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DVR: 0000191 

Abteilung für 
Biomedizinische Forschung 

HOUSE RULES 

The Center of Biomedical Research, Medical University of Vienna, is an approved facility for animal breeding, 

animal husbandry and the implementation of animal experiments in accordance of animal research 

regulation (§ 16 Tierversuchsgesetz, TVG 2012). 

The scopes of ABF (Abteilung für Biomedizinische Forschung) include planning, supervision and 

implementation of preclinical research projects at the Medical University of Vienna involving animal 

experiments. ABF provides its facilities, equipment, expertise and it further coordinates/plans the utilization 

of the facilities based on availability. 

ABF has a key role within the framework of the Medical University of Vienna due to its function as central 

research facility. Certain criteria and regulations need to be strictly considered as ABF support various 

research groups with wide range of demands. Especially a precise hygiene level should be always taken into 

account as the premises of ABF have been integrated with the General Hospital of Vienna (AKH). 

In order to facilitate smooth work flow and a pleasant working environment, all staffs and project 

collaborators are asked to contribute/come-along together respectfully.  

 

Following are the required guidelines and regulations in compliance with the scopes of the ABF: 

1. GENERAL INFORMATION 

The opening hours of the facility are Monday to Friday from 8:00 to 16:00. External personnel must 

immediately register at the 1Q reception. Researcher/staff who has a key-button (e-Button) can enter the 

facility from 6:00 to 20:00. 

Visitors are allowed to enter the facility with only the permission of the head of the center. They must also 

have an identification card issued by the reception at all times. The identification card must be returned at 

the end of the visit. 

Please contact Mrs. Sagasser (phone extension 52044) for booking OP- and intervention rooms. The rooms 

can be booked latest on the last Tuesday of each week before the desired date. Operations that are 

announced later than this deadline cannot be implemented in the following week. 

Working out of the official working hours is allowed only with the permission of the head of the center. The 

person who is working out of opening hours are obliged to enter/provide all the required details in the 

electronic OP-plan and the calendar and they should work sensibly. Any failure to comply with all these 

criteria might result in the withdrawal of the permission.  

Anyone who crosses the hygiene barrier (i.e. that enters any room of the division except the administrative 

offices or „open“ laboratories) must wear the specific relevant work clothing (scrubs (top & trousers), shoes 
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and coats). It is strictly prohibited to cross the hygiene barrier in normal shoes, personal clothing or white 

work-clothing (doctors-clothing). Contaminated or dirty cloths must be changed again immediately. The 

provided specific clothing should not be worn outside the division. They should be returned at the end of 

each work day and they should be put in the collecting containers provided in the wardrobes.  

2. PROJECT MANAGERS 

Project managers are responsible for being compliance with all applicable employment laws and safety 

regulations. They have to introduce all personnel who involve in their project to the ABF (by registering the 

names in the enclosed list). Project managers are also responsible for all the necessary qualifications and 

trainings of their project staff for running their project. All the certificates related to the qualifications must 

be enclosed to the project folder (Projektmappe). 

3. PROJECT STAFF 

Anyone who is not an ABF staff and who wants to work in the premises of the ABF should be first introduced 

and registered to the center. They should have their employee identification badge at all times within the 

area of the animal husbandry. 

Furthermore, all project staffs need to have all the necessary expertise, knowledge and qualifications 

relevant to their research project. The qualifications regarding handling the animal will be proved and 

verified with our animal keeper of the animal husbandry in which the project is carried out. E-buttons 

(Access keys) will be given to the project staff after all the necessary instructions are accomplished 

successfully.  

4. PROJECT IMPLEMENTATION 

It is obligatory that all the relevant documents (approvals, safety measures, financial-support approval) need 

to be signed and provided before the actual start of the project.  

Projects requiring animal-testing/ethical approval can only commence after the Federal Ministry of Science, 

Research and Economy has issued the ethical approval. For having a smooth workflow, it is absolutely 

necessary to be punctual. In case of any problem/prohibition in this regards, please notify the ABF (phone 

extension 52170 or 52090). 

All new projects have to be presented to ABF staff comprehensively before they get started (Power Point 

templates for presentations can be obtained from Raffaela Lubich or Bettina Woppel). Issues related to 

special needs/requirements in operation rooms and animal husbandry will be discussed during the 

presentation session. 

Detailed protocols of all projects should be available at ABF for any running projects at all time (one copy for 

operation rooms and one copy for the animal husbandry). These protocols should contain the following 

information: supervision; administrated drug and type of intervention. A copy of certificates of all the 

required qualifications/trainings of all involved project staff should be provided in the protocol books. All 

changes in the process of the projects (especially for the projects that are allowed to work on, outside of the 

opening hours) should be documented precisely and all the related documents should be available at ABF.  

At the end of each project, a detailed final report including all obtained results/data must be provided. In 

case of a publication, ABF as well as the responsible staff have to be included, (based on the established 
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conventions of „Good Scientific Practice“), either in the list of involved institutions and authors or, as a 

service provider, in the acknowledgement. 

5. KEYS AND E-BUTTONS 

All the necessary keys and e-buttons will be provided by ABF. E-buttons are only issued after 

accomplishment of all mandatory instructions. Granted keys and e-buttons must be returned immediately 

after the project is finished. Project manager is responsible for all additional costs due to the replacement of 

a lost keys and e-buttons. It is highly forbidden to pass on keys or e-buttons to third person/parties. For 

each issued e-buttons a deposit of 20 € will be obtained.  

6. ORDERING LABORATORY ANIMALS 

All laboratory animals must be ordered via ABF (without any exception), using the appropriate order form. 

Deliveries/shipment of the laboratory animals that were not ordered via ABF cannot be accepted due to 

logistical reasons such as required space and the hygiene status of the animals. Laboratory animals can only 

be ordered after following issues have been accomplished: approval of the Federal Ministry of Science, 

Research and Economy, Verification of project financial support and after creation of project folder/map.  

7. USE OF GENERAL FACILITIES 

Telephone (Vienna local area), fax and a copy machine are available if it is required. However, we kindly ask 

to limit down the usage of these facilities as minimum as possible. This is due to the limited capacity of the 

department and also due to the all overhead costs that should be financed by ABF. 

It is forbidden to use all IT appliances (EDV-Geräte), apart from the systems and tablets dedicated for 

computerized analysis and for animal management. In case of using these systems and tables, project 

managers are advised to store their results on an appropriate storage device. Data stored on the respective 

hard drives of the devices, will be automatically deleted by ABF. 

8. USE OF THE DIVISION LIBRARY 

The library can be accessed during the opening hours of the institute. Books can be read or copied on site. 

Rental of books is not allowed. 

9. USE OF EXISTING/AVAILABLE EQUIPMENT 

All responsible staff and researchers have to fulfill/pass all relevant trainings properly, before they start to 

use any of the provided equipment’s and facilities. 

All the equipment and stuff should be cleaned and set to their initial status after usage. All the necessary 

cleaning agents, disinfectants, cleaning tissues and gloves are provided by the division. Sets of instruments, 

scissors, and tweezers etc. that have to be cleaned and sterilized should be put in the supplied specific 

container. It is preconditioned to be sure that all the appliances/equipment will be disinfected and 

decontaminated prior to their use. All appliances that were used should be removed from sterile benches or 

other areas.  

Sterilization and cleaning of all the tools that are not belonging to the divisions should be performed by the 

users themselves. 
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10. CUSTOMER PROPERTY 

All necessary tools for the implementation of a project that are brought by the project manager have to be 

labeled and registered in a list by the division manager at the beginning of the experiment. The project 

manager is responsible for maintenance, service and all other necessary procedures before utilization. The 

division is not responsible for occurrence of any possible damage to the equipment.  

11. CHEMICALS, REAGENTS, MEDIA 

All requirements in terms of chemicals, reagents and media must be coordinated with division staff. The 

relevant costs of the used materials and reagents, which are belonging to the department, will be included in 

the final bill at the end of the project.  

Furthermore, for the sake of having a proper work flow, ordering and reordering of the necessary materials 

should be done in time.  

12. DRUGS AND MEDICAMENTS  

Usage and appliance of any medications should be validated by the Vienna General Hospital (AKH PB 

Gebarung mit Arzneimitteln und anderen Apothekengütern). The medicaments will be provided with respect 

of project’s specific requirements. 

13. CONSUMABLES 

A list of required consumables should be provided to/coordinate with the division staff. Project managers 

are allowed to use their own consumables. However, the division will be accepting any responsibility for any 

materials stored. Re-ordering as well as final billing is performed as stated above (section 11).  

14. STORAGE OF SAMPLES  

It is possible to store project-related samples just for a short time in the division. For this purpose, fridges, 

freezers (-20°C, -80°C), a cold room and a freezer room within the animal husbandry as well as a liquid 

nitrogen storage tank are provide by the division.  

However, it should be taken to account that the freezer room within the animal husbandry will be emptied 

once or twice a month. Please coordinate with a relevant staff, if a longer storage time is required. The 

samples and containers must be labeled properly including name of the project’s coworkers, date and the 

animal species, otherwise storage of the samples can not be guaranteed. 

Avoid mixing up the samples and enabling us to provide optimal storage, All samples which are stored 

temporarily in fridges, freezers and in the liquid nitrogen have to be labelled properly The details of the 

samples stored in liquid nitrogen must be noted in the provided lists.  

15. HYGIENE MEASURES 

Any work performed in the operating rooms as well as in the laboratories has to be carried out in accordance 

of the required hygiene measures. Eating, drinking and smoking are strictly prohibited within laboratory 

areas. 
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In case of wearing gloves, no items/stuff/materials (e.g. telephone, door handles) should be touched. All 

necessary disinfectants will be provided  

16. WORK IN THE ANIMAL HUSBANDRY 

Working with live animals requires a great sense of responsibility, which project managers as well as project 

staff are expected to possess. 

It is strictly crucial that any person entering the animal husbandry should not have had any contact with any 

external animal husbandry within the last 48 hours. The same rule applies for any contact with rodents and 

especially wild or potentially infected mice. During the 48 hours, a minimum of two-times showering 

including washing hair is required.  

Furthermore, the adaption phase of two weeks for newly delivered animals must be taken into account. 

Entering the animal husbandry is only allowed after proper coordination with the responsible staff of the 

division. 

All the responsible animal-keeper of the ABF should be informed properly about the planned works before 

the start of the projects. Any changes in the schedule have to be reported to the respective staff on time. 

Before leaving any room, all animals and cages must be checked. Lids and water bottles must be checked if 

they are all closed and fitted properly.  

All hygiene measures must be adhered to strictly, especially for any works within the parts of the animal 

husbandry with special hygiene measures. It is urgently asked to consult with the responsible staff in a 

regular base. 

The beginning as well as the completion of works in the autopsy room must be reported to the responsible 

staff. 

The autopsy room must be cleaned at the end of the work/experiment. The project coworkers will be 

responsible for usage of any instruments in autopsy room. They are also responsible for any samples that 

have been left in autopsy room. ABF will take no responsibility related to the above issues. 

17. USAGE OF OPERATING ROOMS 

All the required hygiene measures must be adhered to, in case of using any of the operating or intervention 

rooms. Operating cloths will be provided by the division. Valuable objects must be kept in a safe place and 

the division does not take any responsibility regarding this issue. 

All operation-related process including: working in the operating/intervention rooms as well as the required 

consumables, medicaments and reagents must be coordinated with the responsible staff of the division. 

The rooms must be cleaned and closed properly, after completion of the work. 

18. WORK WITH BIOLOGICAL AGENTS OR GENETICALLY MANIPULATED ORGANISMS (GMO) 

It is the responsibility of the project manager to ensure that all work is reported and performed in 

accordance with all related legal requirements to minimize dangers for coworkers and the environment. 

Before the star of such a project, a detailed list of necessary measures as well as appropriate training with 

respect to the proper handling of GMOs will be provided by the biological safety liaison for project managers 
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and project staff (see also ABF FM Anhang zur Hausordnung Biologische Sicherheit). This type of works and 

experiments can begin only when the relevant allowance/permission is issued by the appropriate 

committee. 

19. HANDLING OF RADIOACTIVE SUBSTANCES 

Projects involving radioactive substances as well as usage of X-ray devices require the approval of the 

radiation safety officer of the division. Project managers are responsible that all work should be performed 

in compliance with all legal requirements. A detailed list of measures which needs to be considered as well 

as appropriate training with respect to the proper handling of radioactive materials will be provided by the 

radiation safety officer of the division for project managers and project staff prior the start of the project.  

20. WORKING WITH CHEMICALS 

Project managers are responsible that all work involving chemicals are performed in compliance with all 

applicable legal requirements.  

All projects/works involving chemical substances must be reported to the chemical officer of the division 

prior to the start of the projects. A detailed list of measures which need to be considered as well as 

appropriate training with respect to the proper handling of chemicals will be provided by the chemical safety 

association of the department for project managers and project staff prior the start of a project. 

21. HANDLING INVOLVED POISONOUS SUBSTANCES AND MEDICAMENTS 

It is the responsibility of the project manger to handle all the relevant issues related to the medicaments and 

poisonous substances/agents related to their project. It should be reported to the manager of the division, if 

these agents are stored in ABF. Detailed information concerning the quantity, safety classification and usage 

must be included in the documentation. 

22. WASTE DISPOSAL 

The disposal of wastes, specifically needles, scalpels, glassware, chemicals, biological and radioactive waste 

materials has to comply with the respective regulations of Vienna General Hospital. The related collection 

boxes will be provided by ABF. Expired materials should be disposed accordingly. 

23. SAFETY MEASURES 

All general safety guidelines must be taken into consideration within the ABF premises. In case of any 

unclearness or any doubt, please consult with the division safety officer for any questions concerning 

general safety issues. 

24. AMENDMENTS 

Date Version Amendment 

16.02.2017 1.0 Erstellung 

   

 


