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Activity form


1. Fill in pages 1-5. To reduce the activity start-up time: 
a. Let your PI (project leader) double check the information on page 1. 
b. Be detailed in the sections Activity description and Chemicals. See a good example in LIMS, under “General documents”.
c. Only one user per activity form. If more than one person will be working on the same activity, every person needs their own activity form.
2.	Send it in Word format (.docx) to nanolab@ntnu.no
3.	Wait for a revised version from the NanoLab staff, with an activity number in the page header. This may take up to 2 weeks, depending on how clear your description is.
4.	The project leader fills in page 6 of the revised version. Send in the signed version to NanoLab by email.
5.	The activity is now approved and will be added to LIMS. You will receive an email as soon as this has been done (1-3 days).Activity form revised:
December 2024




Project information
	[bookmark: Project_Leader]Project leader
	The project leader is the person who has employer liability for the project participants, and who will receive the invoices.
(For master-/PhD-students this is typically your supervisor)

	Name:
	[bookmark: Tekst4]Click to write...

	Position:
	     

	E-mail:
	     

	Department :
	Abbreviation will suffice (IMA, IKJ, MTP...)

	Project details
	

	Name of project: 
(optional)
	     

	Project type or funding source:
	[bookmark: Liste9]

Comment:      

	
	NFR-project number: (BOA NFR financed ativities only) 

	Start date:
	[bookmark: Tekst1]     

	End date:
	[bookmark: Tekst2]     

	Is this a collaboration between NTNU and SINTEF
	|_|Yes
|_|No

	Is this project active in NanoLab already?
	|_|Yes, with activity number  NL     
|_|No

	Support details
	

	I would like to have a flat rate agreement:
(The price list is found on http://ntnu.norfab.no/WebForms/GeneralDocuments/GeneralDocumentList.aspx )
	[bookmark: Check5]|_|No

|_| Yes, Full flat rate  
           |_|    years (270.000 NOK/year)  
           |_| Entire PhD-project (600.000 NOK)

[bookmark: Check6]|_|Yes, Basic flat rate          
           |_|    years (135.000 NOK/year)   
           |_| Entire PhD-project (300.000 NOK) 

	Billing details NTNU project
	Needed for master/project students only if they need to buy wafers, sample stubs or other items.

	NTNU project number (9 digits):
	     

	K-sted (8 digits):
	     

	Billing details non-NTNU project
	

	Project number:
	     

	Billing address:
	     

	Please tick if applicable:
	|_|Project owner is a research institute
|_|This is a PhD-project
|_|This is an IPN project

	SINTEF Invoice Address (SINTEF only)
	
Comment: 



Cleanroom user
Operation of every instrument requires a license in LIMS. Licenses are issued after participation on the instrument course in question, where instrument risks are covered. Users must be familiar with the risk matrix for all instruments that they use. 
For student classes, please attach a list with all students' names.
	Cleanroom user

	Name:
	     

	Position:
	     

	E-mail:
	     

	Period for work in the cleanroom:
	[bookmark: Tekst18]From      
To      

	Practical coach in the cleanroom
	     



	Project description

	Write a few sentences on what you wish to achieve in the cleanroom. A general time plan, your method and the aim of the activity. Your detailed process steps is asked for in the next section.



	Mandatory courses

	The following courses are mandatory to perform your work (leave blank if uncertain):
|_| Cleanroom course & Chemical introduction course
|_| Lithography course (For work in the lithography area)
|_| PDMS course (For work with PDMS or silanes)
|_| HF course (For work with hydrofluoric acid)
|_| Chemical area course (For work in the chemical area)
|_| Relevant instrument courses Click to write text

NB! Checking the boxes above does not automatically sign you up for the courses!
Sign up for the cleanroom course + chemical introduction course by email to nanolab@ntnu.no.
Sign up for all other courses (instrument and area) through LIMS (ntnu.norfab.no).



Comments from NanoLab after revision of this activity form:



Process steps
If you are doing characterisation only, skip this section and fill out section Characterisation only. 
Describe your work in detail in the list below or submit a copy of your synthesis pathway. A good description here reduces the activity start up time substantially. 
For your help, check the Activity Form – Example in the General documents-list on LIMS. More steps can be added to the list below using the menu Review –> Restrict editing.
	Step
	Risks involved
	Risk reducing measures

	1
	     
	     
	     

	2
	     
	     
	     

	3
	     
	     
	     

	4
	     
	      
	     



	What risks are involved in case power, process gases, N2, water or pressurized air supply is cut?

	     



	Comments to the steps above, if any

	     





Characterisation
Information about all instruments can be found on ntnu.norfab.no. 
	Instrument
	Material to characterize
	Comments

	[bookmark: Liste2]
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     



	Comments to the information above, if any

	     









Chemicals
It is your responsibility to make sure the columns are filled out correctly. For your help, a good example is found in the General documents list in LIMS. 
The chemical archive on ecoonline.no shows if buddy and/or logging is needed. Log in with your NTNU user name. For guest log in on EcoOnline: Code 1560, username is “nano” and password is “123_nano”. Remember to use the “Introducing chemicals” form when you will use chemicals not provided by NanoLab. 
A risk evaluation has to be submitted for all work with chemicals. NTNU’s standard risk evaluation forms (found on LIMS, under Info) or any other format of your choice can be used.
NanoLab's licenses related to chemicals (chemical introduction course + area courses) do not give any education in safe handling of chemicals. Supervision or previous experience is a prerequisite for chemical work in the cleanroom.
	Name of chemical
	Provided by NanoLab
	Buddy needed
	Logging needed
	Will be heated, pressurized or mixed with other chemicals

	Example: Ethanol (97%)
	[bookmark: Check45][bookmark: Check46]|X|Yes  |_|No
	[bookmark: Check47][bookmark: Check48]|_|Yes  |X| No
	[bookmark: Check49][bookmark: Check50]|_|Yes  |X|No
	[bookmark: Check51][bookmark: Check52]|_| Yes |X|No

	[bookmark: Tekst87]Click to write text
	[bookmark: Check53][bookmark: Check54]|_| Yes |_|No
	[bookmark: Check55][bookmark: Check56]|_| Yes |_| No
	[bookmark: Check57][bookmark: Check58]|_|Yes  |_|No
	[bookmark: Check59][bookmark: Check60]|_|Yes  |_|No

	[bookmark: Tekst88]Click to write text
	[bookmark: Check61][bookmark: Check62]|_| Yes |_|No
	[bookmark: Check63][bookmark: Check64]|_|Yes  |_| No
	[bookmark: Check65][bookmark: Check66]|_| Yes |_| No
	[bookmark: Check67][bookmark: Check68]|_|Yes  |_|No

	[bookmark: Tekst89]Click to write text
	[bookmark: Check69][bookmark: Check70]|_| Yes |_|No
	[bookmark: Check71][bookmark: Check72]|_|Yes  |_|No
	[bookmark: Check73][bookmark: Check74]|_| Yes |_|No
	[bookmark: Check75][bookmark: Check76]|_|Yes  |_|No

	[bookmark: Tekst90]Click to write text
	[bookmark: Check77][bookmark: Check78]|_| Yes |_|No
	[bookmark: Check79][bookmark: Check80]|_|Yes  |_|No
	[bookmark: Check81][bookmark: Check82]|_| Yes |_|No
	[bookmark: Check83][bookmark: Check84]|_|Yes  |_|No

	[bookmark: Tekst91]Click to write text
	[bookmark: Check85][bookmark: Check86]|_| Yes |_|No
	[bookmark: Check87][bookmark: Check88]|_| Yes |_|No
	[bookmark: Check89][bookmark: Check90]|_|Yes  |_|No
	[bookmark: Check91][bookmark: Check92]|_|Yes  |_|No

	[bookmark: Tekst92]Click to write text
	[bookmark: Check93][bookmark: Check94]|_| Yes |_|No
	[bookmark: Check95][bookmark: Check96]|_| Yes |_|No
	[bookmark: Check97][bookmark: Check98]|_| Yes |_|No
	[bookmark: Check99][bookmark: Check100]|_| Yes |_|No

	[bookmark: Tekst93]Click to write text
	[bookmark: Check101][bookmark: Check102]|_|Yes  |_|No
	[bookmark: Check103][bookmark: Check104]|_|Yes  |_|No
	[bookmark: Check105][bookmark: Check106]|_|Yes  |_|No
	[bookmark: Check107][bookmark: Check108]|_|Yes  |_|No

	[bookmark: Tekst94]Click to write text
	[bookmark: Check109][bookmark: Check110]|_|Yes  |_|No
	[bookmark: Check111][bookmark: Check112]|_| Yes |_|No
	[bookmark: Check113][bookmark: Check114]|_| Yes |_|No
	[bookmark: Check115][bookmark: Check116]|_|Yes  |_|No

	[bookmark: Tekst95]Click to write text
	[bookmark: Check117][bookmark: Check118]|_| Yes |_|No
	[bookmark: Check119][bookmark: Check120]|_| Yes |_|No
	[bookmark: Check121][bookmark: Check122]|_|Yes  |_|No
	[bookmark: Check123][bookmark: Check124]|_|Yes  |_| No

	[bookmark: Tekst96]Click to write text
	[bookmark: Check125][bookmark: Check126]|_| Yes |_|No
	[bookmark: Check127][bookmark: Check128]|_|Yes  |_|No 
	[bookmark: Check129][bookmark: Check130]|_| Yes |_|No
	[bookmark: Check131][bookmark: Check132]|_| Yes |_|No

	[bookmark: Tekst97]Click to write text
	[bookmark: Check133][bookmark: Check134]|_| Yes |_|No
	[bookmark: Check135][bookmark: Check136]|_| Yes |_|No
	[bookmark: Check137][bookmark: Check138]|_| Yes |_|No
	[bookmark: Check139][bookmark: Check140]|_|Yes  |_|No

	[bookmark: Tekst98]Click to write text
	[bookmark: Check141][bookmark: Check142]|_|Yes  |_|No
	[bookmark: Check143][bookmark: Check144]|_| Yes |_| No
	[bookmark: Check145][bookmark: Check146]|_| Yes |_|No
	[bookmark: Check147][bookmark: Check148]|_| Yes |_|No

	[bookmark: Tekst99]Click to write text
	[bookmark: Check149][bookmark: Check150]|_|Yes  |_|No
	[bookmark: Check151][bookmark: Check152]|_| Yes |_|No
	[bookmark: Check153][bookmark: Check154]|_|Yes  |_|No
	[bookmark: Check155][bookmark: Check156]|_|Yes  |_|No

	[bookmark: Tekst100]Click to write text
	[bookmark: Check157][bookmark: Check158]|_|Yes  |_| No
	[bookmark: Check159][bookmark: Check160]|_| Yes |_|No 
	[bookmark: Check161][bookmark: Check162]|_| Yes |_|No
	[bookmark: Check163][bookmark: Check164]|_| Yes |_|No

	[bookmark: Tekst101]Click to write text
	[bookmark: Check165][bookmark: Check166]|_| Yes |_|No
	[bookmark: Check167][bookmark: Check168]|_| Yes |_|No
	[bookmark: Check169][bookmark: Check170]|_| Yes |_|No
	[bookmark: Check171][bookmark: Check172]|_| Yes |_|No

	[bookmark: Tekst102]Click to write text
	[bookmark: Check173][bookmark: Check174]|_| Yes |_|No
	[bookmark: Check175][bookmark: Check176]|_| Yes |_| No
	[bookmark: Check177][bookmark: Check178]|_|Yes  |_|No
	[bookmark: Check179][bookmark: Check180]|_| Yes |_|No



	Comments to the information above, if any

	     





Project leader liability
This section is to be filled out by the project leader after the activity is approved by an engineer.
	For all activities
	

	I acknowledge that the HSE responsibility for activities carried out in NTNU NanoLab’s cleanroom is divided between the director of NanoLab and the project leader. 
NTNU NanoLab is responsible for the safety regarding instruments and infrastructure. 
I, the project leader, am responsible for the safety regarding experiments and processes. 
	[bookmark: Check13]|_|Yes
[bookmark: Check14]|_|No

	I, the project leader, agree to be added to NanoLab's user database “LIMS” on ntnu.norfab.no. This allows me to see the amount of hours used in the cleanroom and on instruments, and the cost for it. I will receive cleanroom related information by email. My name and email address will be stored on a server in Sweden. 
	[bookmark: Check15]|_|Yes
[bookmark: Check16]|_|No
[bookmark: Check17]|_|Already    added

	As a project leader, I understand that all cleanroom hours are charged according to the price list and that I am responsible to pay the fees generated. I know that I can keep track of the accumulated cost on ntnu.norfab.no.
	[bookmark: Check18]|_|Yes
[bookmark: Check19]|_|No

	As project leader, I have the main responsibility that clean-up is done at the end of this activity. Failing to do so, the project will be charged a fee.
	|_|Yes
|_|No

	When chemicals or nanoparticles that are known to have long term health effects are used, I offer the user preventive health checks before and after the work.
	|_|Yes
|_|No

	NTNU NanoLab operates as an open-access facility and does not assume responsibility for the protection, management, or confidentiality of Intellectual Property (IP) related to work conducted within the lab. It is, I, the project leaders responsibility to manage IP matters for my work, including ensuring appropriate measures are taken to protect sensitive information or innovations, while following NanoLab rules. All users are encouraged to consult their respective institutions or legal advisors for guidance on IP protection before conducting research in the lab.
	|_|Yes
|_|No



	In case chemicals are used in this activity
	

	As a project leader, I acknowledge my responsibility to ensure that all participants have knowledge about and sufficient training in handling the chemicals used within this activity. 
I am aware that NanoLab do not provide training in how to handle chemicals. 
Supervision or previous experience is a prerequisite for chemical work in the cleanroom.
	[bookmark: Check20]|_|Yes
[bookmark: Check21]|_|No

	As a project leader, I acknowledge that the disposal of chemical waste that does not fall within NanoLab’s standard waste categories is my and my department’s responsibility.
	[bookmark: Check22]|_|Yes
[bookmark: Check23]|_|No



	Acknowledgement and co-authorship
	

	I agree that users should acknowledge the contribution of NTNU NanoLab in any output (i.e. publication, data, etc.) deriving from research conducted within its realms. In accordance with good scientific practice users are encouraged to offer co-authorship to those working at the Research Infrastructure having made genuine scientific contributions to their work (This statement is in line with the European Charter for access to Research Infrastructures)
	|_|Yes
|_|No

	Control of the Export of Strategic Goods, Services and Technology
	

	NanoLab hosts sensitive equipment with regards to export control legislation. Access to the lab is therefore restricted irrespective of the equipment to be used. As a project leader, I am responsible for following up export control legislation relating to my project. I confirm that the activity and project participants will conform with export control legislation throughout the project period. If there are participants from restricted countries, the activity must be approved by signature by the leader with personnel responsibilities (typically the Institute leader for NTNU-projects).
	|_|Yes
|_|No



	
Date:
	[bookmark: Tekst13]     
	Date:
	     

	Place:
	     
	Place:
	     

	Project leader's signature:
	




	Personnel responsible signature:
	




	NorFab support

	Please note that the Research Council of Norway should be acknowledged whenever results obtained in NTNU NanoLab are presented / published. NTNU NanoLab receives basic funding through the NorFab project, which helps us keep the prices at the level we have had up to now. Thus, all users of NTNU NanoLab receives indirect support through this grant. The phrase used for this purpose is found on 
http://www.norfab.no/access-and-support/ . Please send a pdf of any publications / master and PhD-theses to the coordinator of NTNU NanoLab, hanna.gautun@ntnu.no. We would also like a paper print of all master and PhD theses.




The activity form should be signed and delivered to nanolab@ntnu.no after you have received a revised version from NanoLab.
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