC) must first be discarded into a pre-decontamination container containing bleach at a final concentration equivalent to 10% of the total volume.
Liquid waste and pipette tips should be poured through a funnel equipped with a mesh strainer. The liquid fraction must pass through the strainer and be collected in the designated main liquid biohazard waste container containing bleach to ensure proper chemical inactivation. The retained pipette tips must then be disposed of in the appropriate solid biohazard waste container.
[bookmark: _Toc916734560]12. After‑Hours Use and Lone Worker Policy
The BioFoundry allows work outside normal hours, but users must evaluate safety before starting. Recently trained users were encouraged to begin experiments before 3:00 PM, so staff can assist with setup, operation, shutdown, and troubleshooting.
After-hours work may occur without staff present; in this case, the user and their PI assume full responsibility for experiment safety and equipment use. Users must follow all University of Oregon EHS policies regarding working alone. High-risk activities, such as handling hazardous chemicals, high-energy equipment, lasers, or biological hazards, should not be performed alone unless approved and risk assessed by the BioFoundry Engineer.	Comment by Laurie Graham: curious who will be making this determination? BioFoundry staff? Lab PI's?
Manipulation of live cell cultures after hours is strongly discouraged; if necessary, the user and PI accept responsibility for associated risks. Users must ensure that after-hours work does not compromise personal safety, lab safety, equipment integrity, or University policy compliance.
[bookmark: _Toc929248181]Permitted Activities (with PI Approval)
· Data analysis and computer work
· Operation of non‑hazardous instruments
· Handling of fixed, inactivated, or non‑infectious samples
· Manipulation of cell cultures and use of equipment for which the user has been trained
[bookmark: _Toc521765481]Activities We Strongly Discourage
· Handling infectious materials
· Procedures generating aerosols
· Use of sharps with biological materials
· Biological spill response or biosafety cabinet maintenance	Comment by Laurie Graham: Lab staff should be able to handle small spills both inside and outside the BSC, covered in the UO Biological Safety Manual, program webpagehttps://safety.uoregon.edu/lab-research/biosafety
 
[bookmark: _Toc182549679]Buddy System
· High‑risk or after‑hours work requires a buddy system or check‑in procedure.
· Users must inform colleagues before beginning work.
· Check‑ins via phone, text, or safety application may be required for lower risk activities.
· Buddy must be able to see you and assist in-person when high-risk activities are being performed after-hours and on weekends.
Working alone and/or after hours in BSL‑2 laboratories is discouraged due to safety risks.  See documentation attached.
[bookmark: _Toc1393628985]13. Training, Records, and Documentation
· All training must be completed before facility access is granted.
· Training records must be maintained and updated annually.
· Documentation for SOPs, LSPs, and equipment training must be retained.
[bookmark: _Toc657248867]14. Enforcement
· Noncompliance may result in retraining or suspension of facility access.
· Serious violations may be reported to the PI, IBC, and EHS.
[bookmark: _Toc1219556721]15. Violations and Enforcement
· Failure to follow any BioFoundry guideline may result in: 
· Verbal or written warnings 
· Temporary suspension of access 
· Permanent removal from BioFoundry privileges 
· Major safety violations will be reported to department leadership and university EH&S. 
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