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User Manual

University of Guelph Animal Utilization Protocol system is a Web platform that allows authorized users
to submit Animal Utilization Protocols (AUPs), amend, renew and view AUPs, electronically review
AUPs, and access this information from local and remote locations.

Roles

The system offers different roles for every user. The roles are described below:

The Principal Investigator (User in charge of the AUP who is responsible for filling In the

(P1) application.
Assignee User who is designated by the Pl to complete or amend an AUP
Participant Users who participate in the AUP, such as technical staff or a

veterinarian, this user can see an AUP submitted by a PI.

AUP Coordinator User who has the ability to assign reviewers and moves an AUP
through the approval process.

ACC Reviewer User who performs a review of the submitted AUP and provides
comments to the AUP Coordinator.

Main Functionalities

As we mentioned previously the system is managed in different levels depending on the role of the user.
This document will describe the main functionalities of the system for Principal Investigators, Assignees
and Participants. Functionalities for the AUP Coordinator and ACC Reviewers are described in another
document.

1. Registration

Front Page View

Roles Involved: Any user has access to the front page.
Description: The front page offers Login, Create new account or Request new password.

Please note: if you have a University of Guelph email account, you don’t need to create a new
account, simply login with your University of Guelph central login ID (same as your email account). If
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you have a University of Guelph central login ID, please skip down to page 6 “How to login with a
University of Guelph account.”

How to create new Account (Non-University of Guelph)

Users without a University of Guelph account need to register and then confirm by a following a link
received on their e-mail and updating their personal information:

Animal Utilization Protocol

search: Web Directory Library

JNIVERSITY
R

CHANGING LivEs Log
it _

0 To get started, please log in to manage your AUPs.

Create new account Log in Request new password

Home

Common Name *

Username *

Spaces are allowed; punctuation is not allowed except for periods, hyphens, apostrophes, and underscores.

E-mail address *

Avalid e-mail address. All e-mails from the system will be sent to this address. The e-mail address is not made public and will only be used if you wish to receive a new password or wish to receive certain news or
notifications by e-mail

Create new account

®© 2011 University of Guelph

Account details for Talel Wahabi at Animal Utilization Protocol Inbox % = E
wsadmin@uoguelph.ca 8:50 AM (0 minutes ago) L -
to me |-

Talel Wahabi,

Thank you for registering at Animal Utilization Protocol. You may now log in
by clicking this link or copying and pasting it to your browser:

http://dev. web uoguelph calresearch/acs/apps/aup/userreset/61/1321365050/L UTloYiEHY eSqjeT
knObMKB 4ahRRDZTEAfAYYsCPCg

This link can only be used once to log in and will lead you to a page where
you can set your password.

After setting your password, you will be able to log in at
http://dev. web uoguelph calresearch/acs/apps/aup/user in the future using:

username: Talel Wahabi
password: Your password

- Animal Utilization Protocol team
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Please be prepared to update your password, as this link can only be used once to log in and will lead
you to a page where you can set your password. Please note that only non-University of Guelph
accounts can update and change their password.

Please be sure to update your profile and add all your qualifications.

Animal Utilization Protocol

search: Web Directory Library

CHANGING LIvES
IMPROVING LIFE

o You have just used your one-time login link. It is no longer necessary to use this link to log in. Please change your password.

View Edit Devel

Talel Wahabi

Last Name
First Name

Common Name *
Talel Wahabi

Department
Phone

Qualifications

Please provide a quick summary of your gualifications.

E-mail address *

talel.wahabi@gmail.com

A valid e-mail address. All e-mails from the system will be sent to this address. The e-mail address is not made public and will only be used if you wish to receive a new password or wish to receive certain news or
notifications by e-mail.

Password
Password strength:

Confirm password
To change the current user passward, enter the new passward in both fields.
—Picture

Upload picture

Choose File | No file chosen

Your virtual face or picture. Pictures larger than 1024x1024 pixels will be scaled down

- Locale settings
Time zone

America/Toronto: Tuesday, November 15, 2011 - 08:53 -0500
Select the desired local time and time zone. Dates and times throughout this site will be displayed using this time zone

011 University of Guelph
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How to Login with a University of Guelph Central Login ID:

For users with University of Guelph account, there is no need to register, just login with your central
login ID. Your password is the same as your central login ID and cannot be changed in this system.

Animal Utilization Protocol L O

[TJ'NGRELR;III\ search: Web Directory Library

CHANGING LIVES

R _

Q To get started, please log in to manage your AUPs.

Create new account Login Request new password

User account

Username *
admin

Enter your Animal Utilization Protocol username

Password *

Enter the password that accompanies your username.

®© 2011 University of Guelph

User Profile:

On your first login, and any time information changes, please your personal information which includes
your training and qualifications.

To access your profile to update, click "my account"” and then click edit to modify.
In your profile, the following information is included:

e First name

e Last name

e Common name - **this is the name that will be displayed in the system for people to select
when you are added to an AUP

e Department

e Phone - can be your University extension

e (Qualifications — this is any qualifications, training, continuing education, professional
designations, organizational memberships, etc. that may apply to your animal research in terms
of qualifications and training. Please include dates on any information included to ensure only
up-to-date information is considered.

e Species — this is/are the species you work with in research. If you work with more than one
species, please separate species with semi-colons.

e Area of Research — this is your general area of focus for your research and may be similar to
your department.
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Your user profile information has several uses within this system:

e It can be viewed by any other member of an AUP to see what individual qualifications are.

e |t can be viewed by ACS/ACC staff to ensure training qualifications have been met.

e |t can be searched by ACS staff to find all researchers using particular species or areas of
study.

e |t can be searched by the Scientific Merit Gatekeeper to find reviewers who specialize in an

area of study or species.

search: Web Directory Library

UVERGTY Animal Utilization Protocol
o GUELPH

CHANGING Lives
IMPROVING LIFE

View Edit Devel

Talel Wahabi

Last Name
Wahabi

First Name
Talel

Common Name *
Talel Wahabi

Department
CCs web Solutions

Phone
52869

Qualifications
Computer Sciences

Please provide a quick summary of your qualifications

Current password

The password cannot be changed using this website
Note: It’s the user responsibility to update his/her personal information.

2. How to Become a Principal Investigator (Pl)

Roles Involved: Participant (authenticated user) and the Principal Investigator (PI)

Please take in consideration the next steps for your application

Step 1: Click on Become a PI.
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ONIVERSITY Animal Utilization Protocol search: Web Directory Library
#GUELPH

CHANGING LIVES
IMPROVING LIFE

0 Welcome! Please take a moment to fill out your user profile.
Submit a request to become a PI?

© 2011 University of Guelph

After you click “submit” you receive this message:

_Animal Utilization Protocol I ¢

U%&Eﬁ}l_}l’\ search: Web Directory Library
o

CHANGING LIVES
IMPROVING LiFE

0 « You have successfully submitted your request. You have to wait for ACC approval.
* Pl Request P/-twahabi has been created.
+ Welcome! Please take a moment to fill out your user profile.

View Edit Devel

Talel Wahabi

Last Name:
Wahabi

First Name:
Talel

Common Name:
Talel Wahabi

History

Member for
7 sec

® 2011 University of Guelph

And you will receive an e-mail notification to confirm that you submited your request.

Step2: After the AUP Coordinator approves your request, you will receive an e-mail notification and you
will have access to the link to create AUPs.

3. How Create an AUP:

Roles: Participant (Authenticated user) and the Principal Investigator (Pl)

Before you create your AUP, ensure that all the participants and people involved in this AUP are
registered in the system and they have updated their profiles.
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Assignee: a person to help you to complete AUP form. The assignee will have the capability to manage
this AUP on the Pls behalf.

How To Add Non-Registered Personnel in the System:

In the event a person involved or to be listed on an AUP is not registered in the system, this can be
handled in one of the following ways:

1. If the individual is associated with the University and can be contacted, please contact them and
request they log into the system and registered, after which they can be added to the AUP.

2. If the individual is an external individual, does not have access to a computer to log in or cannot
be contacted by the Pl or assignee, a user ID may be created administratively. In this case,
please email acc@uoguelph.ca with the person’s name, position and email address (if available)

to ask that an account be created. Once the account is created, the person can be added to the
AUP.

Click “Create AUP”.

Animal Utilization Protocol Y

search: Web Directory Library

CHANGING Lives
IMPROVING LiFE

0 Welcome! Please take a moment to fill out your user profile.

View Edit Devel

Talel Wahabi

Last Name:
‘Wahabi

First Name:
Talel

Common Name:
Talel Wahabi

History

Member for
4 min 22 sec

@ 2011 University of Guelph

The screen below will then come up. Fill in the information appropriately.

Click “save” and ensure the file saves so that it can be left and completed later, if necessary.

Designating an Assignee

Please note: If you are a Pl who is initiating an AUP for an assignee to complete, you must fill in the
minimal following information, save the AUP, and then the assignee can log in and complete the form
on your behalf.
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Please note: It is not required that an assignee be designated on an AUP. This is an option for those
Pls who wish to give the responsibility and access to another individual, be it a graduate student,
technician, or other member of the project to fill in and amend the AUP.

Assignees can only fill in AUP information. The responsibility of signing and submitting the AUP (and
therefore taking responsibility for the AUP) will always fall to the Pl. An AUP will not be submitted
for review until the Pl signs and submits the AUP in the system after the Assignee has filled it out.

Section 1: Background

Minimal information required by a Pl to begin an AUP and turn it over to an Assignee:

-PluserID

- Assignee user ID

- Project Title

- Purpose of Use

- Classification

- Pilot Study question

Once this information is filled in and the Pl clicks “save”, the assignee will receive the following email
message:

Hello,
A principal investigator has identified you as an assignee on their AUP. This
means that they have given you the capability to manage the AUP on their

behalf. To access the AUP please follow the following link:

http://dev.web.uoguelph.ca/research/acs/apps/aup/user/login?destination=node/1199

Animal Utilization Protocol

VR

Status

Initial -

Section 1: Background

avignes 1o help you o complts AUP form. Tha 2s3ignas wil have the capsbiity to manage this AUP on your behal

m 1D, # you domt know the zantral login 1D of the user that you'ns looking for, pleass search uring tha sentrsl dirsctory sen
the partion of the smail addrass befors the “Bucgusiph.ca
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Please note that for using the Central Directory: this can be used to identify a person’s user ID.

However, until they have logged into the AUP electronic system using their central log in ID (or create
an external ID), they cannot be added to an AUP.

If a form is completed by an assignee, it must be approved by the Pl before it can be submitted to the
Department Chair for signature and submission to the ACC for review.

To complete the AUP form completely, continue filling out all questions in the form.

Section 2: Lay Summary

~Section 2: Lay Summary

Research problem(s) or instructional principle(s) this project addresses (Background and Objectives)
Submitting an AUP to get screen shots for Chair stuff

Anticipated impact (specific), potential benefits to human and/or animal welfare (Relevance of Research or Instruction)
Getting manuals ready

Section 3: Funding Information and Scientific or Educational Merit Review

~Section 3: Funding Information and Scientific or Educational Merit Review

Has funding been approved for this study?
Teaching/ Display/ General Operating Protocels (Mo funding required). «

Granting Agencies

- None - -

If you specified other, please provide further details

— = Funding Source(s)

Title of Grant

Grant Timeline

Start Date End Date
E.g., 2012-05-23 Eg. 2012-05-23
~Attachments

Please attach relevant portions of the grant(s) or applications(s) that provide background information on the research problem, as well as detailed animal care and procedural information.

Add a new file

Crouse ) Vploxd
Files must be less than 20 MB.
Allowed file types: pdf doc docx.

— -Please attach a copy of the internal University review letter(s)

Add a new file

Upload
Fiss must bs ks than 20 ME.
Allowed fis typas: pdf doc decx

Extra Comments or Recommendations

Pluzse inciude sny sddional information reiated to your pesr Sr pedagogical rview BrOSEE, 6. UDested revwers, note: on Sutitanding processss, st
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When you upload a file be sure to click "upload" after you select the file from its saved location. In case
you need more items just click on "add another item".

Section 4: Hazards

~Section 4: Hazards

Does your project involve any hazardous materials or situations? *

@ No

E3. Prafects imvolving radio-isatopes, Carcinagens, chamikcal agants, Bathogens, or Fossibilty of shectrostoc
Radio-Isotope(s)

Carcinogen(s)

Chemical I(s)

Fathogen(s)

Fathogen contagious to

- MNone - ¥

Other
=g Bectrozmock

Specify what special animal care or human precautions (e.g_ protective equipment) is required because of the hazard(s) involved

EHS Approval Date

Date

[PRLEEISH

After you click next, the AUP will be created and you will be linked to the edit application to start fill it in.
Section 5: Personnel

The next portion of the form is the Personnel section. Here you will list all persons involved with the
AUP.

Please note: Technical staff for all facilities to be used should be listed in the “Technical Staff” section
of the AUP. Each facility will have a generic ID to be added to the Technical Staff section as well.
These generic IDs will be available on the Animal Care Services website and must be added to each
AUP under the appropriate sections.

In the case of large facilities where multiple technicians may work on the AUP, please list the lead
technician or foreman, as appropriate. Examples of such facilities include the Central Animal Facility,
Arkell Research Station, Ponsonby Research Station, and the Elora Research Station. This applies ONLY
to those facilities with dedicated animal care staff and CAN NOT be done if primary care for the animals
is provided by research team members. In the event primary care is given by research team members,
all persons involved must be listed separately. Additionally, all persons performing specific AUP related
procedures must be listed individually in the form.

To add multiple people in each section, click “Add another item” at the bottom of the relevant section to
add additional personnel.
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Section 5: Personnel

Chair of Department
iraymend [uid:73]
Plaass 3dd in the apprs

to departmental chair user ID. The list of up-to-date Chair IDs can be found an the Animal

in 1D H you don
partion of the sm:

Designated Emergency Contact(s)

aupstudent [uid:76]

Piazse snter the namss of the people associted with the AUP who should be contactsd in the svent of

Piaase anter the user’s cantral login ID. F you den't know the central login 1D of the u
The usars cantral login id is the portion of the smail addrass befors the ‘Puogueiph.ca’.

Add anather item

Associate(s)

Technical Staff:

A4 tha User 1D of 2 tachnical staff or technical spasiaiats invehad in the AUP. Alss s surs to 84 tha facity User ID for the secomadation and sxpermantal lozations. Ses the Animal Cars Servicas websits for 2 st of up—to—date Faciity Lizar 1Dz

iogin ID. I you don't know the central login ID of the user that you'rs keoking for, please search using the gant tory san

Piaasa snter the use: 3
the portin of the amai addrass befors the ‘Tusgueiph.cs’

Tha ussrs santral log

Designated Veterinarian(s):

Tha vaterinarian who will bs attanding to the animal heaith during this project. This person cannot ba the Pl or cther parson associated with the AUP work

Pisasa unter the user's central login ID. If you don't know the cantral login ID of the user that yours looking for, please ssarch using the gentral dirsctory senvics.
The ugers contral login i is the portion of the smai addrass befors the ‘Pucgusiph.c

Add another item

Graduate and Undergraduate Students, and Teaching or Research Assistants:

Entar the User ID of 2l students and assistants.

gin ID. 1 you don't know the cantral login ID of the user that you'rs looking for, piase search using the central directory ser

o is the portion of the smail asdress befors the ‘Busgusiph.cs’

Add another item

Section 6: Animals

After you click next, you will be linked to Animals section of the AUP:

There are 3 steps to the Animal Section that must be entered.

Step 1 is the Animal Details. Here the species, strain, quantity, age, gender, accommodation,

experimental procedure locations and who will complete daily observations.

- Inthe case that the species you need is not listed please contact acc@uoguelph.ca.

Animal Utilization Protocol Page 14 of 40
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~Animal Details

‘Quantity Species Strain Age Age Unit Gender Notes
12 goldfish -Nome- v Both ¥ -
+Accomodation
Animal Housing Facility
QVC Primary Healthcare Centre -

Pleaze chooss the facity whers the animals used on this AUP will ks housed.
Animal Housing Facility Room Number
Lobby

This fisd s cptional — I you can or would Bks to provids the specfic room in the approved fachty, pisase do 50 hars.
Experimental Facility/Area

H the facity doss not appear on this list, pleass contact acsPucgueiph.ca.

OVC Primary Healthcare Centre -

Piease select the sxperimental arsa whers the ressarch or teaching work will cocur, IF this is the sams 25 the Animal Housing Faciity, pleass seiect the sams fackty for the Experimental Fackty /Arsa. H the sxpstimsntal fackty or arsa doss not appsar on the kst, pleass contact acs@uogusiph.ca.

Experimental Facility/Area Room
Thiz fild s optional — i 2 specfic room in an axpenmental facity is 10 be used and is known, plezse fasl fres o prosids it hare.

Who is performing routine daily observations of the animals?

Both -

If research team members or owner are responsible for daily checks. please describe how it will be recorded this is done.
Facility staff will menitor student daily checks on fish and perform daily checks when na stugents are in the facility.

Fill in all information about the species. If the project will occur in multiple locations, click “Add another
item” for the accommodation section:

-Animal Details

‘Quantity Species Strain Age Age Unit Gender Notes
12 goldfish -None- v Eoth v -
~Accomodation
Animal Housing Facility
OVC Primary Healthcare Centre A
Plsase chooss the facity whers the animals used on this AUP will bs housed. if the facifty doss not appsar on this fst, please contact acsPucgueiph.ca.
Animal Housing Facility Room Number
Lobby
This fiaid i3 ptional - f you can or woud Fka o pravids the specie room in the spproved facity, plass do 52 hars
Experimental Facility/Area
OVE Primary Healthcare Centre -
Pisass £elect the Sxpermentsl 2ra whers the research or tsaching work wil occur, i this i the s2ms 28 the Anma Housing Facty, please sekect th same facity for the Expermenta Facity Area. f the expermenta facity or arsa does not apeear on the Fit, please contact acePusgueph.ca.
Experimental Facility/Area Room
This fisid s cptional - f 2 specific room in an expermental facity is 10 be used and 13 known, piase fes! fres to prowds it here.

Who is performing routine daily observations of the animals?
Both hd

If research team members or owner are responsible for daily checks, please describe how it

Il be recorded this is done.
Facility staff will meniter student daily checks on fish and perform daily checks when ne students ars in the facility.
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If you have multiple species, click “add another item” for the species overall:

~Animal Details
Quantity Species Strain Age Age Unit Gender Notes
12 goldfish -Nome- v Both ¥

+Accomodation

Animal Housing Facility
OVC Primary Healtheare Centre

Paate choote the facity whers the animals used on this AUP will ba housed. H the facity doss not appear on this fist, please contact scrBucguelph.ca.
Animal Housing Facility Room Number

Lobby
This isid is eptional - if you can or would Bks 1o provids tha specific room in the approved facity, pase do 5o hers.

+ Experimental Facility/Area :
OVC Frimary Healthcare Cantre -

Piease select the sxperimental arsa whers the ressarch or teaching work will cocur, IF this is the sams a5 the Animal Housing Faciity, pleass seiect the sams Fackty for the Expermental Fackty/Arsa. H the sxperimental fackty or arsa doss not appsar on the Est, plase con
Experimental Facility/Area Room

N

This fisid is optional - i @ specific room in an axpermental fackity is 1o be used and is known, peass fasl fres to provids it hars.

Who is performing routine daily observations of the animals?

Both -

If research team members or owner are responsible for daily checks. please describe how it will be recorded this is done.
Facility staff will menitor student daily checks on fish and perform daily checks when na stugents are in the facility.

*Admin Fields

Please be sure to fill in all information for every species.

Step 2 of the Animals Section is filling out the source/supplier information.

Step 1: Complete Animal [ferails Step 2: Specify Animal Source(s) [ Supplier(s) St}p 3: Complete Disposition Information

Indicate the source or supplier

- None - -
-Details
Name of Facility of Colony/Herd/Flock Other AUP Number Location of Field Study or Client animals to be used
~ Address
Donor or Owner of Private Facility Name Company or Private Farm/Facility Name Street cCity
Postal Code Province / State Country  Phone Number
-None- ¥ -~ None - ¥
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Select the source of the animals from the drop down list:

Step 1: Complete Animal Details = Step 2: Specify Animal Source(s) / Supplier(s) Step 2: Complete Disposition Information

Indicate the source or suppliyr

- None - -
- Details
Name of Facility of Colony/Herd/Flock Other AUP Number Location of Field Study or Client animals to be used
~ Address
Donor or Owner of Private Facility Name Company or Private Farm/Facility Name Street City
Postal Code Province / State Country  Phone Number
~Nonz- ¥ _Mone - ¥

Add angther item

The remainder of the fields are required based on the source and may not be required for each type of
source. Please fill out according to the directions below:

Client Owned —fill out the field “Location of Field Study or Client animals to be used” by entering the
name of the facility where the client animals are located, e.g. OVC Primary HealthCare

Centre.
- Details
Name of Facility of Colony/Herd{Flock Other AUP Number Location of Field Study or Client animals to be used
= Address
Donor or Owner of Private Facility Name Company or Private Farm/Facility Name Street City
Postal Code Province [ State Country Phone Number

- None - * - Nong - ¥

Donated — Fill out the Donor name field and their address information.

- Details

Mame of Facility of Colony/Herd/Flock Other AUF Mumber Location of Field Study or Client animals to be used

dress

Donor or Owner of Private Facility Mame ompany or Private Farm/ Facility Name Street City

Province [ State Country Phone Number

- None - - None - =
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From Another AUP — Fill out the Other AUP Number field. Please note that the AUP(s) listed must be
current and active. If it will be to an upcoming AUP, please indicate this and
provide the PI’s name.

- Details
Mame of Facility of Colony/Herd/Flock Other AUP Number Location of Field Study or Client animals to be used
= Address
Donor or Owner of Private Facility Name Company or Private Farm/Facility Name Streat City
Postal Code Province [ State Country Phone Number

- None - * - Mone - ¥

Purchased — Fill out the Company name field and address information.

- Details

Mame of Facility of Colony/Herd{Flock Other AUP Number Location of Field Study or Client animals to be used

~ Address

Donor or Owner of Private Facility Name Company or Private Farm/Facility Name Street City

Postal Code jnce [ State Country Phone N

- Ngne - *

Privately Owned — Fill out all fields under the “Address” Heading — Owner’s name, Farm/Facility name,
and address information.

- Details

Mame of Facility of Colony/Herd{Flock Other AUP Number Location of Field Study or Client animals to be used

~ Address

Donor or Owner of Prirdte Facility Name Company or Private Farm/Facility Name Street City

Postal Code Province [ State Country Phone Number

- Ngne - * - Mone - *

U of G Colony/Herd/Flock — Fill in the Field titled “Name of Facility of Colony/Herd/Flock”.

etails

Name of Facility of Colony/Herd/Flock Other AUF Number Location of Field Study or Client animals to be used
= Address
Donor or Owner of Private Facility Name Company or Private Farm/ Facility Name Street City
Postal Code Province [ State Country Phone Number
- None - « - None - *
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Wildlife/Field Studies — Fill in the Field titled “Location of Field Study...”

-Details
Name of Facility of Colony/Herd/Flock Other AUF Number Location of Field Study or Client animals to be used
= Address
Donor or Owner of Private Facility Mame Company or Private Farm/ Facility Name Street City
Postal Code Province [ State Country Phone Number

- None - - None - *

If you have multiple sources for the species, click “Add another item” to add another source:

Step 1: Complete Animal Details  Step 2: Specify Animal Source(s) [ Supplier(s) Step 3: Complete Disposition Information

Indicate the source or supplier

- None - -
-Details
Name of Facility of Colony/Herd/Flock Other AUP Number Location of Field Study or Client animals to be used
~ Address
Donor or Owner of Private Facility Name Company or Private Farm/Facility Name Street cCity
Postal Code Province / State Country  Phone Number
-None- ¥ - None - ¥

Add another item

Be careful not to hit the “Add another item” at the very bottom of the box, as this will add an entire new

species!

Step 3 is the Disposition of the animals:

Step 1: Complete Animal Details Step 2: Specify Animal Source(s) / Supplier(: Step 3: Complete Disposi[@

Type Quantity Details

+ - None -

"
Add another item

Add another item
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Please fill in all relevant fields for each quantity. For multiple dispositions of animals, click “Add another
item” to add another disposition:

Step 1: Complete Animal Details Step 2: Specify Animal Source(s) / Supplier(s) Step 3: Complete Disposition Information

Type Quantity Details
+ - None - -

Add another item

Add another item

Be careful not to click the “Remove” button at the bottom of the page, as this will remove the entire
species!

Continue filling out the fields in the Animal Section:

Explain how the total number of animals to be used was determined.

-‘Attach files to explain, if necessary.

Add a new file

Choose File | No file chosen IJEIDad
Files must be less than 20 MB.
Allowed file types: txt pdf doc docx odf.

Indicate consideration given to reduce the use of animals.

Describe the characteristics of the animal that make the species or strain appropriate for the research or teaching objectives.

Attach files, if necessary.

Add a new file

Choose File | No file chosen Uéload
Files must be less than 20 MB
Allowed file types: txt pdf doc docx odf.

If you attach any supporting documentation, Please be sure to click "upload" after you choose your
file(s).
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Section 7: Experimental and/or Animal Use Endpoint

Fill in the fields with the appropriate information.

~Section 7: Experimental and/or Animal Use Endpoint

Expected clinical conditions or abnormalities
None

Indicate any clinical conditions or abnormalities expected or that could arise as a result of the proposed study or teaching exercise (e.g. behavioural changes such as increased grooming, vocalization or postural changes, or
physical abnormalities such as anorexia, dehydration, diarrhea, etc))

Removal Criteria

Mouse is no longer normal as per observation criteria

In terms of species-specific behavioural changes and physiological signs, list the criteria that will be used to trigger the decision to remove an animal from the teaching exercise or experiment, or to terminate the teaching
exercise or experiment

When a health issue or injury unrelated to the experiment occurs, is regular veterinary care appropriate for the animals?
Yes -

This question relates to the care of the animals in the event a health issue or injury arises that is not in relation to the experimental or teaching work. I this occurs, can a veterinarian treat the animal as a regular patient (yes) or are
there considerations that would impact the experiment or teaching activities (No), e.0. giving anti-inflmmatory drugs or applying skin adhesives.

Section 8: Procedures

After you click "next" you will be linked to Procedures section of the AUP:

- Procedures will be added in 3 steps: Animal Information, Procedures and Drugs. Drugs are
only to be entered if applicable.

Step 1: Animal Information — add in the species and number of animals to be used.

Section 8: Procedures

Step 1: Animal Information )tep 2: Procedures Step 3: Analgesic and Anesthetic Drugs

Species
[

Strain

Please separate strains with semi-colons. Include international nomenclature for strains for Genetically Modified Animals.

Quantity

Add another item

On this screen, fill out the species, strain and quantity of animals involved. This could be all or a portion
of the number of the species requested in Section 6: Animal Details. All procedures to be performed on

this group of animals will be entered in Step 2: Procedures. If there are different numbers of animals for
different procedures, you can either:
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Click “Add another item” and add the same species with the different number and then enter
the procedures or,

Enter the maximum number of animals to be used for the procedures. For example, if 100 mice
will have blood collection and 60 mice will be tattooed, enter the number 100 and then list all
procedures. Then the actual numbers of animals to be used in each procedure should be
delineated in the “sequential description of animal use” box below.

If you click “add another item” on this screen, another line for a different species will be added, with all
3 steps for animals, procedures and drugs available.

Note: fill out all 3 steps (if analgesic/anesthetics drugs apply) for the first species before proceeding to
the next species or group of animals.

Section 8: Procedures

Step 1: Animal Information

Species

Step 2: Procedures Step 3: Analgesic and Anesthetic Drugs

Strain

Please separate strains with semi-colons. Include international nomenclature for strains for Cenetically Modified Animals.

Quantity

Add anather item
Step 1: Animal Informaridg | Step 2: Procedures | Sfep 3: Analgesic and Anesthetic Drugs
Name of Procedure
- None - -
Plsass saarch the fist and select 3 lsted procedurs whers sver possibls. Suiect general procedurss and provide detais in the “sxtra information” box below. Sekct “ather” ONLY  the gensral procsdurs is not listed
If you specified other, please provide further details
Associated Distress or Pain Level
- None - =
Name
Pia: cantral login IB.  you don't know the cantral login ID of the user that you'rs looking for, please search using the central d rectony servics.
The d is the portion of the emal address befors the Puogusiph o
Extra information

Plaass provids additional information about the above sekcted procedurs.

E 1 »

Add another item

The procedures list has been standardized, with a details bar for specifics below the procedure. In the
details box, please either indicate the “other procedure” not on the list, or provide details to general
procedures, for example the substance to be injected or the type of surgery to be performed.

Animal Utilization Protocol
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Please consider the list of procedures before selecting “Other Procedure” to determine if your
procedure fits within one of the standardized list items. For example, administering a drug or

experimental substance should always be entered under “Administration of Substance” with the details
of the substance and route provided in the details box.

Step 1: Animal Information | Step 2: Procedures | Step 3: Analgesic and Anesthetic Drugs

Name of Procedure

-
Plaass saarch the it and selsct 2 fated procadurs whars sver possibis. Sekect oo

procedurss and provids datais in the “sxtra information” box baiow. Sulect “sthar” ONLY  ths gensrsl prossdure i not fsted
If you specified other. please provide further details

Associated Distress or Pain Level

Pisasa anter the user's cantral login ID. I you don't know tha cantral login ID of the user that you'rs looking for, [pleass search using the centra

dirsctory sanice.
* The users cantral login id is tha portion of the smail address befors the "Puogusiph. o3’

Extra information

Plaass provide additional information about the 2bove seiectsd procedurs.

E 1 i3

Please ensure you enter the User ID of each individual who will perform the procedure. Each User ID
listed here_LMUST be reflected in Section 5: Personnel or listed as the PI.

Step 1: Animal Information  Step 2: Procedures | Step 3: Analgesic and Anesthetic Drugs

Name of Procedure

- None - A
Pluasa search the list and select 2 fisted procedurs whers sver possibie. Select general procedura: and provide detsis. in the “sxtra information” box below. Sshct "other” ONLY i the ganeral proceduns is not listed
If you specified other, please provide further derails

Associated Distress or Pain Level

- Nonz - ¥

Plazsa enter the user's central login ID. I you don't know the cantra)

n ID of the user that you'ra looking for, [piease search using the central directory s
sars cantral lsgin id s the porbion of the email addres

Te the Tusguaiph.cs

Extra information

Pluzss provids additional information about the above selected procedurs.

E 1 »

Add another item
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To add an additional person who is performing the procedure, click “Add another item”.

Step 1: Animal Information | Step 2: Procedures | Step 3: Analgesic and Anesthetic Drugs

Name of Procedure

- None - -

If you specified other. please provide further details

Associated Distress or Pain Level
- Nonz - w

Plaass saarch the izt and select 2 Fxtad procedurs whers svar possibls. Seiect genersl procedures and provids datals in the “sxtr information” box below. Ssiect “sther’ ONLY  the genarsl prozsdurs is not lzted

Pisasa anter the user's cantral login ID. I you don't know tha cantral login ID of the user that you'rs looking for, [pleass search using the centra
* The users cantral login id is tha portion of the smail address befors the "Puogusiph. o3’

Extra information

dirgctory servics.

Add another item

Plaass provide additional information about the 2bove seiectsd procedurs.

Be careful as to which “Add another item” button is selected.

There is one for the people performing

the procedure (see above). One to add another procedure and one to add another species (very bottom

of the box):

Step 1: Animal Information | Step 2: Procedures | Step 3: Analgesic and Anesthetic Drugs

Name of Procedure

- Nene - -

If you specified other. please provide further details

Associated Distress or Fain Level
- None - w

Plaass saarch the izt and select 2 Fxtad procedurs whers svar possibls. Seiect genersl procedures and provids datals in the “sxtr information” box below. Ssiect “sther’ ONLY  the genarsl prozsdurs is not lzted

Pisase snter the ussr's central login ID. i you don't know the central login 1D of the user that you'rs looking for, pisass ssarch using the cantra

dirsctory sanice.
* The users central login id is the portion of the smail address bafors the "Puogusiph. o

Extra information

Add anather item

Plazsa provide additional information bout the bova selected procedure.

j

New Procedure (same species)

New Species and procedures
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Step 3: if applicable, please add in the relevant information for the drugs to be used in the procedures

listed in Step 2.

Step 3: Analgesic and Anesthetic Drugs

Step 1: Animal Information | Step 2: Procedufes

Drug Dosage Dosage Unit Other Dosage Unit
[ -None- -

Route
- None - -

“*  Procedure drug is for and additional Details

Please indicate which procedure(s) this drug will be used for, and provide any additional details about the drug, e.g. frequency of administration, specific properties, etc.
Remove
Add another item
. 4

Remove

Add another item

New drug in same species New Species, procedures and drugs

Please note that this section is for Anaesthetic and Analgesic drugs to be given in the course of the
experimental work or for general care of the animals. Experimental substances and drugs should be
listed in the procedures section as “administration of substances” with relevant details provided in the

details bar.

The “Additional details” box in the section is for any relevant information to be provided about the
Anesthetics or analgesics to be used, e.g. for specific times in the procedures (induction, maintaining the
surgical plane or during recovery), information about why the drug is the most acceptable option, If the

drug is an alternative to another drug, etc.

When all species, procedures and drugs have been entered, please continue to fill out the sections in

Section 8 until all information fields are complete:
* Overall Procedure Details

Specify the criteria that will be used to assess the level of analgesia / anaesthesia required.

Give a sequential description of the use of animals in this teaching exercise or research project.

What is the highest distress or pain level associated with any of your procedures?

- None - ¥

Specify the frequency of observations and methods for monitoring the condition of the animals.
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~ Please attach assessment sheets if this is available.
Add a new file

CBronss,. | Uploxd
Files must be less than 20 MB.
Allowsd file typss: pdf doc docx.

List personnel who will be monitoring the animals:

Please enter the user’s central login ID. If you don't know the central login ID of the user that you're loaking for, please search using the central directory service
The users central login id is the portion of the email address before the ‘Suoguelph.cz

Add another item

Explain refinements that have been made to minimize pain. distress and/or discomfort to the animals, i_e. modified procedures

If you attach any supporting documentation, please ensure you click “upload” after selecting your files.

Section 9: Appendices

After you click "next" you will be linked to Appendices section of the AUP:

Please check all the appendices you need. The associated questions for each appendix checked will
open to be answered. Please respond to all questions, except those indicated for annual renewals

(unless you are submitting an annual renewal, in which case please fill in any changes to the appendix
questions and the annual renewal questions).

View Edit Revisions Compare Davel
Section I: Background  Section 5: Personnel  Section 6: Animals
Section 8: Procedures  Section 3 Review
Status
Initial - ACC - Review ¥

Section 9: Appendices

~Appendices

Appendix 1 - CCAC Categories of Invasiveness in Animal Experiments (A-E)
Appendix 2 - OCAC Social & Behavioural Requiremants of Experimental Animals

Additional Information required by the Canadian Council on Animal Care
[C] Appendix 3: Teaching / Display

[] Appendix 4: Surgical Procedures

[ Appendix 5: Generically Modified Animals

[1] Appendix &: Wildlife Field Studies

[2] Appendix 7: Antibady Production

For studiss invohing the following, additonal forms must be compluted a5 appendices to your Animal Utiization Protocs!
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Appendix 3 — Teaching/Display

— ~Appendix 3 - TEACHING / DISPLAY

How you are maximizing the educational gain from the animals used

The expected number of participants

The number of participants per animal or group of animals

The participant / instructor ratio

Appendix 4 — Surgical Procedures

— ~Appendix 4 - SURGICAL PROCEDURES

The patient preparation procedures

If applicable, the ventilation procedures

The type of monitoring during and following surgery
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Appendix 5 — Genetically Modified Animals

 ~Appendix 5 - GENETICALLY MODIFIED ANIMALS
Will any of these animals be genetically modified or be used in the creation of new genetically modified animals? *
% No

B Yes

MNota: Standard inbred strains that carry standard mutatons, s.3. 3gouti bisck or Ibing, are not considersd 1o ba genaticaly modified For the purposs of this appendix

Describe the species, strain, mutation(s) and/or genetic modification(s)

Outline the known or expected phenotype

Outline the signs of distress, pain and abnormalities

Dascriba alzo your monitoring systam for datacting tha anatomical, physiological and bahavioral signs indicative of distrazs. Plaaza anzura you includa any diffsrances batwsan homorygots and hataro-/hami- zygota animals_

Outline the measures to be taken to alleviate the distress/pain listed above

Outline any potential health consequences to those working with the animals

Outline any special containment and security procedures required in the animal facility where these animals are to be held

Are these animals rodents? *
& No

o Yes

Containment requirements *
® No - when will this be done?

T Yes - provide explanation of the requirements to bs met or 2 copy of the documentation

Hava tha containmant requiremants necassary for tha ganaration of thase genatically modified animals bean inad. to ansura ianca with the Envi Protaction Act or ralatad legislation?

When will this be done?
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Appendix 6 — Wildlife/Field Studies

 ~Appendix 6 - WILDLIFE FIELD STUDIES

— ~If traps are to be used, specify

The type of trap
- None - -

The potential for injury from the trap

The monitoring frequency

The procedures if lactating females are trapped

Specify the locations where these studies will occur

List permits that have been applied for and/or received

Specify the type or degree of potential ecological disruption expected

4. conssquencss to reproduction, survival of animals studid.

— ~Annual Review - Field Studies

“Figlds required for renewal

The following guestions will be asked of you at the annual review of this Animal Utilization Protacel.
Please provide a summary of all results pertaining to the procedures used as fallows

Morbidity and mortality of all species used in the study i.e. in capture, transportation and refinement(s) made to prevent this

If applicable. the number of accidental non-target species catches and refinement(s) made to prevent this

Plazsa ba praparsd to provide this information. If you have any quastions, plazsa comtact tha Dirsctor, Amimal Care Sarvicas at axt. 54205
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Appendix 7 — Antibody Production: Polyclonal Antibody Production

ppendix 7 - ANTIBODY PRODUCTION

Antibody Production Type
Palyclonal v

— ~POLYCLONAL ANTIBODY PRODUCTION

— vPlease describe the method used for purification of the antigens to be injected

Will agarose beads be used? *
@ No

Yesionly sllowed once)

Will acrylamide gel strips be used? *
& No
2 Yesionly allowed ance)

MOTE: Uss of antigens from cut-up bands of acrytamids should be avoided. Antigens within thass SDS-PAGE suparated bands can sasiy be extracted by shctrcsiution and used in immunization. Antigens on immuncbiots cbtained by biotting the gels on nitrccsluloss membranas te alow transfar of the
antigans to the mambranes ars not sasily extracted. The nylon backed nitroceliuloss membranes is.g.imobilon o fiuxible membranss) ara not sasily ground and ars not suitabis for antigen-delvery in immunization, The axtended antigens may be extracted or ground up with nitrocalulose which is less
harmful to the animal only allowsd once)

If other method. please provide details

Adjuvant? *
& No
Yes
MOTE: The uss of Fraund's Compita Adjuvant (FCA} can cause severs side sffects and is only approved for the most problematic immunization situstions. it may be used only when small amounts of soluble immuncgens are avalabls, and only a5 the primary infection. The ressarcher must show scintfic
avidance that sther adjuvants ans net effectha,
Rafinamant tip: To dacraaza advarsa raactions, diluta tha concantration of Mycobactarium in the FCA to 0.1 mgjmi by using minaral o
Injection Routes and Dosage
Refer to CCAC guidslines on: antibody production - Appendix B - Immunization - Recommandsd Routes and Vohumas.
Volume of Inoculum per site
CCAC guidefines on: antibody production - Appendix &
Number of injection sites
Schedule for injections and bleod sampling

NOTE: ¥ ths first immunization is parformsd without 2 depot-forming sdjuvant, s.5. FIA or sum bassd adjuvants, the antbedy tirs wil ususly pazk 2-3 weaks sfter immunizstion. Whan 2 depot-ferming sdjuvant is ussd, 2 booster injection can folow 3t least 4 weaks sfter the Frst immunization. “Multipis
boasters should not require the use of adjuvant " (CCAC guidalines on: antibody production, Polycional Antibody Production, Section 7).

Amount of blood per test sample e.g. pre & post immunization

~Blood collection techniques used for harvesting blood

NOTE: “The maximum blood volume removed should not exceed 10% of the total blood volume of the animal......_.i collacted every 2 weeks, and not more than 15% of the total blood volume if collectad every 4 weeks.” (CCAC Guidelines on: antibody
production, Polyclenal Antibody Production, Section 8).
Intermittent blood collection? *
@ No
Yes - Specify amount per collection
Terminal Bleed? *
@ No

Yes

Will animals be group housed? *
@ No
Yes

Will tattooing be performed for identification purposes? *
@ No
Yes

Who will be r ible for record keeping?

MOTE: “The immunization record should include the 2gent (with refarence to ganaration, source, puribcation), routs, sits or sites, vohums, data of injection and body weight of the animals.” (CCAC guidsiines on: antibody production, Polyconal Antibody Production, Section 3.
Pisass smtar the user's central login ID. f you don't know the central login ID of the user that you' looking for, pleass ssarch using the gents
Tha usars cantral login i is the porticn of the smail address befors the “Pucgusiph.ci’.

diractory sarvice.
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Appendix 7 — Antibody Production: Monoclonal Antibody Production

— ~Appendix 7 - ANTIBODY PRODUCTION

Antibody Production Type

Menaclonal »

— ~MONOCLONAL ANTIBODY (mAbs) PRODUCTION

NOTE: Every attempt should be made to use an in vitra methad of production of menaclonal antibodies. Therefore, any proposed production of manocianal zntibodies using the ascites method requires justification by the investigator i.e. show thata
substantial effort has been made to adapt the hybridoma to a culture system.

Is this a new hybridoma? *

& No
) Yes
F 12, pleasa tast & nuw hybridema in 2 small piot study invoihving 2-3 animals to snsurs that an anvbody wil be produred (Remembar tn incuds this in the AU

Has the hybridoma been tested? *
& Yes

1 No, but this will be done later

@ No, this won't be done

Has the hybridoma besn tested for the pressnce of adventitious viral and mycoplasma agents prier 1o wss for in vvo propagation of menocicnal antibodies?
MOTE: The typical tasting method is the Mouse Antibody Production (MAP) tast which invol
Laboratoriss. PCR may ba 2 viabls aiternativs thst,

ves. injocting 3 sample of tissue in question into mice and after 3 - 4 weaks suthar el of known adventitious agents. Such tasts ara parformed by Charks River

Priming: Specify priming agent and volume

NOTE: Frsund’s Incompists Adjuvant or other lsss invasive adjuvant should bs used a5 the intraparitonsal priming agent, with a maximum volums of 0.3 mi FIA administersd in | injection only. If the uss of Pristans is proposed. it showld be justifaed 1o the ACC and the volums fimited to 0.2 ml.

Hybridoma Implantation: Volume of hybridoma cells to be injected

NOTE: Up to 2 x 196 hybridoma cslls in 3 maximum vol

wme of 1.0 ml may ba injected 1P,

Ascites Production *
& No
£ Yes - Specify amount required

MOTE: Ascitas in mics is allowsd to procesd 1o no greater than 20% of body weight gain and mice must bs monitored twice dafy once sbdominal swelling is noted. The ACC requests that all hanests be terminal and preceded with suthanasia, .g. using CO2, to minimizs distress and discomfort to the mics.

4, Finalization and Submission

Review Section:

After you click next you will be linked to “Review” section of the AUP:

This section is where the Pl will review the AUP and sign off on it prior to submission to the
Departmental Chair for signature and then the ACC for review processing.

If an Assignee has completed the form on behalf of the PI, the Assignee will complete the form to the
Appendices. Then, on the “Review” page, the Assignee will click “Done” or “Save”. The Pl has the
power to edit anything in the AUP. To do that he just needs to click on edit, change the information and

then click save.

Animal Utilization Protocol

Page 31 of 40 November 10, 2011



CCS: WEB SOLUTION - FUNCTIONAL SPECIFICATION

Section 1: Backoround  Section 5: Personnel  Section 6: Animals
Section 8 s Section 8 Review

Review

ANIMAL CARE COMMITTEE APPROVAL

FOLLOWING APPROVAL, A PROTOCOL NUMBER WILL BE ASSIGNED. THIS NUMBER MUST BE USED WHEN ORDERING ANIMALS AND IT IS UNDERSTOOD THAT THESE ANIMALS WILL BE USED ONLY AS DESCRIBED IN THIS PROTOCOL.
THIS ANIMAL UTILIZATION PROTCCOL IS VALID FOR A PERIOD OF UP TG 12 MONTHS FROM THE DATE OF COMMENCEMENT.

THE ANIMAL CARE COMMITTEE WILL REQUEST ANNUAL REVIEWS FOR ALL PROTOCOLS.

THE ANIMAL CARE COMMITTEE CAN PROVIDE EXTENSIONS BEYOND THE 12 MONTH PERIOD, FOR A MAXIMUM OF 4 YEARS IN TOTAL.

MATERIAL TRANSFER AGREEMENTS (MTAS)

MTAs may be required to protect the rights of the parties involved in the exchange of biological materials for research purposes. For advice and assistance in this regard, please contact the Administrative Assistant, Business Development Gffice, 519-324-4120
ext 58878

DECLARATION

THIS ANIMAL UTILIZATION PROTOCOL ACCURATELY DESCRIBES ALL THE PROPOSED ANIMAL USE.
IT WILL BE KEPT CURRENT AND WILL BE MODIFIED ONLY AFTER QETAINING THE APPROVAL OF THE ANIMAL CARE COMMITTEE.

ALL PROCEDURES WILL BE CARRIED QUT BY PERSONNEL LISTED IN G#3 WHO ARE TRAINED AND COMPETENT IN USING APFROVED TECHNIQUES.

AN ANIMAL INCIDENT REPORT WILL BE FAXED TO THE DIRECTOR, ANIMAL CARE SERVICES, WITHIN 24 HOURS OF ANY UNEXPECTED FROBLEMS OR COMPLICATIONS INVOLVING ANIMAL HEALTH AND WELLEEING IN THIS STUDY. (AN ANIMAL INCIDENT REPORT IS AVAILABLE
(HTTP:/ /WWW.UOGUELPH.CA/ RESEARCH / FORMS_POLICIES_PROCEDURES/ANIMAL. SHTML) FOR THIS PURPOSE )

ALL ANIMALS USED IN THIS RESEARCH/TEACHING PROJECT OR DISPLAY WILL BE CARED FOR IN ACCORDANCE WITH

- THE RECOMMENDATIONS OF THE CANADIAN COUNCIL OGN ANIMAL CARE,
- THE REQUIREMENTS OF THE ANIMALS FOR RESEARCH ACT REVISED STATUTES OF GNTARIO, 1990, CHAFTER A.22,

The Pl must then log on, go to the “Review” tab and complete the submission of the AUP. The
submission sequence is the same if a Pl or Assignee fills out the bulk of the AUP.

Pl Approval and submission to the Chair:

Please be sure all the information is filled in and click “Next” on the Appendices page to get to the
“Review” page or click on the “Review” page tab if the Assignee has filled out the AUP on behalf of the
PI. On the review page, is the Pl Use Only area. This is where the Pl will sign the AUP and send it
forward through the review process.

ANIMAL CARE COMMITTEE APPROVAL

FOLLOWING APPROVAL, A PROTOCOL NUMEER WILL BE ASSIGNED. THIS NUMBER MUST EE USED WHEN ORDERING ANIMALS AND IT 5 UNDERSTOOD THAT THESE ANIMALS WILL BE USED ONLY AS DESCRIBED IN THIS PROTOCOL.

THIS ANIMAL UTIUZATION PROTOCOL 15 VAUD FOR A PERIOD OF UP TO 12 MONTHS FROM THE DATE OF COMMENCEMENT,
THE ANIMAL CARE COMMITTEE WILL REQUEST ANNUAL REVIEWS FOR ALL PROTOCOLS.
THE ANIMAL CARE COMMITTEE CAN PROVIDE EXTENSIONS BEVOND THE 12 MONTH PERIOD, FOR A MAXIMUM OF 4 YEARS IN TOTAL.

MATERIAL TRANSFER AGREEMENTS (MTAS)

WTAs may be required 1o protect the rights of the parties imvoived in the sxch

g% of biological materials for ressarch purposss. For sdvice and assistance in this regard, pleass contact the Administratve Assistant, Businass Developmant Offics, 513-624-4120 axt 58676,

DECLARATION

THIS ANIMAL UTIUZATION PROTOCOL ACCURATELY DESCRIBES ALL THE PROPOSED ANIMAL USE
T WILL EE KEPT CURRENT AND WILL BE MODIFED ONLY AFTER CETAINING THE APPROVAL OF THE ANIMAL CARE COMMITTEE.

ALL PROCEDURES WILL BE CARRIED OUT EY PERSONNEL LISTED IN G5 WHO ARE TRAINED AND COMPETENT IN USING APPROVED TECHNIQUES.

AN ANMAL
(HTTP:

O, ANIMAL CARE SERVICES, WITHIN 24 HOURS OF ANY UNEXPECTED PROBLEMS OR COMPLICATICNS INVOLVING ANIMAL HEALTH AND WELLBEING IN THIS STUDY. (AN ANIMAL INCIDENT REPORT 15 AVAILABLE
LURES ANIMAL SHTML} FOR THIS PURPOSE.}

ENT REPOAT WILL BE FAXED TO THE D

GUELPH,CA /RESH 3

ALL AMIMALS USED 1 THIS RESEARC H/ TEACHING PROJECT OR DSPLAY WILL BE CARED FOR IN ACCORDANCE WITH

» THE RECOMMENDATIONS OF THE CANADIAN COUNCIL ON ANIMAL CARE,
« THE REQUIREMENTS OF THE ANIMALS FOR RESEARCH ACT REVISED STATUTES OF ONTARID, 1550, CHAPTER A.22,
H ANIMAL CARE POLICY.

=Pl Use Only

By sntaring your nams below you curtfy tha

(= have razd and agresd to the sbows declaration.

Raview Complata

- Hane- W

Pl Signaturs

P1 Sign Date
Dara

EgQ.202-04-16

e Change the “Review Complete” box to “Yes”.
e Type your name in to the PI Signature Box.
e Select today’s date for the Pl Sign Date box.
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+Pl Use Only

By entering your name below you certify that you have read and agreed to the above declaration.

Review Complete
Yes hd

Pl Signature
]. Raymond

Pl Sign Date

Date

2012-04-16
E.g., 2012-04-16

Then scroll to the bottom of the page and click “Save”.

A notification will then be sent to the Chair designated on the AUP and it will wait for the Chair to review
and sign it electronically. Once the Chair reviews, signs and clicks “done”, the AUP will then be
submitted to the ACC.

Chair Review and Submission to the ACC

When you are listed as the Chair of a Department on an AUP, you will receive email notification when an
AUP requires your review and signature.

When you log onto the system and click “My AUPs”:

Animal Utilization Protocol

search: Web Directory Library

JNIVERSITY
U GUEL R

CHANGING LIVES ate AU
IMPROVING LIFE Gatekeeper

View Edit Devel

My AUPs

This is your dashboard for the AUP process. Here you can see the AUPs that you own or are involved in.

The AUPs you need to review and sign as Chair will appear under the heading “AUPs Pending Chair
Review by Me”:

AUPs Pending Chair Review By Me

AUP # Project Name Pl Status Creation Date Updated date
1218 Getting info for Chair portion of manual AUP Student Chair Review in Progress 2012-04-17 09:50 Tuesday, April 17, 2012 - 09:55

Access the AUP to sign it. Click on the AUP #:
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AUPs Pending Chair Review By Me

AUP # Project Name Pl Status Creation Date Updated date
Getting info for Chair portion of manual AUP Student Chair Review in Progress 2012-04-17 09:50 Tuesday, April 17, 2012 - 09:55

A view of the AUP will open:

View Edit Revisions Compare Devel

AUP #1218

Section 1: Background
Status: Chair Review in Progress
Project Name: Cetting info for Chair portion of manual

Project Category:
Research

Project Timeline: Tuesday, April 17, 2012 to Tuesday, April 16, 2013

Purpose of Animal Use:
studies of a fundamental nature in sciences relating to essential structure or function (i.e. biology, psychology, biochemistry, pharmacology, physiology, behavioug/etc.)

Classification:
Acute - Utilizing an animal for a brief period (less than 24 hrs.), followed by euthanasia or return of the animal to source, or humanely killing an animal upon J£ceipt or after a brief housing

You can scroll through here to review the AUP. You can also click on the printer4icon to open a different
view with more delineation in the text:

I-QJ%EE‘L‘%E Y AUP #1218

Section 1: Background

Status: Chair Review in Progress

Project Name: Getting info for Chair portion of manual

Project Category:

Research

Project Timeline: Tuesday, April 17, 2012 to Tuesday, April 16, 2013

Purpose of Animal Use:

Studies of a fundamental nature in sciences relating to essential structure or function (iLe. biology, psychology. biochemistry, pharmacology, physiology, behaviour, etc.)
Classification:

Acute - Utilizing an animal for a brief period (Jess than 24 hrs ). followed by euthanasia or return of the animal to source. or humanely killing an animal upon receipt or after a brief housing period during which time no
manipulations other than standard management procedures are performed. i.e. anaesthetized without recovery, euthanised for tissue collection, etc.

For RESEARCH projects is this a pilot study?: No

Section 2: Lay Summary / Public Relations

Research problem(s) or instructional principle(s) this project addresses (Background and Objectives):

Submitting an AUP to get screen shots for Chair shdf

Anticipated impact (specific), potential benefits to human and/or animal welfare (Relevance of Research or Instruction):
Getting marmals ready

Additionally, you can open the View or Print View in a new window by right clicking on “View” or on the
printer icon and selecting “Open in a new window”.

This will allow you to comment on the AUP (in the Review, see below for details on how to do this) at
the same time as viewing the AUP information.

To Comment and/or Sign off on an AUP as Chair

When you have the AUP open in the “View” tab, click on the “Edit” tab beside the “View” tab.
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AUP #1218

Section 1: Background

Status: Chair Review in Progress

CCS: WEB SOLUTION - FUNCTIONAL SPECIFICATION

Devel

Project Name: Cetting info for Chair portion of manual

Project Category:
Research

Project Timeline: Tuesday, April 17, 2012 to Tuesday, April 16, 2013

Purpose of Animal Use:

Studies of a fundamental nature in sciences relating to essential structure or function (i.e. biology, psychology, biochemistry, pharmacology, physiology, behaviour, etc.)

Classification:

Acute - Utilizing an animal for a brief period (less than 24 hrs.), followed by euthanasia or return of the animal to source, or humanely killing an animal upon receipt or after a brief housing

You will now get an edit view of the AUP. This is the forum for the Pl or Assignee to edit or change their

AUP.

View Edit Revisions Compare

Status
Chair Review in Progress =

Section 1: Background

Principal Investigator or Instructor *

Devel

Section 1: Background

Section 5: Personnel Section 6: Animals

Section 8: Procedures

[aupstudent fuid 761

Please enter the user's central login ID. If you don't know the central login 1D of the user that you're looking for, please search using the central directory service

The users central login id is the portion of the email address before the '@uoguelph.ca’

As Chair, click on the “Review” tab at the end of the section headings.

View

Revisions Compare

Status
Chair Review in Progress =

Section 1: Background

Principal Investigator or Instructor *

Devel

Section 1: Background

Section 9: Appendices Review

Section 5: Personnel

Section 8: Procedures

[aupstudent fuid 761

Please enter the user's central login ID. If you don't know the central login 1D of the user that you're looking for, please search using the central directory service

The users central login id is the portion of the email address before the '@uoguelph.ca’

Section 9: Appendices
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The Declaration will appear. Scroll down to see the Chair Signature area:

~Chair of Department Use Only

By entering your name below you certify that you have read and agreed to the above declaration.

Review Complete
- None - -

Chair Comments

El source P W R e e BOoRE®O @A
Format 0B I U = X X2 = = = » B =
[
4
Switch to plain text editor
More information about text formats
Text formar Filtered HTML ~

Chair Signature
Chair Sign Date

Eg.,2012-04-17

When you are ready to indicate if the AUP is complete or not, change the “Review Complete” box to
“Yes” or “No”.

~Chair of Department Use Only
By eniering

name below you certify that you have read and agreed to the above declaration.

Review Complete

- None -~

If you select “No”, the AUP will be returned to the Pl for changes. Please use the “Chair Comments” box
to indicate why the AUP cannot be signed.

If you select “Yes”, the AUP is complete and can be submitted to the ACC for review. If you select “Yes”,

add any comments you wish (optional) in the “Chair Comments” box, then type your name in the “Chair
Signature” box and select the date in the “Chair Sign Date” box.

Switch to plain text editor

More information about text formats
Text form; -HTF v

Chair Signature

Chair Sign Date

| 2012-0417
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Then you must scroll to the bottom of the page and click “Done”. This will either send the AUP back to
the PI for further changes (No is selected) or onto the ACC for review (Yes is selected).

= Previous ” Save || Deletk ” Done |

Responding to ACC Review Comments and Requests for Changes/Updates

When your AUP is submitted to the ACC (after the Chair/Dean/Director has signed and submitted the
AUP), it will continue through the ACC review process. There are points in the review where the AUP
may be commented on by ACC reviewers and changes or clarifications requested.

When your AUP has been commented on by the ACC, you will receive an email notification. The email
will include the AUP number, a notation that comments have been made, and a link to the AUP.

When you receive this email, click on the link (or log onto the system) and open the relevant AUP.

Click on the Printer icon and open the AUP in a new window in the “View” mode. When you scroll to the
bottom of the “View” mode, you will see the comments at the very bottom of the AUP.

Click on the “Edit” tab for the AUP and then open the relevant pages of the AUP and make the
requested changes or clarifications.

If you do not make the requested changes for some reason, please provide your rationale for why you
have not made the changes in the box titled “Response to ACC Comments (if requested changes were
NOT made, please explain here)” under Section 1: Background in the AUP form.

to ACC ¢ (if requested changes were NOT made, please explain here)

IF you have received requests for changes or updates from the ACC review that were NOT made to the AUP, please outline here the rationale for why these changes were not made. This field only needs to be filled out if requests
for changes from the ACC are nat being made. IF all changes are being made, leave this field blank

When all changes/updates have been made, go to the “Review” page, ensure the Pl signature
information is still correct (Review = “yes”, signature and date present) and then click “done” at the
bottom of the page.

The AUP will then be sent back to the ACC for review of your updates and changes.

If questions are asked more than once, the new comments and questions will appear below the original
guestions at the bottom of the “View” of the AUP.

Animal Utilization Protocol Page 37 of 40 November 10, 2011



CCS: WEB SOLUTION - FUNCTIONAL SPECIFICATION

5. Viewing and Renewing/Amending AUPs

How can I check the list of My AUPs — Includes AUPs you are listed on as any
role (Pl, Associate, Technical, Chair, Etc.)

To check the list of AUP you are involved in please login to the system and then click My AUPs link, you

will get access to the list of all your AUPs, you can check their status by filtering them.

Animal Utilization Protocol D —

search: Web  Directory  Library

JNIVERSITY
Larg}:ﬁﬂ

CHANGING LIvES
IMPROVING LIFE

View Devel

My AUPs

This is your dashboard for the AUP process. Here you can see the AUPs that you own or are involved in.

Filter By Status

Status Creation Date Updated date
1176 AUP Help In Progress 2011-12-13 06:49 Tuesday, December 13, 2011 - 06:49
AUPs I'm Involved In
Filter By Status
~any - ] aepiy
AUP # Project Name Status Creation Date Updated date
1176 AUP Help In Progress 2011-12-13 06:49 Tuesday, December 13, 2011 - 06:49

Create a New AUP

Create an AUP

@& 2011 University of Guelph
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How do I renew my AUP?

After AUP is approved, to renew, please select AUP and click renew.

h: Web Directory Library

View Ammend Copy Devel
AUP #1176

Background =
Status: Approved

Project Name: AUP Help

Project Timeline: Tuesday, December 13, 2011 to Tuesday, December 11, 2012

Personnel
Principal Investigator or Instructor:
admin

Assignee:
abolinde

Chair of Department:
abolinde

Does your project invelve any hazardous materials?:
No

Click on the “Submit” button after you click the “Renew” tab. The AUP is then submitted to the system
for renewal.

View Edit Revisions Amend Copy Compare Devel
AUP #1218

it to renew this AUP.

The AUP will come up in the “View” screen. Click the “Edit” tab to change and update the AUP.

Make any updates and changes throughout the AUP that are required. Any field can be updated at the
time of renewal.

And fill out Appendix 8: Renewals in Section 9: Appendices. Be sure to fill out all questions in the
appendix, including a summary of the changes made to the AUP form for the renewal.

When finished, Click on the “Review” page and sign and submit the AUP the same as the original AUP.
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How do I amend my AUP?

After an AUP gets approved, to amend, please select the AUP and click on the “Edit” tab.

Then click on the “Amend” tab and click “Submit”.

View Edit Revisions Copy Renew Compare Devel
AUP #1218

Click submit to amend this AUP.

You will then see the following screen:

o This AUP has successfully been re-opened for amendment. You or your assignee may now edit this AUP to begin the amendment process.

View Revisions Compare Devel
AUP #1248

Section 1: Background -
Status: In Progress
Project Name: Getting info for Chair portion of manual
Project Category:
Research
Project Timeline: Tuesday, April 17, 2012 to Tuesday, April 16, 2013

Purpose of Animal Use:

Click on the “Edit” tab and the Pl or their Assignee can make any changes to the form.

When complete, the Pl must sign and date the form on the “Review” tab. The AUP will then be
submitted.

Use of Internet Explorer as a Browser to View the System:
When using Internet Explorer as your primary browser, it is important to note that some functions of
this system do not function correctly on versions of 7 or earlier.

If you use a version of Internet Explorer that is 7 or older, we recommend updating the browser to
Internet Explorer version 9 to ensure the system functions correctly. For example, if you have an older
browser, you may notice that drop down lists under-lap information below the question.

To update your browser, go to the following website: http://ie9.discoverbing.com/intl/en ca/index.html

Click on “Download Now”, then click “run” or “Allow” to download the software. When the download
screen appears, click “install”. Version 9 will install and you then have to log off your computer and log
on again (or restart your computer if you do not have a user log on) for the upgrade to take effect.
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