
FiLTER Lab User Policies and Procedures 
(Revised – 2025) 

1. A completed and signed “FiLTER Lab Authorization” form is required by all users prior 
to undertaking any lab activity. This includes sample preparation and data processing. The 
form is available online at http://www.filterubco.ca/instrument-bookings.html.  

2. FiLTER houses a variety of analytical instruments, lab spaces and sample preparation 
equipment. A confirmed booking is required for each instrument/lab space/equipment 
before any lab work and analysis can be undertaken. This includes equipment and sample 
preparation space in the Clean Lab (FIP 150) and Dirty Lab (152). 

3. Electron and X-ray Microscopes (SEM, EPMA and uXRF) and Dirty Lab space/equipment 
booking can be made by contacting the EXM lab manager Dr. Sudip Shrestha 
(sudip.shrestha@ubc.ca). 

4. Mass Spectrometers (ICP-MS and LA-ICP-MS) and Clean Lab space/equipment booking can 
be made by contacting the ICP lab manager Dr. Mark Button (mark.button@ubc.ca). 

5. Booking for SEM is allotted in 2hr blocks, whereas other analytical instruments are booked for 
a minimum of 4hrs. Time blocks include the time for instrument setup and optimization 
routines. Booking is on a first-come, first-serve basis. 

6. Availability of SEM can be viewed online at http://www.filterubco.ca/instrument-bookings.html. 
Please note that the booking calendar is updated and closed at 4:00 pm daily. Bookings must 
be confirmed by the end of the day for any analyses planned for the following day.  

7. Same-day bookings for instruments or use of lab equipment/space may be possible for regular 
users, depending on instrument/support availability. 

8. It is the responsibility of the user to ensure that the analytical protocol has been established in 
advance, samples are properly prepared for analysis, and/or that arrangements for sample 
preparation have been made in advance. 

9. All users are required to check in with one of the Lab managers before using an 
instrument, sample prep equipment, lab space, and processing computers.  

10. FiLTER provides group and individual training for all instruments and equipment on a regular 
basis. Users must attend one of these training sessions and demonstrate that they can run the 
instrument with minimal support before booking an independent session on the instrument. 

11. All instruments/equipment have a logbook to record work carried out. All users are required to 
fill the logbooks with information about the use of instrument/equipment. This information is 
used to charge the work carried out during the booked session. If the log is not completed, an 
extra charge related to extracting the information may be added to the final bill. 

12. All booked instrument time will be charged to the supervisor unless a full 48 hours (2 full 
business days) notice of cancellation is received by the lab manager in advance. For example, 
to cancel any of the bookings on Friday, the cancellation must be received by the end of the 
day on Tuesday. 

13. All damage to the facility equipment incurred by any user will be the responsibility of the 
supervisor. 

14. Flash (USB) drives are not permitted in the Laboratory. Instead, data access is through the 
university’s networked folders, i.e. the “UBC Home H-drive.” All internal users must have 
access to their personal H-drive through a CWL Login. Alternative arrangements will be made 
for external users. In cases where a UBC Home drive is not assigned to the user, or in cases 
where the user prefers the alternative, the data can be transferred to the online UBC OneDrive 
cloud storage. No other online cloud transfers are permitted. 
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15. Data processing computers are available for each instrument. If access to a data processing 
computer is needed, bookings can be made by contacting a lab manager. Processing 
computers are prioritized for the immediately preceding user of the equipment. Remote 
processing is also available but is not prioritized during lab hours. 

16. All facility safety protocols must be followed while in the facility.  

 

 


