
INFORMATION AND LABORATORY RULES. 

Plant Genomics and Biotechnology Lab. 

Instituto de Biología Molecular y Celular de Plantas, CSIC-UPV 

 

This short document is intended as a guide for new members of the laboratory. It contains a 

range of information about people and locations, along with basic rules of operation. It is 

essential to have read this document before starting to work in the laboratory. 

 

A. About the organization of the laboratory 

The research group "Plant Genomics and Biotechnology Lab" is located in the laboratory 2.10 

of the IBMCP. This group is led by Toni Granell and Diego Orzáez, who are ultimately those 

responsible for what happens in the laboratory. In addition, Silvia Presa is the technician of the 

lab and as such is the person in charge of the laboratory. She is the responsible person for 

distributing common tasks, organizing the laboratory and ensuring its smooth operation. The 

other members must follow their instructions. 

Each new member is assigned a laboratory supervisor. Your supervisor will guide you in the 

laboratory, will present you to the rest of lab-mates and will inform you about specific aspects 

on laboratory performance, especially the proper use of the equipment. She/he is the person 

you have to direct your questions to. You can also direct them to other members of the lab, 

but preferably Silvia, Diego or Toni. Do not act if you are not sure how to do it. 

The laboratory 2.10 works closely with other three laboratories in set called "4labos". These 

are laboratories of J.Carbonell, MA Perez and D. Alabadí / M. A. Blazquez. Many of the devices 

and reagents that you will use are shared with the rest of the staff in "4labos". Orders of 

reagents, laboratory equipment, kits, etc, of "4labos" are usually made jointly. Both Silvia Presa 

and M. Angeles Argomaniz (Lab 2.08) are the contact people when you need to place an order. 

In addition to the main laboratory, a number of auxiliary laboratories are shared with other 

members of "4labos" and / or the rest of the institute. These are used for products storage and 

for specific tasks (flow cabinets, electrophoresis, DNA, centrifuges etc.). Because they are 

shared with other laboratories, it is especially important to be careful with your work in these 

areas. 

 

B. About the order and cleanliness. 

The IBMCP has a cleaning and sterilization service. Your supervisor will inform you about how 

to use it. You can also wash yourself the material. Think that if you send to the service unique 

or scarce materials, you and your fellows will remain unable to use them for at least one day. 

Your supervisor will assign a work area for you, both bench and computer area. This space is 

not always exclusive and you may have to share it with others. Try to keep clean and tidy the 

place that has been assigned to you. 

Be especially careful to keep shared areas clean and tidy. Never let dirty equipment in 

common areas. If you mess something, clean it. If you do not know how to do so, ask. 



 

C. About common tasks. 

The proper functioning of the laboratory requires the performance of a number of common 

tasks where all members of the laboratory have to participate (periodic cleaning of common 

spaces, filling tip boxes, plastic ware, etc). Silvia handles and distributes common tasks. Each 

week you will be assigned a task. Always remember making your weekly task. If at any time 

this is not possible, try changing your turn or talk with Silvia. 

 

D. About the equipment, materials and common reagents. 

Laboratory equipment and reagents can have three types of locations: (a) laboratory 2.10, (b) 

a common accessory laboratory, (c) other laboratory in "4labos". You have to be careful about 

the use of materials and reagents, especially in cases (b) and (c). 

Always ensure that: 

1. You know the risk specifications of each reagent and the safety measures to handle it. 

2. You know the location of the reagent and return it to its site. 

3. There is enough reagent for other uses after yours.  

If you see that any reagent or kit is close to finish report immediately to your supervisor, 

M.Angeles or Silvia. Remember that restock reagents takes time. Do not wait until the reagent 

is finished. 

 

E. On the use of refrigerators and freezers. 

Your supervisor will assign space in refrigerators and freezers to store your samples. Make sure 

you use only your space and do not invade other´s area without asking for permission. There 

are very valuable samples in refrigerators and freezers, especially in -80ºC. Make good use of 

the freezer and make sure that you open and close doors properly. Protect yourself with 

asbestos gloves when you use -80ºC freezers. If you have any doubt consult your supervisor, 

Silvia, Diego or Toni. 

 

F. On the safe use of the equipment. 

Some of the equipment we use are very sensitive, others are dangerous and others are both. 

Your supervisor will instruct you on proper use. Be sure you have understood the instructions 

and if necessary, revise the manual. Never work alone the first time. Never use a machine 

without knowing properly how it works and its safety specifications, especially in the case of 

centrifuges, homogenizers, etc. 

 

 

 



G. About reagents and toxic waste. 

Many of the reagents used in the lab are toxic upon contact or inhalation. Be sure you know 

the degree of toxicity of the reagents you use. If necessary, make manipulations in the hood. 

Use gloves when handling toxic reagents such as ethidium bromide, but remember to REMOVE 

YOUR GLOVES WHEN FINISHED to avoid contaminating clean areas. 

Do not throw the lab waste into the garbage or the sink. Check which Waste Group it belongs 

to and dispose it accordingly in the waste containers located in the hood and in the cupboard 

underneath. If you have doubts ask your supervisor, Silvia, Toni or Diego. 

Take special care with biological waste. Remember that all the material that contains or has 

been in contact with biological material (E. coli, yeast, etc.) must be deposited in a container 

for sterilization prior to disposal. Likewise, all transgenic plant material (leaves, seeds, etc.) 

both in the laboratory and in the greenhouse must be sent to the autoclave. 

 

H. keys, cards and lab notebook. 

To enter the IBMCP building regularly you need to be logged at the Administration. Ask Toni or 

Diego to help you register. IBMCP only provides access with personal magnetic cards to 

personnel holding a grant or a contract. If this is not your case, you can enter the building at 

the top main entrance where the security guard is. 

The lab is closed and locked at night. If you need to get in outside the regular schedule, Silvia 

will provide a key that must be returned at the end of your stay. 

If needed, we will provide you a laboratory notebook to record your experimental data. 

Remember to report all your experiments in the lab-journal so that others can understand and 

repeat your experiments. Your lab-journal belongs to the Research Group, please do not take it 

out of the laboratory unless it is strictly necessary. Once your stay is finished you can take a 

copy of all your non-confidential data with you, but always leave the original notebook in the 

laboratory. 

 

I. Supervisors. 

Once you have spent some time in the lab and know its operation it is possible that you have 

the opportunity to supervise a newcomer, possibly a student. If so, make sure he/she reads 

and understands these basic rules. Remember to introduce he or she to the other members of 

the lab, and if possible, also to your fellows in 4labos. Try to convey what you know about the 

lab with special emphasis on the safety and the respect for the work of others. If you have any 

doubt consult with Silvia Diego or Toni. 

 

J. On the validity of these rules. 

Performance rules contained herein, particularly those concerning points B, C, D, E, F and G, 

still apply even when you're no longer a newcomer. Lab veterans have to pay special attention 

to follow these rules and ensure the proper functioning of the laboratory. 

 



 

I have read and understood these operating rules. 

 

 

 

 

SIGNATURE 

 

 

 

Signed, Date and Time 


