TEACHING Application Guidelines 

2007 Form

Please note: Application forms have an electronic set of in-built guidelines. To use these, please click on the Show/Hide ¶ icon on the Standard toolbar (in Microsoft Word). The guidelines will not be visible when the application form is printed. 

The stand alone guidelines below are printable and produced for anyone who cannot or does not wish to access the electronic version (These guidelines do not include the application form).
	PART A – ADMINISTRATIVE DETAILS 


1a. Application title:

The application title should be brief, reflect the activity to be undertaken and be unique to that activity. (Do not use the same title on other applications). Where this application is part of a grant application, the title may not be the same but association should be easily identifiable. If this application is a project renewal after 3years and the title has been changed, the change must be brought to the attention of the Animal Welfare Unit.

1b. Course code:

Please indicate current course code (if applicable) and immediate past course code (if applicable).
2.  Date of application:
The date the application was sent to the Animal Welfare Unit.
3.  Proposed actual commencement date:
This is the date you wish to start the project. You must leave two months between the application date and commencement date. Note:. You must NOT start the project on this date if ethics approval has not been granted.

4.  Expected duration of the project/activity:
This may be as little as a few days or a week. It may be for several years if it is the result of grant funding, and in this case, annual renewals will be required. 

5.  Staff member or senior investigator in charge of activity:

The person named here should be a staff member involved with the project who can make independent decisions without reference to a higher authority (eg. supervisor etc.).  Where a student is involved they may be listed at Question 6.
6.  Alternative contact person, in an emergency, if senior investigator is absent:

The person named here should be involved with the project and able to advise in the absence of the Chief Investigator.

	7.  Purpose of Research: (insert an ‘X’ in appropriate box(es))


	General
	
	PhD
	
	MPhil
	
	Hons
	
	Other
	


	If other, please specify:  


If the project has more than one purpose all should be included. 

8a.  What type of application is this? New/Project renewal (after 3 years)/ Resubmission

	8b.  If a Renewal after 3 years please attach a short report of work to date:


· A new application is one never previously submitted for ethical approval.

· An project renewal (after 3 years) is for an ongoing project. After two annual renewals another Application Form must be completed to ensure that any deviation from the original application is addressed and does receive ethical approval. Frequently staff and other circumstances have changed. If the AEC is not notified the CI could be in breach of compliance under either The Act or The Code. 

· The 3 year report must be included here or attached as a separate document. Note: The report should be concise and focus on outcomes, welfare issues and recommended changes for the next application. 

A Resubmission is done only at a committee’s request usually because the information required, after initial consideration, is substantial and needs to be presented in a concise format 

9.   Please provide details of ALL participants, including CI and alternative contact person:

	Chief Investigator 
	Qualifications


	a) Experience with species and techniques to be used in this project.

b) Role in breeding program.

c) Proposed training if inexperienced.

	
	
	


It is important that a), b), and c) be completed fully so that under The Code (2.1. (xiv)) the AEC can ensure on behalf of the institution (2.2) that persons participating in animal activities have the necessary experience, qualifications and or training.
	Alternative Investigator 
	Qualifications
	a) Experience with species and techniques to be used in this project.

b) Role in breeding program.

c) Proposed training if inexperienced.

	
	
	


It is important that a), b), and c) be completed fully so that under The Code (2.1. (xiv)) the AEC can ensure on behalf of the institution (2.2) that persons participating in animal activities have the necessary experience, qualifications and or training.

	Professional Participants 
	Qualifications
	a) Experience with species and techniques to be used in this project.

b) Role in breeding program.

c) Proposed training if inexperienced.

	
	
	

	
	
	

	
	
	


It is important that a), b), and c) be completed fully so that under The Code (2.1. (xiv)) the AEC can ensure on behalf of the institution (2.2) that persons participating in animal activities have the necessary experience, qualifications and or training.
	Animal Carers 

Where animal carers’ input is purely for animal husbandry, the inclusion of the animal house OIC is sufficient. Where animal carers perform any part of the experimental plan, they should be named individually.
	Qualifications
	a) Experience with species and techniques to be used in this project.

b) Role in breeding program.

c) Proposed training if inexperienced.

	
	
	

	
	
	

	
	
	


It is important that a), b), and c) be completed fully so that under the Code (2.1. (xiv)) the AEC  can ensure on behalf of the institution(2.2) that persons participating in animal activities have the necessary experience and qualifications.  Where animal carers participation is purely for animal husbandry purposes the inclusion of the OIC of the animal house will be sufficient. However, where animal carers perform any part of the experimental plan eg. Test bleed, cardiac punctures etc they should be named individually on the application.

	Tutors and demonstrators 
	Qualifications
	a) Experience with species and techniques to be used in this project.

b) Role in breeding program.

c) Proposed training if inexperienced.

	
	
	

	
	
	

	
	
	


It is important that a), b), and c) be completed fully so that under The Code (2.1. (xiv)) the AEC can ensure on behalf of the institution (2.2) that persons participating in animal activities have the necessary experience, qualifications and or training.
10.  Please indicate from (a) (b) or (c) the funding source for this activity:
a)  It is important for the committee to understand the project’s funding arrangements to ensure that liabilities for the project, and the AEC as it relates to its obligations, are covered.  Work in section a) will in most instances be covered by The University of Queensland.
b)    If yes, what arrangements are in place for insurance and QDPI scientific registration of yourself/the external organization/clinic/company or institution? (Please provide details)

It is important for the committee to understand the project’s funding arrangements to ensure that liabilities for the project, and the AEC as it relates to its obligations, are covered.  Work in Section b) will in all probability require the CI to obtain private insurance, indemnities to UQ and the AEC and register with QDPI. As an individual using animals for scientific purposes, you will not be covered under The Act by UQ registration. If in doubt, contact the AWUC prior to submission.  This is a fee for service area. 

c)    It is important for the committee to understand the project’s funding arrangements to ensure that liabilities for the project, and the AEC as it relates to its obligations are covered.  Work in Section c) will require private insurance, indemnities to UQ and the AEC, an agreement covering access for monitoring purposes etc. and registration with QDPI (in most instances) under The Act. If in doubt contact the AWUC prior to submission.
11.  Where is this activity to be undertaken?

Whilst it is a requirement of UQ and The Code that all animal (as defined in The Code) work be ethically approved the QDPI annual report only requires that projects within Queensland be included in annual reports. If projects require registration under interstate Acts, similar reporting to those bodies needs to be undertaken.  Therefore this section requires full completion. 

12.  Does this project involve collaboration with external agencies? e.g., institutions, companies or individuals etc who are conducting ‘hands on’ work with animals or animal tissues:
It is a requirement under The Act that all institutions using animals “hands on” for scientific/research purposes be registered with QDPI. In some instances other entities eg. Individuals, private farms veterinary surgeries etc may not be doing “hands on” work or classed as co-operators and not require registration. If you are uncertain please contact the Animal Welfare Unit coordinator for advice.
If yes, which institution will produce DPI&F annual report:

Only ONE institution should provide to the DPI&F the annual report of animal numbers and other details for a project /activity therefore the institution responsible for reporting where collaboration is being undertaken should be nominated here with their registration number .
13.  Where collaboration is involved the following questions must also be answered: 
	a)  Does this project require consideration and approval from another AEC? If yes, please provide name and contact details?

	If another AEC is considering or has approved this project the name and contact details for that AEC should be provided.

b) Which institutional AEC will be responsible for monitoring this project? Please provide institutional name and AEC contact details?


If another AEC is undertaking all or part of the monitoring of this project, the name, parts of the project nominated for monitoring and contact details for that AEC should be provided.
	c) Which institution will produce DPI&F annual report?


It is a requirement under The Act that all institutions using animals ‘hands on’ for scientific/research purposes be registered with QDPI. In some instances other entities eg. Individuals, private farms, veterinary surgeries etc may not be doing ‘hands on’ work or classed as co-operators and not require registration. If you are uncertain please contact the Animal Welfare Unit Coordinator for advice. 

Only ONE institution should provide the DPI&F annual report of animal numbers and other details for a project /activity. Therefore the institution responsible for reporting where collaboration is being undertaken should be nominated here, together with their registration number. 

	PART B – TEACHING ACTIVITY DETAILS


14. Course/Subject code of practical class:

This is the curriculum code as issued by school/dept/faculty etc and identifies the particular course 

15. What is the participant to animal ratio for this class?
This provides the committee with a student to animal ratio and can be used to assist in determination of the appropriate use of animals

16. In which semester(s) will this practical class run?

Assists committee in understanding the time frame of the number of practicals to be held.  Include semester and year. 

17. Date animals will be required:

This is the commencement date of the practicals 

18. In terms suitable for an educated lay person, who has no scientific background, summarise in no more than a total of 100 words of plain language, for each question, the following three points: (applications which do not comply will be returned)
The correct completion of this section is vital to the understanding of your project for Category C and D, AEC members. It is the means by which they understand what you are doing so needs to be written in general terminology. Projects will be returned for resubmission if they cannot be easily understood. Note: Many projects fail at the first committee meeting because they have not been prepared taking into consideration that these members of the committee have no scientific background. The word allocation on this question should be no more than 300 words covering the totals  of a, b and c.  
a) The scientific or educational aims of the teaching class and why existing knowledge (if available) is inadequate:

This section asks the question what/why are you doing this activity? What are the overall expectations or achievements to be attained? What has already been done before and why is further work needed (if appropriate)? Do not be tempted to include vast amounts of scientific or other details.  The committee members who rely on this section do not have a scientific background.
b) How do the practicals/techiques achieve the aims?
This section should indicate how the techniques (what you going to do) will produce the outcome stated in a). 
c) What are the short and long term benefits that may result?
This section should indicate to what use/purpose the results of a) and b) might be put in the short and long term for the benefit of eg. animals, humans, scientific knowledge etc. Distinguish between benefits to the animals used for the experimentation; benefits to other animals of the same species, benefits to other species (detail which). Include an estimation of the likelihood of these benefits coming to fruition, the number of individuals that may benefit, a time scale and predict how much future research will be required before utilisation of the results is possible. 

19a.  What category best describes this activity? (Refer to list): 

Please select most appropriate description for largest component of the work.
19b. Purpose of activity. (Refer to list)

Please select most appropriate description for largest component of the work.
20. Number of animals required for teaching class in this year – from the guidelines list, number of animals, gender, class. If Annual Renewal, include number of animals used last year.
	Species (Common Name)
	Strain
	No. of animals current year
	Gender
	Class of animals
	No. of animals used requested year
	No. of animals used last year

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Note:  Multiple listings should be made where any category differs eg if different genders are required or different strains etc.

Species: Please indicate common name (scientific name may be included for accuracy) 
Strain: It is no longer appropriate to use a species name alone eg. mice should read (species) mice (strain) Balb/c 

Category: Please indicate whether these animals are inbred, out bred, etc (laboratory animals )

No. of animals current year: This refers to only the number of animals to be used in the 1st year (subsequent years should be included if necessary below). 

Gender: indicate M = male or F = Female 

Class of animal: selection should be made between the following QDPI classes: Pre-natal (this includes embryos past the 2nd half of gestation - which should be listed separately), Neonates, Juvenile / Weaner / Pouch animal, Adult, Other.
No. of animals used last year: This section should only be completed if the form is an Annual Renewal (after 3 years) and should provide numbers of animals used in the immediately preceding year. 

No. of animals requested last year:  If annual renewal after 3 years – please include the number of animals requested on last year’s application and any increases requested by Modification Form.
Note:. If you have included animal species/strains in the current year not used previously please indicate ‘0’ in this section. Similarly if you have removed animal species/strains etc from the project you will still need to include them but place ‘0’ in the No. of animals current year but complete this section.
21. Please provide details of the source of animal(s):
Where different species, strains are obtained from different locations please indicate individually
22. Are any of these animals transgenic, knockout or genetically modified?

This should include natural mutants.

If Yes, indicate phenotype/genotype and details of any welfare issues that may be a) known, or b) anticipated:
Please ensure that you indicate separately for each species/strain you are referring to from 8a) and the appropriate phenotype/genotype by dot point or numbering.  Please note that any adverse welfare issues which may develop must be notified to the AEC via the AW Unit immediately.

23. Do these animals require OGTR approval:         Yes/No

This information is  now being included in reporting requirements for both NHMRC and QDPI 

24. Please justify the number of animals you propose to use: 

	Practical
	No. of animal groups
	No. of animals in each group
	Total
	Justification

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	


Whilst anecdotal justification may be used, the committee would require evidence to support this .
25.  Are these animals sourced/reused from another project
Note:  Reuse of animals is dependent on the prior experimental work undertaken, and must be approved by the AEC. If animals are to be used from another project, the type of project, its ethics approval number, the techniques animals have been subjected to, and other information such as the amount of time between projects etc, must be indicated.

26. Allocation and rotation of animals: (include activity: sharing, timeframes, reuse?)

In many instances animals will be from herds or flocks within the University. This should not only include rotation and allocation within this project, but also address rotation and allocation between all projects whether Research or Teaching, or a combination of both. Please indicate in dot point or numbered format the animals, the activity in which they are to be used, the time frame for use. The procedure for keeping a logbook of animal use and rotations should be included. The approval for reuse of animals is dependent on prior experimental work undertaken, and must be approved by the AEC. If animals are to be used from another project the type of project, its ethics approval number and the techniques to which they have been subjected  

27.  What environmental enrichment is provided for these animals?

It is expected that all animals will be kept in environmentally enriched housing. Information should be provided on animal housing, what environmental or special housing conditions will be provided and enrichment provisions.   Please consult animal house staff/OIC Animal Facility for this information.

28. Where will the animals be held during the practical class:

Self explanatory
29. Teaching plan/procedures:

Please provide for the committee, in a systematic and scientific manner, details of the work being undertaken. The information provided should be inclusive, precise and well set out. A complete, well written application will enable the committee to consider it and approve it at the initial committee meeting.

Please include one or two sentences indicating what this particular teaching plan looks at and how it fits to the overall aim. Please then work systematically through the techniques to be undertaken providing all details in a concise manner. Special attention should be paid to the following matters if they form part of the teaching plan (prominent consideration should be given to the impact on or welfare of the animals):

· Restraint/capture: method, how long for, how frequent and any special needs

· Administration of drugs: drug name, dose, route, volume, and frequency

· Sample collection: what is being collected, where from, how much, and how frequently

· Monitoring: frequency and score sheet requirements (will depend on severity of teaching technique), specific clinical signs to be monitored, who will monitor (include experience if appropriate) how long monitoring will occur for define endpoints at which animals will be euthanased or withdrawn if distressed etc. 

· Anaesthesia: drug name, dose, route, volume, and frequency maintenance/monitoring regime 

· Analgesia/pre medication: context of use, drug name, dose, route, volume, frequency, and maintenance/monitoring regime( if appropriate)

· Surgical/aseptic technique: need to go step by step through what is actually being done, 

· Other procedure: may include such things as, fieldwork with observation, husbandry techniques, weighing etc. and a systematic documentation of these should be made
Note: It is not possible to comment on all aspects of a teaching plan due to the diversity of requirements. However , all relevant details should be included to provide the committee with information for consideration.

30. Do any of the above procedures, techniques or drugs detailed cause pain, side effects, stress or distress which may result in adverse effects on animals?

The committee relies on comments in this field for indication as to the welfare impact on the animals. For our lay members, this question provides information to help them determine the benefits vs harm scenario of animal use. 

Stress is understood to be an effect on an individual which overtaxes its control systems and reduces its fitness or seems likely to do so, and distress indicates that clinical symptoms of stress are displayed.

Please explain your answer 

Even if your answer is in the negative (no pain, adverse effects etc) please explain why this is believed to be so. 

Where analgesia is used state drug, dose rate, volume, and route of administration:

It is an expectation of The Code that analgesia will be used as the norm, unless there are contraindications, in all but the most minor techniques eg. observations etc

If a decision is taken to NOT use analgesia, a strong justification of this must be provided 

31.  Are the animals to be transported prior to/during/or post this activity?   Yes/No


It is important that animals are transported appropriately and the applicant is required to detail  methods and indicate if they have OHS/OGTR/stock permit requirements etc.
32.  How long will animal/s be held?

Indicate where the animals will be held between projects or while waiting to be reused.  How long will the animals be kept

33.   When project is completed, please indicate:
Who will provide husbandry, food costs etc
Who will provide funding for veterinary care
Where will animals be housed
The Chief Investigator is reminded that the animals’ welfare issues remain his/her responsibility until animals are allocated to another practical class, rehomed or passed to a new CI for another research project.
Indicate who will provide funds for continuing husbandry and care after completion of the practical class – eg dogs for re-homing and fistulated cattle. Where will the animals be held between projects or while waiting to be reused.  How long will the animals be kept?
34. What is the fate of the animals on completion of practical class (refer to  list):
Please select from the list what the fate of the animals will be. 

If euthanasia, then describe method and disposal
Please should include full details of the euthanasia technique to be used (including drug name, dose, route, volume etc as appropriate) the expertise required and experience of the person performing the technique should be included if the procedure is not standard. Disposal details should include any special requirements (eg. autoclaving etc) for infective or biohazard work. 

35.  To address the 3Rs – reduction, refinement, replacement – The Code 1.8; 1.9 - what alternative non-animal or ‘in vitro’ techniques are you aware of and have considered for this practical class: (Please provide brief details)
This item requires completion with reference to non-animal techniques eg. video, computer modeling etc Please note it is not appropriate to answer this question as ‘not applicable’.
36.  Why have these techniques which do not use animals been rejected as unsuitable:

It is requirement under the code of practice that wherever possible animal work is replaced, reduced or refined (The 3R’s) therefore justification must be given as to why these animal replacement techniques have been rejected.

37.  Does your proposed activity comply with the current Queensland Animal Care and Protection Act 2001 and the Australian Code of Practice for the Care and Use of Animals for Scientific Purposes?
This question MUST be answered, as this is a declaration that the teaching class to be undertaken complies with these pieces of legislation. It is therefore expected that applicants will have familiarised themselves with these documents.

38.  If appropriate, please list those references, which give details of the procedures, which you will be using if these are novel or unusual.

References listed here should be selective, relevant to the teaching class 

	PART C – OH&S AND OTHER RELEVANT DETAILS


39. Permit Applications

a) Does this project involve the use of native fauna and/or entry to native flora habitats?

Work requiring permits will not be approved until the Animal Welfare Unit has received a copy of the permit.

b) If this project involves the use of native fauna or includes entry into native flora habitats, does it require any of the following permits: (If permit is current, please attach a copy for our records)

Please ensure that all necessary permits have been applied for, obtained and updated as required  to ensure they are current.  

c) Provide details of office to which permit application has been sent:

There are some permit organisations who will not release permits before ethics approval is given and the AEC will not provide to the researcher/lecturer an ethics approval until they have received a copy of the permit. It is therefore important for the applicant to include the details and the office to which the permit application has been sent in order for the AWUC to indicate directly to them that ethics approval has been obtained. The permit holder must then provide a copy of the permit upon receipt of it from the relevant organization to the AWUC so that an ethics approval certificate may be forwarded to the applicant. Please note no work should be undertaken until the applicant has written approval from all parties.

d) Name of person nominated on permit:


This detail is requested as a contact should the AEC require to contact the permit holder rather than those members who may be nominated on the permit 

40.  Does this work require AQIS approval?

As AQIS approvals can range across a broad spectrum of requirements (eg. importation, registration as approved premise etc) full details should be given of the nature of AQIS approval required. 

41.  Does this work require any other documentation? 
(includes but is not limited to other ethics committees, client consent letters, letters of agreement, Ethics clearances etc:)
A copy of documents should be attached for eg consent forms background information sheets, letters of agreement etc 

	Occupational Health and Safety (OHS) Issues


42.  Risk Assessment

a)     Has a Risk Assessment been carried out in accordance with Occupational Health and Safety Guidelines (http://www.uq.edu.au/ohs/) and submitted to your local Workplace Health and Safety Officer for approval? 

b)    Does the work involve going on a Field Trip?          Yes/No


Has a Field Work Risk Assessment been provided to the OHS unit for approval prior to the field trip? (Comprehensive guidelines are available on the OHS web site)

The OHS unit has prepared this section.  Minor queries can be addressed by the AW Unit, all others should be referred to Faculty OHS Officers or the OHS Unit

	43.  Biosafety

	Is Biosafety approval required?                              Yes/No

	The Institutional Biosafety Committee gives approval for the following:

	i)   All work involving genetic manipulation. This is a requirement under the Gene Technology Act.

	Is approval required?           Yes/No

	If Yes, please provide IBC number or the OGTR identifier:


(Note: If Pending please provide details on receipt of approval/documentation.)
The OHS unit has prepared this section.  Minor queries can be addressed by the AW Unit, all others should be referred to Faculty OHS Officers or the OHS Unit

	ii)    HIGH RISK biological work that does NOT involve genetic manipulation (this is a UQ requirement) including:


	· Micro-organisms in Risk Group 3 or 4 (refer AS2243.3)

· Large Volume (>500 ml) microorganisms in Risk Group 2 (refer AS2243.3)

· Biological toxins including venom. Some toxins are listed on the biosafety web site

· Infectious or potentially infectious animals


	a)  If Yes, please provide IBC number and details of the precautions in place to protect animal attendants and other staff working in the area from these hazards.


	b) Indicate the level of containment at which the work will be carried out and any mandatory precautions for animals or personnel.


(Note: If Pending please provide details on receipt of approval/documentation)

The OHS unit has prepared this section.  Minor queries can be addressed by the AWUnit, all others should be referred to Faculty OHS Officers or the OHS Unit

	iii)   Carcinogen clearance is required where ARC or NHMRC funding is involved. This is obtained through the Occupational Health and Safety unit Hygiene Adviser. 


	Is approval required?           Yes/No

	If Yes, please provide details:


(Note: If Pending please provide details on receipt of approval/documentation)
The OHS unit has prepared this section.  Minor queries can be addressed by the AWUnit, all others should be referred to Faculty OHS Officers or the OHS Unit

	iv) Does this activity require approval by the Radiation Protection Adviser e.g., ionizing and laser, located within the OHS unit? 

	Yes/No

	If Yes, please provide details:

	(Note: If Pending please provide details on receipt of approval/documentation.)




44.  Other Health & Safety Issues

a)   Does the project involve any agent, which is hazardous to humans or other animals, which have not been noted in Questions 39 and 41?

Self explanatory

b) (i) If Yes, please indicate which of the following are used in the project: (Provide brief details)

Self explanatory

(ii) Please provide details of the precautions in place to protect animal attendants and other staff working in the area from these hazards:

Please include here such items as anaesthetics, analgesics etc and provide brief details in (ii) as to precautions to be undertaken. The committee does not require extensive details unless the agent has a high risk factor.

	PART D – DECLARATION AND SIGNATURES


DECLARATION BY APPLICANT/CHIEF INVESTIGATOR WHO HAS RESPONSIBILITY FOR ALL ASPECTS OF THIS RESEARCH 

DECLARATION OF CONSENT BY PARTICIPANTS – (COMPULSORY)
This section has been included because frequently participants are unaware they have been nominated on an application. Where animal carers participation is purely for animal husbandry purposes the inclusion of the OIC of the animal house will be sufficient. However, where animal carers perform any part of the experimental plan eg. Test bleed, cardiac punctures etc they should be named individually on the application

DECLARATION BY HEAD OF SCHOOL/DIVISION/DEPARTMENT/EXTERNAL INSTITUTION*
(*OFFICIAL DELEGATES – Should sign only in clearly defined circumstances)

Official delegates are those senior personnel who are either in a formal “Acting” capacity or those who have been nominated to the Animal Welfare Unit as being able to sign application declarations on behalf of the above.

(PRIMARY SOURCE for approval of personnel to undertake work.)

Primary source is either a) the area from which the application has originated from or b) the area where the animal work and/or housing of animals is being undertaken in the chief investigator’s primary location.
Primary source is where animal work and housing is being undertaken in the chief investigator’s primary location.

(SECONDARY SOURCE)

Secondary source is where animal work and housing is being undertaken in a location other than the chief investigator’s primary location.
DECLARATION BY OFFICER IN CHARGE (OIC) OF THE LABORATORY ANIMAL HOUSE or ANIMAL HOLDING AREA

ADDITIONAL VERIFICATION – PRE APPLICATION

Some Schools/Divisions/Centres/Departments have pre submission assessment requirements if applying to AEC Groups.  Please include relevant stamp or Liaison Officer’s signature here if appropriate.
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