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Laboratory Animal Resources Center



	Month/Year:            
	
	
	Building:
	
	
	Room #:
	


* See reverse side for instructions (Approval required before commencement of services)
	Dates Services to be provided:
	FROM:
	
	TO:
	


	Day of Month
	*  Husbandry Services
	* Veterinary Services
	Service 

Provided By:
	** TIME 

(Period)
	Day of Month
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	* Veterinary Services
	Service 
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	** TIME 
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	** TIME 
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LARC technician must initial each task when completed for dates of requested service.  

The Special Service(s) requested by the principal investigators is (are) approved by the IACUC:
	 FORMCHECKBOX 
 No
	
	
	
	

	 FORMCHECKBOX 
 Yes
	IACUC approved protocol #:
	
	Protocol expiration date:
	


	Name of person requesting the special service:
	
	Date of request:
	

	
	
	
	

	Emergency contact info 
	Ph #:
	
	Email:
	

	
	
	
	

	Researcher Authorization:
	
	


Describe in detail the requested special services:

	
	Study Group
	

	
	Cage Card Numbers



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	 FORMCHECKBOX 
 Approved*      FORMCHECKBOX 
 Disapproved by (Director or Assistant Director):
	
	FMLARC008-03


** Time will be recorded & charged as 15 min intervals.  Period 1 = 15 min. Period 2 = 30 min. Period 3 = 45 min. Etc. Record time as PERIODS.

Special Services Requests (SSR) - Instructions

· General Information

· Research staff uses this form to request special services from the LARC staff.

· LARC can provide a multitude of services, in addition to those listed on the form.  Please contact the LARC to discuss your needs and additional services.

· Services must be approved by LARC Director or Assistant Director prior to commencing services.

· When services conclude, the LARC staff will remove SSR sheet and cards from room.
· Research Staff
· Use one form per current month.  If the services are extended to the next month, please provide a second sheet with pertinent information.

· Please complete the SSR form and submit to the LARC (larc@utsa.edu).  Contact the LARC for assistance.  

· Please describe in details the services required in the “Description Box.”  For example, to include frequency of services, dosages, etc.  
· Research staff identifies cages requiring services by placing a completed SSR card CDLARC004, and prominently displays in the cage card holder of each cage.
· In the “Other” column, add a keyword that represents your request, when applicable.  For example, weighing, tumor measure, etc.  
· The “Study Group” box is available to identify different groups, if more than one is present.  For example, a group consists of cages requiring same services for the same period of time.  If cages are added with new date ranges, this would constitute a new study group.  Hence, requiring a separate form and a new group designation.  
· Use one sheet per study group.

· Include the study group information on each SSR card at the cage level.

· Add the cage card numbers to the form as cages are added.
· Fully complete each SSR card.  
· Please ensure to include the cage card number to each SSR card.  This helps identifying the cages in the event the SSR card falls from the cage card holder.

· LARC Staff
· Check and initial each box for the date services were rendered.
· Record time as “periods,” i.e, Period 1 = 15 min., Period 3 = 45 min. etc.
· When services conclude, remove SSR sheet and cards from room.  

· Staple cards to sheet and return documents to supervisor.

· Ensure a new monthly SSR if required sheet is available and completed before the beginning of new month.
[image: image1.png]