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Building Policy and Procedures

Administrative Support Staff

Director of Operations  
Charles Buck

#42208  cbuck@purdue.edu
Assistant Director

Kathy Beaver

#61464  kbeaver@purdue.edu
Center Coordinator

Luanne Ludwig
#42276  lml@purdue.edu
Administrative Assistant
Shirley Tilford

#66147  sgtilford@purdue.edu
Business Manager

Cheryl Laszynski
#61834  claszynski@purdue.edu
IT Systems Manager

Aaron Jewell

#63975  ajewell@purdue.edu
Student Receptionist

Karly Ash

#40497  ash@purdue.edu
Student Receptionist

Lally Sothmann
#40497  sothmann@purdue.edu
Building Hours/Access

Building hours are Monday through Friday 7:00 a.m. - 6:00 p.m.  Access to the building after normal work hours will be granted through a card reader system.  To obtain access, please contact Aaron.  You will need to bring your Purdue ID card and identify a 4-digit PIN. When exiting the building after hours, please ensure that the door is closed and locked behind you. Call Purdue Police at #48221 if there is a problem with doors locking after hours.

Coffee

Coffee pots are located in both break rooms.  Feel free to use the pots, but please clean up after yourself.  If you make a pot of coffee, you are responsible for turning OFF the pot at the end of the day.  For those individuals who drink coffee on a regular basis, please contribute 25¢ per cup of coffee to cover the cost of supplies (contact Shirley). 

Computer Desktop Support

ECN (Engineering Computer Network) provides desktop support services for Discovery Park.  Questions about equipment purchase, hardware problems, software support, etc. must be directed to this support team (email dpsite@ecn.purdue.edu). If emergency support is required, please contact Shirley or Charles.  

Non-ECN supported machines

For equipment not supported by ECN, such as computers in laboratory spaces, please contact Aaron.  You also should contact Aaron for assistance with research project support, scientific backup support, various configuration, firewall and infrastructure issues, among others.
Conference Rooms

The BBC has 2 conference rooms available for scheduling.  Please contact the student receptionist in the morning.  Alternatively, Shirley can also reserve the conference rooms.  You are responsible for cleaning up after your guest/attendees and also for returning the room to its original layout at the end of your meeting.  Please erase the white board.
Copy Machines

There are two copy machines in the building: (1) on the first floor opposite the mailboxes in administration area; and (2) on the second floor in the “Grant Preparation” area.  To access the copy machines, you must enter your four-digit PIN that you use for building access.  Copier and printer usage will be tallied by individual user in order to enable cost recovery. Contact Shirley for all copier questions.
Equipment and Facilities for General Use

A complete list of scientific equipment for the Bindley is in development. Equipment for general use is listed below.  If you have any questions, please see Charles.

ITEM







ROOM

Autoclaves






133A and 233A

Pass-through autoclave




152 

Balances, stir plates, etc.




134B and 234, 233
Micro-centrifuges 





134 and 222, 233

Refrigerated micro-centrifuge




233
Low speed centrifuge (with swinging bucket rotor)

222, 233

Centrifuge for tissue culture plates 



233
Vacuum centrifuge evaporators 



134 and 222

Super speed centrifuge (rotors: fixed angle and swinging bucket with bottle and plate holder)
 234

Bindley CO2 incubators




See Charles

Cold room (4oC) 





122A and 134A

Dry ice block maker





in the cold room in 222A

Ultra low freezer (-80oC)




Available in most labs

Freezer (-20oC)





Available in most labs

Refrigerators






Available in most labs

Gel documentation system (advanced imaging capabilities/chemiluminescence and fluorescence) 134D

Gel electrophoresis equipment & power supplies

134, 222, 233
Ice machines






133A and 233D

Laboratory use microwave oven



134

Bacteria incubators





222, 233
PCR machines





222 and 134, 233
Probe sonicator





222, 233
Bath sonicator






134B and 234

UV-VIS spectrophotometer (both plate/cuvette compatible; drop-based nanodrop) 222, 233
Warm Room (37oC)





134A and 234A

Laboratory glassware washer




233D

Reverse osmosis water




in each lab from house system

(this generates 18m water but it sits in a 600 gallon tank so will not be 18mΩ at lab source)
High end water polishing units delivering sterile 18mΩ water   134B and 222, 233
Water baths






134B, 222, 234, 233
Equipment Repair and Maintenance

Equipment purchased by the Bindley that is in need of repair or maintenance should be reported to Charles. A list of center equipment is available from Charles. Maintenance and repair of project/investigator-owned equipment is the responsibility of the owner.

Facilities Maintenance

Emergency issues pertaining to BBC facilities (such as overflowing water, clogged drains, etc.) should be reported immediately to the work request center (#49999).  For non-emergency facilities issues, please contact Shirley or Charles.

Fax Machines

FAX NUMBER:  (765) 496-1518.  Fax machines are for business purposes only.  As a rule, personal faxes should not be received or sent. The fax machine is located on the first floor in the administration area next to the mailboxes.  Fax cover sheets have been provided for your convenience (contact: Shirley Tilford).  
Federal Express
To send documents or packages using Federal Express, please contact Denny Heath in Room 150.  Fed-Ex mailers and boxes are located in the office supply cabinets in the reception area. Please furnish the necessary shipping information:  destination phone number; delivery date needed; approximate weight of package; whether shipping hazardous or refrigerated materials.  To process a shipment, items must be taken to Denny NO LATER than 4:00 p.m.  For shipping large items by truck or freight, notify Denny as early as possible so he can arrange for a pick up.   

First Aid
In an emergency, call 911!  For all incidents requiring medical attention of any kind, seek treatment at the Purdue health Clinic (#41700) located at 601 Stadium Mall Drive.  The injured employee’s supervisor must be notified in the case of any accident or injury, and a First Report of Injury Form must be completed (by the employee and his/her supervisor).  If supervisor is not available at time of accident, please report injury to Lisa Reece at 66786 or lreee@purdue.edu. In addition, please inform a BBC administrative staff member if an accident occurred on Bindley Bioscience Center premises.

Fire Procedures
In the event of a fire, call 911 and pull the fire alarm!  Fire alarms and fire extinguishers are located at the top of each stairwell and next to each exit door of the building. Upon hearing the fire alarm, all persons should proceed to the nearest exit, assisting any visitors/guests in the building.

Forms

All standard Purdue University forms should be obtained from the Purdue website to ensure that the current version is used. If your website search does not result in the required form, Shirley can help. 

Keys
Keys will be issued to workstation file cabinets and primary laboratory sites for Bindley scientists, faculty, post-docs, and graduate students with primary research activities in the building. Door security measures with corridor card readers are expected to be completed in late spring 2006.  When these card readers are in place, the main labs will be kept unlocked during working hours, thus minimizing the need for constant locking and unlocking of lab doors.  A key ring holding keys to the various laboratories and common spaces in the Bindley will become available from the manager for that particular lab area.  Currently, the BBC does not have the capacity to make keys available to all employees for use in all common areas, labs, cylinder closets.  If you need a key to a particular room, building, file or desk, please see Shirley.

Kitchen Duty

Kitchen/eating areas are located at the south end of the building on the first and second floors.  To keep them clean and inviting for everyone to use, a schedule will be developed indicating when teams are responsible for helping to clean these areas.  Kitchen duty includes cleaning the microwave and the refrigerator.  The kitchen duty roster will be posted in each kitchen area.  DO NOT EVER USE THE KITCHEN MICROWAVES FOR LABORATORY MATERIAL!

Laboratories 

Laboratories are maintained under negative air pressure. All lab doors must remain closed; do not prop doors open for any extended period of time.  Internal doors within the laboratories should also remain shut.  Main lab doors have a sensitive automatic closing mechanism; therefore, please do not force lab doors shut. 

Each of the main laboratories has a person in charge (PIC) who will be the information resource for that laboratory and will ensure compliance with lab safety guidelines (see table below).  For assistance in lab safety and regulations, contact REM at #46371 or visit http://www.purdue.edu/rem/.
	Lab
	PIC
	Email
	Phone
	Cell Phone

	122    Imaging
	Jennie Sturgis


	jennie@flowcyt.cyto.purdue.edu
	40757
	

	133    Cytometry
	Cheryl Holdman


	cheryl@flowcyt.cyto.purdue.edu
	40757
	

	134Biomolecular Technologies
	Jiri Adamec
	jadamec@purdue.edu

	66148
	491-4681

	152    BSL3
	Jenna Rickus
	rickus@purdue.edu

	41197
	

	158    Physiological Sensing
	Jenna Rickus
	rickus@purdue.edu

	41197
	

	222    Integrated Screening
	Larisa Avramova
	lva@purdue.edu

	47689
	427-7750

	233    Molecular Cytometry
	Lisa Reece
	lreece@purdue.edu

	66786
	532-5932

	234   Biopolymers, Biophysics
	John Burgner
	jburgner@purdue.edu

	44960
	490-2658

	B025 Prototyping
	Marshall Porterfield
	porterf@purdue.edu

	41190
	

	B019 Instrument Innovation
	Zheng Ouyang
	ouyang@purdue.edu

	61539
	


Mail

Individual mailboxes are located on the first floor across from the copy machine.  If you do not have an individual mailbox, check the mailbox used for your primary laboratory (or other) unit.  All incoming mail will be sorted and distributed to mailboxes daily.  Incoming U.S. mail is delivered once a day at approximately 10:30 a.m.; outgoing U.S. mail is picked up at that time also.

Campus mail service is provided by Materials Management and Distribution.  Mail for the building is received at the loading dock and delivered by Building Services personnel as indicated above.  Only mail related to university business should be sent via campus mail.  Campus mail is usually mailed in brown envelopes and stored above the mailboxes for your use.  Take a supply as needed.

Office Supplies

Bindley employees are provided with basic office materials and supplies. The center does not have adequate budget to provide office supplies to all co-workers in the building.   Contact Shirley for office supplies, and please keep in mind that you may need to identify a departmental account number or other funding source for office supplies.

Office Etiquette

Because of the building’s open floor plan, loud conversations and laughter can sometimes be a distraction. Please try to keep your voice low when you are in public areas.  Limit the use of speakerphones in situations where your conversation could distract nearby co-workers.  Bindley Bioscience Center serves as a showcase for life science research in Discovery Park, and guest visits/tours occur frequently.  The appearance of your work spaces reflects partially on the quality of work in the Bindley.  Please keep your work spaces clean and organized.  Remember to logoff any common-use Bindley computer when your session is finished.  Please take boxes and packing material to the trash dumpsters in the loading dock (southwest corner-main floor) is appreciated.   Your cooperation with these guidelines is much appreciated.

Parking

Permit parking is available in the following locations.  The most distant parking is approximately the same distance as from the garages to the center of main campus.  A map highlighting the location of these lots is below.

1.      South Lot (corner of Gates Road and Nimitz Drive) 1,200 spaces.
2.      Lot south of the Bindley Bioscience Center on Gates Road 35 spaces.
3.      Lot south of the Biomedical Engineering Building site on Service Drive 26 spaces.
4.      Along South Intramural Drive 52 spaces.
5.      Lot south of the Purdue Police Department on South Intramural Drive 30 spaces.
6.      Lot north of State Street, between South Intramural and MacArthur Drives (Fowler 
lot) 98 spaces.
[image: image1.bmp][image: image2.png]



Printers

Printing capability is available via the copy machines. To access the printers, you must enter your four-digit PIN that you use for building access.  Contact Shirley for all printer questions. Copier and printer usage will be tallied by individual user in order to enable cost recovery.  Separate non-networked printers must be maintained and stocked by the owner of the printer.

Proposals (Grants)
Proposals planned for submission that include 10% or more of the activity of either a Bindley scientist or Bindley equipment should be submitted through Bindley Bioscience Center. Note that this does not affect the credit that would otherwise be assigned to investigator’s home department or other to other Centers.  To submit your proposal through the Bindley, contact: Luanne Ludwig (42276; lml@purdue.edu) to setup a meeting time to discuss process and procedures.
Purchasing

Petty cash does not exist at the Bindley. To place an order for any item for the BBC, a purchase requisition must be completed and signed by a supervisor (a Bindley Lead Scientist, Charles, Luanne or Kathy). An account number will be needed.  If you are ordering through a grant, you will need to obtain the appropriate account number (see Shirley for forms).
Ariba Orders:

· The requestor enters the order into the Ariba System.  If the account department number is 1212, the Discovery Park Business Office must audit and approve the order.  If the department number is within the PI’s home department, the home department audits and approves the order.  All related documentation needs to be faxed or e-mailed to the appropriate Business Office.

· If the requestor does not have Ariba access or training, the “in-take” Business Office sends the order request documentation to the appropriate Business Office, where the order is placed into the Ariba system and the order is audited and approved.  No orders should be placed in campus mail.  All orders should be communicated to the appropriate Business Office and sent via courier, email or fax to allow for timely processing. Questions about ordering can be directed to the department business office for use of non-Bindley accounts or to Cheryl regarding a Bindley account.
Receiving
All BBC deliveries will be delivered to each person or laboratory by Denny Heath in    shipping and receiving. If you are not available to sign for your package, someone in your lab may sign the delivery receipt. If it is not delivered, you will be notified by e-mail. After checking packages, please take packing slips to Shirley.
Safety
· For biosafety regulations and procedures, including bloodborne pathogen training, and laser safety information, please contact Lisa Reece at 66786 or email at lreece@purdue.edu. 

· For chemical regulations and procedures, including chemical waste handling, please contact Christy Cooper at 62674 or email at clcooper@purdue.edu 

· To bring biologicals and chemicals to and from Birck Nanotechnology Center and Bindley Bioscience Center, please contact Lisa Reece for further assistance. DO NOT BRING ANYTHING FROM BINDLEY INTO BIRCK WITHOUT PRIOR PERMISSION!

· For further assistance in lab safety and regulations please contact REM at 46371 or visit their website at http://www.purdue.edu/rem/.  

Telephones

Please see Luanne Ludwig if you are having phone problems or if you need a PIC line.

Travel
Form 17s:

· Academic secretaries (or the traveler) will complete Form 17 and obtain Academic Department Head approval and Academic Dean approval if required

· The “in-take” Business Office will input the trip on the department travel log (if applicable) and will forward the paperwork to the appropriate Business Office.  The appropriate Business Office will retain the original documentation until a reimbursement request is processed.

Form 25s:

· Academic secretaries (or the traveler) will complete a Form 25 and forward it to the appropriate Business Office.  If the trip will be charged to Discovery Park 1212 funds, the “in-take” business office will forward the documentation to the Discovery Park business office for audit and approval.
Trash/Recycling

Trash pick up will occur daily.  If you have larger items or special types of items to be disposed, please contact one of our building services employees. They are available daily through 1:30 p.m.  You can leave them a note for Chris in her mailbox or on her door in the basement (near the storage room).  Please use the office paper recycling containers near the copiers when possible. Recycle containers can be found on the back dock for your convenience for mixed paper and newspaper.  
Visiting Staff

University permission must be obtained to host a visiting scientist or co-worker at any level (any non-purdue employee). This is achieved with a form from HR http://www.purdue.edu/policies/pages/human_resources/c_12.html) and a letter from the Department Head. Please see Cheryl or Charles.
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