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Introduction 

Welcome to your new lab. This is a brief outline for your onboarding process. Please find the 
information on how to reach your PI and others in Appendix 4: Contact Information.  

 

HR Onboarding 

This will take place with the HR department. They will inform you of the steps you need to take through 
e-mail. Please follow the instructions carefully. Your recruiting officers will help and guide you in the 
right direction, should you have any questions. 

 

Trainings for Lab Onboarding 

OHS approval from EHSO 

Emory Occupational Health and Safety screenings: http://www.iacuc.emory.edu/ohsq/index.html 

a. Click on the blue OHSQ to take the questionnaire – OHS will review and e-mail back approval 
or suggest various vaccinations etc. This may take several days and is needed by VAMC (if you 
will also work on a VA project) and Emory IACUC, so start with this one ASAP. Request 
vaccinations/vaccine consents/questionnaires through People soft/self-service/workplace 
health  

b. Complete the online screening questionnaire at the following website: OHSQ 

c. You may also receive an Employee Health Medical Questionnaire – Required Addendum of 
OHS Clearance.  

After the OHS form is cleared you and your PI will receive an email. The clearance info will be forwarded 
to Emory IACUC and you or your PI need to forward the OHS clearing information to VAMC to M. Kallie 
Medbery (mary.medbery@emory.edu or mary.medbery@va.gov), if you are going to work in a VAMC 
lab or will be paid from a VA grant directly or via an IPA or WOC mechanism (check with PI).  

 

CITI.org Training  

Please register/sign on CITI.org first.  

For Emory CITI Training  

Sign-in to CITI website – click “Add Institutional Affiliation” and associate with “Emory University” if not 
already done. Run the wizard which will find required courses. If you will only work on animals, 
do not list human subjects. For mice you will need: 

a. Post-Procedural Care of Rodents (ID 20707)  

b. Working with the IACUC (ID 20711)  

c. Working with Mice in Research Settings (ID 20712)  

d. Biomedical Research – Basic 

e. Biomedical Responsible Conduct of Research (ID 58430) 

f. Responsible Conduct of Research (RCR) - Animal Research Track (RCR) (ID 104802)  

http://www.iacuc.emory.edu/ohsq/index.html
https://oraws2.emory.edu/shared_web/secured_apps/iacuc_ohsq/app_iacuc_ohsq_show.php
mailto:mary.medbery@emory.edu
mailto:mary.medbery@va.gov
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Important note: If you are going to be stationed only at a VAMC lab, then there will be no need for CITI 
training for Emory. However, the regulations may change in time, please check with your PI before 
proceeding with your training modules.  

 

If you will also work with animals at the VA you will also need VAMC CITI Training  

Sign in to CITI.org –  click “Add Institutional Affiliation” and associate with “VA Atlanta (Decatur), GA-
508”. Run the wizard as above. Animal use: mice only. 

a. Atlanta VAMC Research Safety/Biosafety Annual  

b. Post-Procedural Care of Rodents 

c. Working with Mice in Research Settings (ID 10338)  

d. Working with the IACUC (ID 10337)  

e. Biosecurity - VA ORD Biosecurity Training (ID 10349)  

f. Research Radiation Safety - Atlanta VAMC Research Radiation Safety (ID 11675)  

g. Avoiding Financial Conflicts of Interest in VA Research (ID 20858)  

Training modules (f) and (g) may not show up before you are added to a VA IACUC 
protocol (ACORP). If they still do not show up after addition to ACORP, please 
contact your PI. 

After completion of your trainings, please save your certificates and/or completion reports in your folder 
on G Drive (not all labs use G drive). Please email the certificates to you PI and store a print copy in your 
EHSO lab folder for inspections (much of this is now monitored electronically, but a paper record is still 
useful). 

 

Emory Environmental Health and Safety (EHSO) – Trainings  

Sign up log into your SciShield account via  www.emory.SciShield.com using your Emory ID and password 
to take courses listed below. Your PI or your designated proxy will add your name to his/her Members 
tab in SciShield. If you do not see your name, please contact him/her.  

a. EHSO - Research Lab safety - ANNUAL  

b. EHSO - BBP for Researchers - ANNUAL – not required for animal work but is required if 
any human tissues (blood) or human cell lines are to be used in the lab. 

c. EHSO - Biosafety - Take now and then EVERY THREE YEARS 

d. EHSO - Lab Safety Awareness  

As of May 2019, this module is only offered to Highschool students. However, the 
rules may change periodically. Please check your SciShield to see if you need to 
take this module. 

e. EHSO - Radiation Safety – Required for use of Isotopes. If your lab uses X-ray producing 
equipment a short training is required and you should be added to a Committee II and/or 
III approval as necessary/appropriate. 

f. EHSO - Shipment of Infectious Agents  

https://www.citiprogram.org/members/index.cfm?pageID=50&showInstitution=139#view
https://www.citiprogram.org/members/index.cfm?pageID=50&showInstitution=139#view
http://www.emory.scishield.com/
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If your lab does not ship, receive or work with infectious agents, you do not need 
this training. 

If you received an email from Human Resources (HR) asking you to do the 
Shipment of Infectious Agents training module, then you may disregard the 
training assignment based on your PIs response.  When you are added to 
SciShield, the lab manager will also be able to indicate that you do not ship 
biological materials.  This way EHSO has a way of capturing lab personnel that are 
required to receive shipping training based on the job activities that are assigned 
to them in SciShield.  As long as your job activities do not include that function, 
then you are ok.   

If you have any questions about your SciShield account, please e-mail biosafe@emory.edu  Visit 
http://www.ehso.emory.edu/training/index.html  for more info. 

 

General & Facility Orientation with Division of Animal Resources 

You may get an e-mail from HR indicating that you will need a General and Facility Orientation with the 
Division of Animal Resources at Emory University (phone; 404/727-3248 | website: 
www.dar.emory.edu/SAFETY/index.php)  

 

HIPAA Training 

If your lab does not work with identifiable human subjects or tissues, you will not need HIPAA training. 
In the case of HR insisting you that you need it (although you do not), you may require a letter from the 
Office of Compliance: http://compliance.emory.edu/ or email: compliance@emory.edu or Tel 404-727-
2398. 

 

IACUC Training 

Please register or sign in on AALAS Learning Library (website: https://aalaslearninglibrary.org)  

Before you start your IACUC training, double check with your PI and IACUC office at the time of your 
onboarding to confirm which training modules you need to complete. 

Please see a sample list of Training Required Prior to IACUC Approval: 

1. OHS Annual Certification – this is from EHSO, click here to see the info in this document.  

2. Working with the IACUC – required for all staff 

3. Pain Management in Laboratory Animals – required for all staff with animal contact 

4. Introduction to: SPECIES SPECIFIC – required for all species to be worked with. 

5. Post-procedural Care of Rodents – required for if job duty involves mice or rats 

6. Inhalation Anesthesia systems for Rodents – required for use of isoflurane vaporizer for 
anesthesia in rats or mice. 

If you have further questions please contact the IACUC Office Note contacts are allocated alphabetically 
based on PI last name and listed on the IACUC website www.iacuc.emory.edu  

  

mailto:biosafe@emory.edu
http://www.ehso.emory.edu/training/index.html
http://compliance.emory.edu/
http://compliance@emory.edu
https://aalaslearninglibrary.org/
http://www.iacuc.emory.edu/
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VAMC: Training and Credential completion to have access and work at VAMC Lab - ignore if not 
working on a VAMC funded project or a VA lab, or are not paid though a VA IPA or WOC agreement. 
Check with your PI! 

Please see below for an outline of the required items that must be completed BEFORE beginning your 
research at the VAMC. The page that follows will provide detailed instructions on how to complete these 
items. Please see Appendix 1:  VAMC Trainings and Forms to complete for access to VAMC check list. 
Also see the website link here. 

 

This checklist can be changed by VAMC, and not all of these (or others) may be needed, so please 
contact M. Kallie Medbery for an updated version for your situation, during your onboarding. 

FORMS TO COMPLETE  

1. Occupational Health and Safety.pdf  

2. OHS Screening Form 
3. Risk Assessment 
4. Scope of Practice (Bio) (click here to sample file Bio Scope of Practice) 

5. WOC Appointment Application Packet (WOC Appointment Application Packet (please note this is a 
sample file)) 

 

REQUIRED TRAININGS  

1. Radiation Training (if applicable)  

2. 2. Animal/VMU Orientation - if using the VMU animal facility at the VA 

 

REQUIRED ONLINE TRAININGS  

1. CITI Instructional Attachment. Please also see the VA CITI training section in this onboarding 
document) 
2. Follow the info in TMS Instructional Attachment Create your TMS account. 
3. Online Training: CITI: Working with the IACUC (If using animals) 
4. Online Training: TMS: Infection Control, Blood Borne Pathogens and Tuberculosis 
5. Online Training: TMS: VA Privacy and Information Security Awareness and Rules of Behavior  

6. There are additional requirement for human research not discussed here. 

 

ITEMS TO PROVIDE  

1. Background Check Application (e-Qip)  

Please create an atlaref.org account and update your OHS, see the information document in Appendix: 
Update your OHS Enrollment & Screening Form.  

Please note that atlaref.org may be replaced by another system in the near future. 

 

https://www.atlanta.va.gov/services/research/Research_Credentialing.asp
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Getting added to the IACUC or VA IACUC (ACORP) protocol by your PI 

If you are going to be working with live animals, you will be added to the IACUC protocol. Your PI will 
modify the protocol to add you and will require a list of your expertise with animals especially for 
procedures listed on the protocol. Please see an example list below. 

 

Specific procedure(s) that this individual will 
perform 

Experience with each procedure in the 
species described in this ACORP 

DXA 1 year practical experience 

Cardiac puncture (exsanguination) 20 years practical experience 

Bilateral Thoracotomy 20 years practical experience 

T-cell isolation and Adoptive transfer. 12 years practical experience 

Injections (R.O., S.Q., I.P., I.V.) 20 years practical experience 

Euthanasia 20 years practical experience 

Anesthesia (Isoflurane & Ketamine/Xylazine) 12 years practical experience 
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Accessing Data 

Check with your lab administrator for information regarding data saving/sharing details (i.e. OneDrive or 
Emory Box). Some labs may use the following;  
 
Emory Access to the G Drive 

G Drive is the secure online server where many labs save their data. G:\ is a collection of folders for all 
Emory SOM departments starting at \\eu.emory.edu\som.  

Contact appropriate IT department and cc your PI for approval to be added to the G drive. The IT 
department will ask you for your path to the folders you need access to and who the folder PI / manager 
/ authorizing user this is. 

• If you are on a Mac, go to Finder > Go > Connect to server > “ smb://eu.emory.edu/som” you’d be 
able to get to the top level folder of the G:\ drive once IT adds the permissions. Another way to 
reach the lab folder is: look for: smb://nasn2acts.cc.emory.edu/dom-ts    

• If you are on a PC, please follow the information in Appendix 3:  G Drive; Shared Folder Authorization 
form and how to connect with PC . 

 

Additional Sources and Disclaimer 
 
Visit "The Hitchhiker's Guide to Navigating Mandatory Research Compliances and Approvals at Emory" 
for helpful additional information. 
 
Link: http://medicine.emory.edu/research/internal-research-resources/research-resources/hitchhikers-
guide/index.html 
 

The regulations, procedures, sample information, files and forms in this document are subject to change 
without prior notice by their respective offices and institutions. This guide is prepared for informational 
purposes only. It is the new lab member’s duty to reach out and confirm the latest training modules and 
forms etc. needed with the responsible people and/or offices.   

file://eu.emory.edu/som
smb://nasn2acts.cc.emory.edu/dom-ts
http://medicine.emory.edu/research/internal-research-resources/research-resources/hitchhikers-guide/index.html
http://medicine.emory.edu/research/internal-research-resources/research-resources/hitchhikers-guide/index.html
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Appendices  

Appendix 1:  VAMC Trainings and Forms to complete for access to VAMC 

 

 



Lab Onboarding Guide 
March 2024 

 
10 



Lab Onboarding Guide 
March 2024 

 
11 



Lab Onboarding Guide 
March 2024 

 
12 

  



Lab Onboarding Guide 
March 2024 

 
13 

Appendix 2:  G Drive; Shared Folder Authorization form and how to connect with PC  

 

 
Shared Folder Authorization/Request Form 

 
All fields are required.  Each user will be able to create, modify, add, and remove files within the share.  
When listing the personnel, please use the correct respective NetID.   
 

First 
Name Enter First Name 

Last 
Name Enter Last Name. Date 

Click here to enter a 
date. 

NetID Enter NetID. Phone # Phone Number Division Enter Division 

Folder 
Name Name of folder 

☐Check box if 
new folder Path 

Full path to folder (If not known, see 
next page) 

     

Names & 
NetID(s) 

1) Last, First Name User NetID 2) Last, First Name User NetID 

3) Last, First Name User NetID 4) Last, First Name User NetID 

5)             6)       User NetID 

 7)             8) Last, First Name User NetID 

 9)             10) Last, First Name User NetID 

 

Find folder path in Windows 7 

• Use Windows Explorer to navigate to the folder you want to find the path for: 
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In this example, we want to find the path to the “boot” folder on drive  “G:\” so we have 
navigated to that folder. 
 
 

• Click the small folder icon in the upper-left section directly to the right of the navigation arrows 
of the window.  This will display the path in the address bar. 
 

 
The full path of the folder is now showing in the address bar 
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Appendix 3: VAMC FORMS TO COMPLETE 

This checklist can be changed by VAMC, so please contact M. Kallie Medbery.  

a. Bio Scope of Practice 
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b. WOC Appointment Application Packet (please note this is a sample file) 
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c. CITI Instructional Attachment 
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d. TMS Instructional Attachment 
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e. Update your OHS Enrollment & Screening Form 
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Appendix 4: Useful Contact Information 
 
VAMC Contact for Credentialing 
M. Kallie Medbery 
Research Credentialing Officer 
Atlanta VA Health Care System 
Phone: (404) 321-6111 x206177 
E-mail: mary.medbery@va.gov or mary.medbery@emory.edu  
 
OHS Approval/ Review  
Deborah R. Porter, BSN, RNIII 
Employee Health Services, Emory University Hospital Midtown 
550 Peachtree St. NE, Orr Building – 6th floor, Atlanta, GA 30308 
Phone: (404) 686-7946 
Fax: (404) 686-6466 
E-mail: deborah.fotsch@emoryhealthcare.org  
 
Office of Compliance 
Julian A. Hinds, JD 
Office of Compliance 
Emory University, 1599 Clifton Rd., Ste. 4-140, Atlanta, GA. 30322 
Phone: (404) 727-2516 
E-mail: julian.a.hinds@emory.edu  
 
Environmental Health and Safety Office (EHSO) 
Phone: (404) 727-5922 

mailto:mary.medbery@va.gov
mailto:mary.medbery@emory.edu
mailto:deborah.fotsch@emoryhealthcare.org
mailto:julian.a.hinds@emory.edu
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