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| . WELCOME
TO IMIBIC

The Management and Direction, and the whole team at the
Maimonides Biomedical Research Institute of Cordoba
(IMIBIC) wish to welcome you to your new workplace,
where we hope you will feel at home.

This handbook provides new staff with guidance and
information about our basic policies and practices. Its aim is
to facilitate your work in this new environment, make you
feel like part of a team, and to get to know us a little better.
It will also present you the institute’s vision and the values
of our organizational culture.

We hope that this handbook will contribute to your success
and the success of everyone else working at IMIBIC.
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2.WHATIS
IMIBIC?

IMIBIC is one of the 36 Health Research Institutes (Instituto
de Investigacion Sanitaria - ISS) in Spain accredited by the
National Institute of Health Carlos Il (Instituto de Salud
Carlos Il - ISCIII).

More than | 177 people, hired by FIBICO, UCO and Reina
Sofia University Hospital, work at the Institute. We promote
a multidisciplinary scientific environment where basic and
clinical research groups work together to conduct scientific
projects that provide solutions to the main health problems
affecting society today.

The Institute aims to ensure that its research groups achieve
the highest level of scientific excellence and innovation,
while enhancing their international scope and strengthening
their translational vocation.

IMIBIC was created in 2008 through a collaboration
between three institutions: the Spanish Ministry of Health,
the Spanish Ministry of Economy and Knowledge, and the
University of Cordoba (UCO).
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3. MISSION, VISION
AND VALUES

OUR MISION

Our Mission is to develop a space for scientific excellence
by promoting talent, collaboration, international research
and innovation, and to solve health problems in a
sustainable and socially responsible way and respecting
equal rights.

OURVISION

Our Vision is to become a consolidated center of excellence
for translational research and bio-sanitary innovation, with
the aim to improve people’s health and quality of life.

IMIBIC’S VALUES

The IMIBIC’s values - sustained by shared ethical principles,
beliefs and qualities — are the basis of our institutional
culture. The values guiding our ethical and high quality
research are Scientific excellence, Quality, Talent, Innovation,
Equal opportunities, Collaboration, Participation, and
Sustainability. These principles will be shared and complied
with by all members of the Institute.
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4. QUALITY, R&D&I AND

ENVIRONMENTAL
POLICIES

OUR QUALITY POLICY

Quality is a transversal element that must incorporate all
the actions developed by the Institute, from research to
training, innovation or dissemination of its results, and must
be quantified and, therefore, measured in an objective way
and evaluated, also externally by other institutions, in order
to ensure continuous quality improvement.

To this end, the Institute has a Quality Management System
(QMS) that follows the requirements established by the ISO
9001 standard, whose effectiveness and efficiency is the
responsibility of the Institute's Direction and Management,
which is committed to complying with the applicable legal
requirements established therein in those services
determined by the QMS.

To this end, the Institute's activities will be oriented to
satisfy the needs of professionals, patients and other
stakeholders, in the context of an Integrated Total Quality

System in accordance with the accreditation model of the
IS of the Instituto de Salud Carlos Il (ISCIII).
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OUR R&D&I POLICY

IMIBIC seeks to consolidate itself as a centre of translational
research and bio-sanitary innovation of excellence to
improve people's health and quality of life. It aims to offer
the necessary infrastructure and ecosystem that enable
translation of the research results and innovations in direct
collaboration with the industry and businesses.

IMIBIC aims to increase the number of product
developments that are based on the needs of the National
Health System as well as the industry, and as such, more
attractive for commercialization. It pays special attention to
the implementation of new diagnostic and therapeutic
techniques and product development in the area of
precision medicine.

IMIBIC's R&D&I policy is based on a global and transversal
approach and oriented towards continuous improvement of
quality. To this end, IMIBIC’s R&D&l management system
complies with the UNE Standard 166002 and is under the
responsibility of the Institute’s Management, which is
committed to complying with the applicable requirements
established therein.
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OUR R&D&I STRATEGY

IMIBIC’s Research, Development and innovation strategy
favors translational research and innovation focused on
obtaining benefits for patients’ health. It integrates concepts
such as responsibility, sustainability, quality, participation
and public-private collaboration in all research and
management processes carried out within IMIBIC. The
strategy prioritizes clinical research as an engine of growth
in research and innovation within the hospitals and primary
care health centers linked to IMIBIC. It also aims to facilitate
communication between the different interest groups or
stakeholders, and boost transfer of knowledge in the field of
precision medicine. The management of IMIBIC is
responsible for the R&D&I Management and guarantees its
adherence to the criteria of Responsible Research and
Innovation  (RRI), ensuring compliance with the
aforementioned Strategy.
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OUR ENVIRONMENTAL POLICY

At IMIBIC we are conscious about the environmental
burden generated by our research and administrative
activities. We are responsible for transmitting knowledge
and values with regard environmental issues within our
personal, professional and social environment, by integrating
criteria and principles of sustainability in our daily activities,
as detailed in IMIBIC’s Strategic Plan. By this focus, we aim
to increase an environmentally friendly culture throughout
all our organizational units and implement activities to
protect and improve our environment.
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» 5.1 SCIENTIFIC PROGRAMS

PROGRAM |I: ACTIVE AGEING
AND FRAILTY.

This program is oriented towards
gaining deeper knowledge of the
molecular and pathogenic basis of the
ageing process, its relationship with
quality of life, and the search for new
strategies for patient care.

PROGRAM 2: NUTRITION AND
ENDOCRINE AND METABOLIC
DISEASES.

This program investigates diseases of
the metabolic and endocrine systems,
with a special focus on the role of
nutrition in the prevention and
management of these processes at
different stages of life. It also focuses on
the study of reproductive health and
neuroendocrine tumours.
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PROGRAM 3:INFECTIOUS AND
IMMUNOLOGICAL DISEASES
AND ORGAN

This program studies diseases caused by
different infectious agents, particularly
infections in immunodepressed patients.

PROGRAM 4: CANCER
(ONCOLOGY AND
ONCOHEMATOLOGY).

The research focus of this program is on
neoplastic diseases, including both solid
tumours and haematological
malignancies.

PROGRAM 5: CHRONIC AND
INFLAMMATORY DISEASES.

This program is oriented to the study of
various chronic processes affecting
modern society, with a special focus on
inflammatory disorders.
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* 5.2 STRATEGIC LINES

IMIBIC Strategic Plan 2021-2025 has 5 strategic lines (Eje)
and 7 main objectives, and includes |12 sub-plans

Calidad y
Sostenibilidad

L

Line |: Excellent Science (Ciencia excelente)

Line 2: Innovation / Tech transfer (Innovacion /
Traslacion)

Line 3: Internationalisation (Internacionalizacion)

Line 4:Talent and Training (Talento y Formacion)

Line 5: Responsibility (Responsabilidad)

L

L

L

L

All these five strategic lines pivot around the concept of
quality and sustainability.
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OEl.

OEL.

OE3.

OE4.

OES.

OES.

OE7.
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The 12 plans encompassing the strategic lines and
Objectives are:

Cientifico

Cientifico
Compartido

Tutela Grupos
Emergentes

l Infraestructuras

Comunicacién y
RRI

Plan
Estratégico '

2021 - 2025 '

Atraccién de
Talento y Desarrollo
Profesional

Investigacion Clinica Integracion

——

Innovacion y
Traslacion
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» Cooperative Scientific Plan (Cientifico Compartido)
+ Scientific Plan (Cientifico)

+ Plan for Infrastructures (Infraestructuras)

* Clinical Research Plan (Investigacion Clinica)

* Integration Plan (Integracion)

+ Talent Attraction and Professional Development
Plan (Atraccién de Talento y Desarrollo Profesional)

* Plan for Emerging Groups (Tutela Grupos
Emergentes)

* Training Plan (Formacién)

* Communication and RRI Plan (Comunicacion y
RRI)

* Internationalization Plan (Internacionalizacion)

* Plan for Innovation and transfer of results
(Innovacién y Traslacion)

*  Quality Plan (Calidad)

Further information about the plans is available on
the IMIBIC intranet.
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* 5.3 RESEARCH GROUPS

GROUPS

49 research groups currently work at IMIBIC:

CONSOLIDATED GROUPS

PRINCIPAL
INVESTIGATOR

GC-0Il.Immunology and Allergy

GC-02. Liver and digestive diseases

GC-03. Infectious Diseases

GC-04. Inflammation and Cancer

GC-05. Systemic and Chronic
Inflammatory Autoimmune Diseases
of the Locomotor System and
Connective Tissue

GC-06. New Therapies in Cancer

GC-07. Nephrology. Cell Damage in
Chronic Inflammation

GC-08. Hormones and Cancer

Dr. Rafael Solana Lara

Dr. Manuel de la Mata
Garcia

Dr. Julidn de la Torre
Cisneros

Dr. Eduardo
Blanco

Dra. Rosario
Pedrera

Munoz

Lopez

Dr. Enrique  Aranda

Aguilar

Dr.Alejandro Martin Malo

Dr. Justo P Castano
Fuentes
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CONSOLIDATED GROUPS

GROUPS

PRINCIPAL
INVESTIGATOR

GC-09. Nutrigenomics. Metabolic

Syndrome

GC-10. Hormonal
Energy  Balance,
Reproduction

Regulation of
Puberty  and

GC-11. Metabolism and Adipocyte
Differentiation. Metabolic Syndrome

GC-13. Calcium
Vascular Calcification

Metabolism.

GC-14. Cellular Therapy

GC-15. Cardiovascular Diseases

GC-16. Cellular  Biology in
Hematology. Hypercoagulability

Dr. José Lopez Miranda

Dr. Manuel Tena
Sempere
Dr. Maria del Mar

Malagon Poyato

Dr. Mariano Rodriguez
Portillo

Dra. Inmaculada
Concepcidn  Herrera
Arroyo

Dr. Manuel Pan
Alvarez-Ossorio

Dr. Joaquin Sanchez
Garcia
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PRINCIPAL

CONSOLIDATED GROUPS INVESTIGATOR

GC-17. Physiopathology of Dr. M*  Angeles
Endocrine  Vitamin D  System. Galvez Moreno
Biotechnology and Ageing

GC-18. Translational Research in  Dr. Francisco Javier
Surgery of Solid Organ  Briceno Delgado
Transplantation

GC-19.Artificial Vision Applications Dr. Rafael  Medina

Carnicer

GC-20. Health Psychology Dr. Juan Antonio
Moriana Elvira

GC-21. Metabolomics and Dr. Feliciano Priego

identification of bioactive  Capote

compounds

GC-22. Epigenetics Dra. Teresa Roldan
Arjona

GC-23. Metabolism in Childhood Dra. Mercedes Gil
Campos

GC-24. Clinical and Molecular Dr. Luis Martinez
Microbiology Martinez
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CONSOLIDATED GROUPS

PRINCIPAL
INVESTIGATOR

GC-25. Knowledge Discovery and
Intelligent Systems in Biomedicine

GC-26.

ZOOoNoSis

Clinical  virology and

GC-27.OncOpbesity and Metabolism

GC-28. Neuroplasticity and
Oxodatove Stress

GC-29. Inflammatory  immune-
mediated cutaneous diseases

GC-30. Molecular Hepatology
GC-31. Comprehesive  Nursing

Care. Multidisciplinary Perspective

GC-32. Applied Psychology

Dr. Sebastian Ventura
Soto

Dr. Antonio Rivero
Roman

Dr. Radul M. Luque
Huertas
Dra. lIsaac Tunez
Finana

Dr. Juan Ruano Ruiz

Dr. Manuel
Gahete Ortiz

David

Dr. Pablo Jesus Lopez
Soto

Dr.
Salas

Barbara Luque
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PRINCIPAL

EMERGING GROUPS INVESTIGATOR

GE-05. Urology and Sexual Medicine  Dra. Julia Carrasco
Valiente

GE-06. Pathophysiology of renal and Dr. Juan A. Moreno

vascular damage Gutiérrez
GE-07.Visual Quality Dr. Miguel Gonzilez
Andrades

GE-09. Research in peritoneal and Dr. Alvaro Arjona

retroperitoneal oncological surgery Sanchez

GE-10. Clinical and Epidemiological Dr. Esperanza
Research in Primary Care (GICEAP) Romero Rodriguez
GE-11. Redox proteins in Dr. Raquel Requejo
pathophysiological processes Aguilar
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ASSOCIATED GROUPS

ASSOCIATED
RESEARCHER

GA-0Il. Lung Transplants. Thoracic Dr. Angel Salvatierra

Neoplasms

Velazquez

GA-03. Pneumology

Dr. Bernabé Jurado
Gamez

GA-05. Study of Growth. Pediatric Dr. Ana Belén Ariza

Endocrinology and Child Nutrition

Jiménez

GA-08. Radiology

Dra. Marina Alvarez
Benito

GA-09. Cardiovascular Pathology

Dr. Ignacio Munoz
Carvajal

GA-10. Nuclear Medicine

Dr. Juan  Antonio
Vallejo Casas

GA-l1. Learning and Artificial Dr. César Hervas

Neural Networks (AYRNA)
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ASSOCIATED
ASSOCIATED GROUPS RESEARCHER
GA-12. Mental Health Dr. Fernando Sarramea

Crespo

GA-13. Preventive Medicine and Dra. Inmaculada Salcedo
Public Health Leal
GA-14. Immunogenomics and Dr. Juan José Garrido
molecular pathogenesis Pavon

GA-15. Foods for Health Dr. Rafael Moreno Rojas

GA-16. Lifestyles, Innovation and
Health

Dr. Guillermo Molina
Recio
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TRAINING

Training is an essential instrument for the Institute to
achieve its scientific aims. To this end, we have launched a
plan to promote knowledge transfer and improve our
research capacities. The teaching program consists of
Master’s degrees and PhD programs, as well as courses,
seminars and conferences.

» [MIBIC offers a PhD program in Biomedical Research
through the University of Cordoba. The Program offers a
professional qualification oriented toward both teaching
and research in the field of biomedical sciences.

* IMIBIC offers three Master's degree programs at the
University of Cordoba: i) Translational biomedical
research, ii) Research methods in the health sciences, and
iii) Nutrition and metabolism. These programs provide
access to the PhD program in Biomedical Research.

* The Institute also organizes its own courses and
workshops on specific topics related to biomedical
sciences.

* [MIBIC holds its own seminar cycle in collaboration with
the Institute’s research groups and local, national and
international speakers.
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* Each year, IMIBIC organizes the Young Investigators’
Meeting (Jornada de Jovenes Investigadores) and the
Maimonides Commemorial Lecture (Leccion
Maimonides) to disseminate and recognize the work of
the Institute’s researchers.

* The management and administrative staff hold
informative sessions for new staff, as well as courses on
environmental issues, waste management, and safety.

All newly recruited researchers will be appointed a Mentor
by the Principal Investigator of the group to provide them
support and guidance in their personal and professional
development.

The Mentors will hold a first meeting in the month following
the date of hire and a follow up meeting in the month prior
to the end of the contract to evaluate the researcher’s
performance and professional development.

IMIBIC’s Training Unit was accredited by the Andalusian
Agency for Healthcare Quality (ACSA) on the 3rd of
December 2021. The Training Unit complies with the quality
standards set for the design and production of training
within centres and units of continued training (code: ME 2
2_03). In 2024, this accreditation has been renewed.
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GENDER EQUALITY PLAN

FIBICO-IMIBIC is committed to establish and develop
policies of equal opportunities for men and women and
non-discrimination based on sex. It promotes measures to
achieve real equality within our institution by establishing

gender equality as one of the principles of our Strategic
Plan.

“TREBOL” PROGRAM

“Trebol” (meaning “clover” in spanish) is an initiative to
improve and recognize the environmental activities among
the Management Areas, Research Support Units, Research
Groups, Laboratories and Departments of the Institute.

It is a system of certification of good environmental
practices regulated by a Collaboration Agreement with the
Environmental Protection Service (SEPA) of the University
of Cordoba.

The clover program offers real solutions for this, as well as
the tools and resources needed to implement them, at no
extra cost. The Management Units, the UCAIBs and all the
Research Groups of the IMIBIC Building are certified in
good environmental practices level |. Currently, the
management units, the UCAIBs and the research groups on
the first floor of the IMIBIC building have level 2 of the
Trébol Programme. If you are interested in joining us you
can write to trebol@imibic.org.
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AUTHORAFFILIATION POLICY

The standardisation of the authors' signature and institutes'
names and is paramount to the reliability of bibliometric inin
scientific publications provides greater national and
international visibility dicators on productivity and impact.

IMIBIC sets out guidelines for standardising researchers’
signatures when they publish research results produced at
the institute:

https://www.imibic.org/index.php?r=site%2Fpage&view=imib
ic%2Fpolitica-filiacion

HUMAN RESOURCES STRATEGY FOR
RESEARCHERS - HRS4R

In September 2017, IMIBIC was acknowledged by the
European Commission with the “HR Excellence in
Research” recognition for its commitment to the principles
of the European Charter of Researchers and the Code of
Conduct for the Recruitment of Researchers. Since then,
IMIBIC has been implementing activities of a specific action

plan as part of its Human Resources Strategy for
Researchers (HRS4R).

For more information about the strategy and plan, please
visit:

https://www.imibic.org/index.php?r=site%2Fpage&view=recu
rsos-humanos
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WEBSITE, INTRANET AND SOCIAL
NETWORKS

You can find all the information about the Institute’s
activities at http://www.imibic.org. The [IMIBIC intranet
https://intranet.imibic.org/login houses = documentation
related to the Institute and also serves as a collaborative
tool for its employees. The Information Systems staff will
provide you with a user and password to access the
intranet.

IMIBIC has a Facebook, Twitter, Instagram and LinkedIn
accounts (@IMIBIC), where you can find information and
news, as well information about events organised by the
Institute.

SCIENTIFIC REPORT

IMIBIC prepares an annual scientific report that includes
information on all the Institute’s scientific, training and
economic activities. It is published exclusively in electronic
format and in English and can be accessed on the IMIBIC
website https://www.imibic.org/imibic%2Fmemorias-
cientificas and intranet.
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1. ORGANISATIONAL
STRUCTURE

IMIBIC’s Management Team oversees the functioning of the
Institute

SCIENTIFIC DIRECTOR
Dr. Pablo Pérez Martinez

DEPUTY SCIENTIFIC DIRECTION
Dra. M?* del Mar Malagdn Poyato

CLINICAL RESEARCH PROGRAMME
COORDINATOR
Dr. Juan de la Haba Rodriguez

GENERAL MANAGER
D. Alvaro Granados del Rio

IMIBIC is managed by the Foundation for Biomedical
Research of Cordoba (FIBICO) (Fundacion para Ia
Investigacion Biomédica de Cordoba).
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The organization and management structure of IMIBIC:
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R&D MANAGEMENT

The mission of the IMIBIC R&D Management Area is to
offer a comprehensive service to research staff, both from
research groups and from Clinical Management and Primary
Care Units, through the figure of the Project Manager. The
main objective is to provide the necessary support to the
professional for the proper management and development
of their scientific projects, agreements, service provision
contracts and donations, as well as their corresponding
justification and closure before the funding bodies.

Services:

* Advice on attracting public and private financing

* Operational management of grants

* Advice and management of international projects

* Management of clinical trials

* Methodological support, statistical analysis and advice
for scientific dissemination

* Legal assistance for the correct formalisation of
collaboration and service provision agreements, among
others
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The team, led by a head of Project Unit, is made up of
managers who are distributed among the different research
groups and clinical and primary management units. In addition,
the area also has management staff specialised in international
projects and technical staff with expertise in project
execution/justification for administrative support to the team:

STAFF

Miriam Cruzado Caballero
Head of Unit

Manuel Aguilar Panadero
Project Manager

José Carlos Prieto Baena
International Project Manager

Marcos Nuinez Fernandez
International Project Manager
Carlos Guevara Casamayor

Project Manager

Moénica Carrasco Jiménez
Project Manager

(+34) 957 213712
(+34) 671 562 949
miriam.cruzado@imibic.org

(+34) 957 213 714
(+34) 697 950 848
manuel.aguilar@imibic.org

(+34) 957213713
(+34) 671 596 050
jcarlos.prieto@imibic.org

(+34) 957 213 713
marcos.nunez@imibic.org

(+34) 957 213 742
(+34) 630033 561
carlos.guevara@imibic.org

(+34) 957 213 828
(+34) 671 597 656
monica.carrasco@imibic.org
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INNOVATION AND TRANSFER

The Innovation and Transfer Management Area has the
following objectives:

* |dentify the intangible assets resulting from the research
carried out within its competences

* To provide comprehensive advice on the correct
protection and transfer of research results

* To develop permanent and strategic contact with the
business sector, in order to seek agreements and
synergies both in attracting resources for the
development of projects and for the exploitation of the
knowledge generated

* To offer legal assistance for the correct formalisation of
collaboration and exploitation agreements, among
others

* Support and promote the creation of spin-offs

STAFF

Luis Maria Fernandez Formoso (+34) 671 596 069

Head of Unit luism.fernandez@imibic.org
Antonio Ortega Llamas (+34) 699 196 251
Innovation and Transfer specialist antonio.ortega@imibic.org
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FINANCIAL AND HUMAN RESOURCES
MANAGEMENT

The Financial and Human Resources Unit includes the
services of Accounting, Invoicing, Financial management,
Human Resources and Information Technologies. The unit
offers administrative support to R&D&l by optimising the
resources that we have at our disposal.

Services:

* Give support for R&D&I projects

* Maximize financial resources

* Manage private agreements, contracts and donations

* Manage Human Resources

* Invoice services of clinical studies

* Control budget and expenditure

* Design and implement information flows and
organizational processes
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STAFF

Francisco Javier Lopez Ruiz
Head of Unit

(+34) 957 213723
(+34) 671 597 668
javier.lopez@imibic.org

Florencio Muioz Encinas
Human Resources and accountancy
specialist

(+34) 957 213 769
florencio.munoz@imibic.org

Silvia Miranda Castellano
Human Resources Specialist

(+34) 957 213 885
silvia.miranda@imibic.org

Silvia De la Cruz Gallego
Human Resources Assistant
specialist

(+34) 957 213 706
silvia.gallego@imibic.org

M? Carmen Garcia Serrano
Clinical Research Management

(+34) 957 213 708
mcarmen.garcia@imibic.org

Francisca Lobo Avalos
Billing assistant technician

(+34) 957 213 793
francisca.lobo@imibic.org

Helena Hidalgo Saez
Billing assistant technician

helena.hidalgo@imibic.org

Raquel Berdud Arias
Grants & Projects Administrator
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STAFF

Marcos Notario Rios
Grants & Projects Administrator

(+34) 957 213 724
marcos.notario@imibic.org

Juan Benitez Flores
Grants & Projects Administrator

(+34) 957213718
juan.benitez@imibic.org

Enrique Muioz Baena
IT System Coordinator

(+34) 957 213 722
(+34) 671 597 182
enrique.munoz@imibic.org

Manuel Carmona Hidalgo
IT System Assistant

(+34) 957 213 726
(+34) 677 905 399
manuel.carmona@imibic.org

Miguel Angel Borreguero
Aparicio
IT System Assistant
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STAFF TEAMS
» Management control and reporting team

The objective of the management control and reporting
team is to obtain and analyze the information that serves as
a basis for the Scientific Direction and Management of the
Institute for decision making. Likewise, as it is a transversal
area, it supports the different management areas and
research groups that make up IMIBIC.

The main services it offers are:

* Monitoring and analysis of the indicators included in the
Strategic Plan (Balanced Scorecard and other indicators
that make up the sub-plans)

* Calculation and monitoring of the indicators included in
the ISCIIlI Accreditation Guide for subsequent reporting
to the ISCIII

* Support tasks for the achievement of institutional
accreditations

* Evaluation of the research groups verifying compliance
with the applicable criteria, as well as the review of the
annual objectives of the personnel hired by the
Foundation

* Carrying out controls and verifying the correct entry
and registration of information in control software,
implementing the data quality and auditing system

* Preparation of the annual scientific report of the
Institute
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*  Support to the R&D Management and Innovation and
Transfer Areas in updating the data of the reports to be
presented in the different calls for proposals

* Drafting of minutes, certificates, and various documents
and review of institutional documents (Internal
Operating Regulations, Professional Itinerary, Affiliation
Policy, SOPs, etc.)

* Updating the website in relation to institutional
information and scientific production of the groups

In addition, this area carries out the functions of Technical
Secretary: management of any event to be held at IMIBIC
facilities, whether considered internal or external, with the
consequent reservation of rooms, monitoring of budgets,
travel arrangements, necessary technical means, attention
and reception of visitors at the events organized by IMIBIC,
to ensure their success.

STAFF

Marta Granados Aguirre (+34) 957 213 701
Administrative Assistant secretaria.dir@imibic.org
Estefania Azcona Corrales (+34) 957 213 707
Management Controller estefania.azcona@imibic.org
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> Protocol and Communication Staff

The communication and protocol area is responsible for
positioning and enhancing the image of IMIBIC as a national
reference center in excellent science, giving visibility to the
various lines of research of the groups that make up the
Institute and their results. This area is also the main link
between the IMIBIC scientific community and the different
social groups.

The communication and protocol team offers services to
the research groups, management areas and the Institute's
management team in their needs for external
communication, scientific communication and dissemination,
media  management, event  organization, internal
communication, coordination of the RRI strategy, fundraising
support, graphic design and audiovisual communication.

The RRI strategy, promoted within the framework of the
European Orion project (Open Responsible Research and
Innovation to further Outstanding knowledge) of the
Institute, aims to encourage the active participation of
society in science and innovation from the earliest stages of
research projects in order to ensure that future results are
as closely aligned as possible with social needs. In this sense,
the communication and protocol area develops actions
along the six lines of this strategy: ethics, governance, gender
equality, open access, public commitment and health
education.
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STAFF

Isabel De Castro Burén
Communication Manager

(+34) 957 213 704
(+34) 671 596 948
comunicacion@imibic.org

Inmaculada Varo Urbano
Communication Specialist

(+34) 957 213 719
inmaculada.varo@imibic.org

José M? Rubio Garcia-Sotoca
Communications (voluntary staff)

(+34) 957 213 705
(+34) 671 593 953
josem.rubio@imibic.org

Dolores Trujillo Jurado
Comunication (Voluntary Staff)

dolores.trujillo@imibic.org

Elena Leon Rodriguez
Comunication (Voluntary Staff)
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Quality and Training Staff

The objective of the quality area is to ensure that the
processes comply with the quality criteria imposed by the
corresponding regulations, as well as to advise and support
the research staff with the needs they may have in this
regard. On the other hand, the training area promotes and
develops training programs aimed at the professionals
working at IMIBIC and the rest of the stakeholders, in order
to guarantee a permanent, updated and adapted knowledge
transmission system of excellence for each of the different
groups of professionals that make up the IMIBIC.

STAFF

Marisa Escabias Parejo (+34) 957 213 721

Quality Specialist (+34) 697 957 242
marisa.escabias@imibic.org

David Luna Gémez (+34) 957 213 711

Quality and Training Specialist david.luna@imibic.org
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Legal Staff

The Legal Team is committed to providing legal advice to

the Foundation itself and to IMIBIC's research groups to

ensure that all activities are carried out in accordance with
the applicable regulations. In particular, its work focuses on
three main areas, which are:

* Clinical Research: negotiation and review of contracts
for the performance of clinical studies, coordinating
communication with the Pharmaceutical Industry for all
those aspects that affect the processing of agreements.

* Public Procurement: drafting of administrative
specifications, as well as monitoring of the
administrative procedure from the publication of the
bidding announcements to the signing of the
corresponding contracts, supporting the Economic
Management Area.

* Legal Advice: drafting, review and follow-up of
contracts with third parties covering a wide range of
activities, such as sponsorships, training activities,
donations, etc.

STAFF

Marta Manganaro (+34) 957 213 725

Legal and Contractual Specialist (+34) 600 157 057
marta.manganaro@imibic.org
estudios.clinicos@fibico.org

Miriam del Rey Revilla (+34) 957 213 725

Legal and Contractual Specialist miriam.delrey@imibic.org
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RESEARCH SUPPORT SERVICES

The Research Support Services (Unidades Centrales de
Apoyo a la Investigacion Biomédica — UCAIBs) comprise the
IMIBIC’s common scientific services, infrastructures and
equipment that provide technical and methodological
support and advice to the researchers of the Institute, as
well as to external researchers upon request.

The Services are run and managed by the Deputy Scientific
Directors and the General Manager of the IMIBIC under the
advice of the Infrastructures Commission. The various
services are staffed by joint technical personnel specifically
appointed to each Service Unit. Each Service may be
coordinated and advised by an IMIBIC senior researcher
appointed by the Scientific Director.

These structures have been developed internally, but with
the external support of equivalent structures from the
IMIBIC participating institutions. Two services of the
University of Cordoba belong to this category: The Central
Service for Research Support (SCAI) and the Animal
Experimentation Service (SAEX).
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The main objective of this service is to promote high-quality
clinical research, while guaranteeing at all times the safety of
the participants, the reliability of the results obtained and
the transparency of the procedures.

Clinical Research has two adapted facilities that are fully
equipped with cutting-edge technology exclusively used for

clinical research

STAFF

José Carlos Garrido Gracia
Clinical Research Project manager

Javier Barba Ramirez
Clinical Research Project manager

Lourdes Alcaide Ruggiero
Clinical Research Project manager

Patricia Lara Robles
Clinical Research Project manager

Maria Covadonga Huergo
Gonzalvo
Monitora de Ensayos Clinicos

Nursing Staff

Dolores Castro Ortiz

Secretary of the Clinical Research
Unit

(+34) 957 736 484
josecarlos.garrido@imibic.org

(+34) 957 213 863
javier.barba@imibic.org

(+34) 957 21 38 59
lourdes.alcaide@imibic.org

(+34) 957 21 38 63
patricia.lara@imibic.org

(+34) 957 213 832
maria.huergo@imibic.org

(+34) 9570114717511 471

(+34) 957 011 290
dolores.castro.sspa@juntade
andalucia.es
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MASS SPECTROMETRY AND MOLECULAR

IMAGING

The Mass Spectrometry and Molecular Imaging Service has
two main service areas: a liquid chromatography-mass
spectrometry (LC-MS) platform for large-scale proteomic
analyses and a molecular imaging platform based on mass
spectrometry (MALDI Imaging) which provides information
on the condition of lipids and proteins directly from tissues

and biopsies.

STAFF

Eduardo Chicano Galvez
IMSMI Platform Coordinator

(+34) 957 213 757
eduardo.chicano@imibic.org

Angela Peralbo Molina
Senior Mass Spectrometry Technical
Specialist

(+34) 957 213 757
angela.peralbo@imibic.org

Cristina M Lopez Vazquez
Senior Mass Spectrometry Technical
Specialist

(+34) 957 213 757
cristina.lopez@imibic.org

Ana Salinas Gavilan
Laboratory technician
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The Genomics Service provides researchers with cutting-
edge equipment as well as with scientific and technical
advice for the development of various analytical techniques
used in the comprehensive study of DNA and RNA. This
allows researchers to obtain high-quality results for the

development of outstanding
research.

STAFF

translational biomedical

Alvaro Jiménez Arranz
Unit Coordinator. Senior Technical
Specialist

Pilar Rubin Gonzalez de Canales
Lab Technician

Beatriz Domingo Escudero
Senior Technical Specialist

Maria Garcia Cruz -
Lab Technician

(+34) 957 213 758
genomica@imibic.org

(+34) 957 213 758
pilar.rubin@imibic.org

(+34) 957 21 37 59
beatriz.domingo@imibic.org

(+34) 957 213 752
maria.garciacruz@imibic.org
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ADVANCED OPTICAL MICROSCOPY

The Advanced Optical Microscopy Unit of IMIBIC offers
IMIBIC researchers and to both public and private
institutions, access to equipment covering a broad spectrum
of applications and techniques used in biomedical research.

The aim of the service is to provide comprehensive support
to researchers as well as to provide scientific and technical
advice and support on experimental design, sample
preparation,  image  processing-analysis and  data
interpretation.

STAFF

Gema Garcia Jurado (+34) 957 213 752

Head of Advanced Optical gema.garcia@imibic.org
Microscopy Unit

Alvaro Carrasco Carmona (+34) 957 213 752
Microscopy Technical Specialist alvaro.carrasco@imibic.org
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FLOW CYTOMETRY

The mission of the Unit is to offer access to high
performance equipment that covers a broad spectrum of
applications in the field of Flow Cytometry to IMIBIC and
hospital setting researchers, and to other public institutions
and private sector, as well as to provide technical expertise
and training. The Unit also provides scientific-technical
advice on experimental design, sample preparation,
Cytometry data analysis and interpretation of results.

STAFF
Esther Peralbo Santaella (+34) 957 213 752
Head of Unit. Flow Cytometry citometria@imibic.org

Technical Specialist
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BIOBANK

The Biobank is a facility that collects stores and distributes
biological material, as well as the data associated with it. Its
aim is to provide added value to the hospital biobanks in
Spain that manage human biological samples, and to function
as a support platform for biomedical research.

STAFF

Rafael Sanchez Sanchez - (+34) 957 736 514

Scientific manager rafael.sanchez.sanchez.sspa@
juntadeandalucia.es

Fernando Lépez Lopez (+34) 957 736 594

Lab Specialist (+34) 671 565 370
fernando.lopez@imibic.org

Rocio Muiioz Rodriguez (+34) 957 736 594

Lab Specialist (+34) 671 565 370

rocio.munoz@imibic.org
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BIONFORMATICS AND BIOSTATISTICS

The mission of the Bioinformatics and Biostatistics unit is to
provide engineering and computing services to satisfy both
the needs of bioinformatics and biostatistics analysis and the
different technological needs resulting from research and
clinical practice. From the unit we put special emphasis on
the implementation and promotion of current and
innovative technologies.The objective of the bioinformatics
and biostatistics area is to provide support to the research
staff from advice for experimental design to everything
related to genomic data analysis, visualization of results, etc.

Currently, in the unit we are implementing robust platforms
to carry out the most common analyses related to genomic
data. It is worth noting the quality control in each of the
steps performed on these platforms to ensure the best
possible results. The unit is continuously expanding and
updating, improving and updating the services currently
offered, as well as incorporating new protocols and services
based on new needs and demand.
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BIONFORMATICS AND BIOSTATISTICS

STAFF

Sebastian Ventura Soto sventura@uco.es

Head of Unit

Adrian Santiago Ortiz (+34) 957 21 38 62

Bioinformatician adrian.santiago@imibic.org
bioinformatica@imibic.org

Alberto Vela Castro (+34) 957 21 38 62

Biostatistician alberto.vela@imibic.org

bioinformatica@imibic.org
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TECHNOLOGICAL INNOVATION UNIT

The Technological Innovation unit designs and develops
medical device prototypes. Its services include 3D design
and 3D printing, electronic systems design and software

solutions.

STAFF

Miguel de Alba Aparicio
Innovation and Tech Transfer
Specialist

(+34) 671 534 099
miguel.dealba@imibic.org

Ignacio Isla Cros
Innovation and Tech Transfer
Specialist

(+34) 671 534 099
ignacio.isla@imibic.org

Ana Lara Jiménez
Innovation and Tech Transfer
Specialist

(+34) 671 534 099
ana.lara@imibic.org

Cristina Montilla Aguilera
Health Engineer
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ISOTOPE

The Isotope Service of the IMIBIC, which is affiliated with
the Radiological Protection Service of the University of
Cordoba, provides services as well as technical and
methodological support to researchers for determining
different types of hormones in blood and tissues using
specific RIAs and for analysing nucleic acids using in-situ
hybridization techniques. For this purpose, the division has
two laboratories equipped with B- and y-emitter detection
systems as well as specialized, cutting-edge equipment for
conducting and determining the various tests.

STAFF

Eduardo Muiioz Blanco filmuble@uco.es
Supervisor
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ANIMAL EXPERIMENTATION

The IMIBIC Animal Experimentation facilities are part of the
SAEX (Servicio de Animales de Experimentacion) of the
University of Cordoba. This service provides the biomedical
community, other public research centres and private
companies with the animals, facilities, equipment, materials
and specialized personnel necessary to carry out research
projects and/or teaching tasks that require the use of animal
models.

This IMIBIC service is intended for breeding, stabling and
the use of laboratory animals (rats and mice), as well as for
pig experimentation. Its facilities and personnel comply with
current Spanish and European legislation (Directive
2010/63/EU, European Commission Recommendation
2007/526/EC, Spanish Royal Decree 53/2013 and Order
ECC/566/2015 of the Spanish Ministry of Economy and
Competitiveness).

STAFF

Nahuam Ayala Soldado (+34) 957 212019
Director of SAEX nahum.ayala@uco.es
Anabel Pozo Salas (+34) 957 213 751
SAEX Technician anabel.pozo@imibic.org
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Estefania Escudero Jabonero
SAEX Technician

(+34) 957 213 750
estefania.escudero@imibic.org

Ana Rama Moral
SAEX Technician
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PRECLINICAL IMAGING

The Preclinical Imaging Service (SIP) is a highly advanced
facility, which provides non-invasive, in vivo imaging of the
structure and function of body organs and tissues in
preclinical animal models. This equipment is located within
the IMIBIC animal facility, which has modern facilities of
approximately 800 m? and capacity for housing and
experimental management of > 3,500 rodents, being in an
ideal location to provide interdisciplinary work in
cardiovascular  biology, oncology, neuroscience and
physiology, including other areas.

STAFF
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GENERAL PROCEDURES

The IMIBIC  Laboratory and  Scientific-Technical
Infrastructure Management Unit provides a fundamental
laboratory management service for the Maimonides
Biomedical Research Institute of Cordoba (IMIBIC), offering
technical support, organisation and supervision for the
technical, research and administrative activities of the
research laboratories. Specifically, the Unit is responsible for
the facilities, rooms and scientific equipment for common
and autonomous use by research staff, ensuring the optimal
and uninterrupted functioning of laboratory experimental
procedures and quality standards and good laboratory
practices, as well as guaranteeing the correct use and
sustainability of specialised scientific equipment.

STAFF

Esther Rivero Cortés (+34) 957 213 756

Senior Technical Specialist esther.rivero@imibic.org
procedimientos.generales@imibic.

org

Sandra Gonzalez Prieto (+34) 957 213 75§ o

Histology Technical Specialist sandra.gonzalezprieto@imibic.org
procedimientos.generales@imibic.
org
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LOCATION AND FLOOR PLAN
IMIBIC is located in the heart of the Health Sciences

Campus:

IMIBIC

HOSPITAL UNIVERSITARIO
REINA SOFIA

Calle San Alberto Magno

The Fundamental Research Building was built by the
University of Cordoba and financed by ERDF funds and the
Spanish Ministry of Economy. The 6-storey building has a
total area of 10,000 m? distributed as follows:
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* Basement level -2: The Animal Experimentation Service
(SAEX) facilities are located on this floor, which has 8
rooms for housing animals, one quarantine room, a
washing and sterilization room, an experimental
operating room and laboratories. The isotope laboratory
and electrophysiology laboratory are also located in the
basement -2.

* Basement level -1: The general maintenance services
offices are located on this floor.

* Ground floor: This floor houses the Institute’s
management offices, as well as the auditorium, training
rooms and the cafeteria.

* First, second and third floors: These three floors have a
large space for laboratories, offices and work areas,
distributed among the research groups of the Institute
according to criteria of scientific production. The central
areas house the common facilities of the groups (the
genomics, mass spectrometry and molecular imaging,
microscopy and cytometry rooms, as well as the freezer
rooms and walk-in cold chambers, etc.)

The IMIBIC occupies a total area of 2.776 m? of the Reina
Sofia University Hospital complex, and is distributed in the
following areas:
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Clinical Research Unit:

* Clinical Research Building (ground floor and first floor),
with a total area of 1.306m?

* Provincial Hospital (ground floor, on the left), including
the unit for early phase clinical trials, with 400m?

* Provincial Hospital (ground floor and level -I), with
medical consultation rooms, rooms for data managers,
and a meeting room with a total area of 193m3

The Biobank:

* The Biobank offices and laboratory, which have a total
area of |17m?, are located next to the Anatomical
Pathology Building

* The Biobank has sample storage rooms with a total area
of 242.m? equipped with -86°C freezers

Advanced Therapies:
* The Advanced Therapies offices and laboratories are

located on the basement floor of the General Hospital,
with a total area of 413m?.
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OPENING HOURS

The IMIBIC Building is open from Monday to Friday from
7:30 am. to 7:30 p.m. On Saturdays, Sundays and public
holidays the opening hours are from 10:00 a.m. to 12:00
a.m.

If you need to access the building outside these hours,
please contact the IMIBIC reception desk at
conserjeria.exts@imibic.org or call 957 213 717 / 697 920
314.

The cafeteria is open from Monday to Friday from 8:00 a.m.
to 6:00 p.m. and remains closed on Saturdays, Sundays and
public holidays.

FACILITIES

The IMIBIC building has several rooms for common use:
(Assembly Hall, Meeting Room, Multipurpose Room, 3
meeting rooms on the third floor). To reserve the
Assembly Hall, Meeting Room or Multipurpose Room,
please contact the IMIBIC Technical Secretariat. To book
the meeting rooms on the 3rd floor you can do it through
the Intranet.
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SMOKE-FREE SPACE

IMIBIC has joined the Andalusian Network of Smoke-Free
Health Services (RASSELH) in order to raise awareness
about the dangers of smoking. IMIBIC Building is a smoke-
free space, thus demonstrating our commitment and
support for the prevention and ending of this serious health
threatening problem.

MAIL

Internal mail: a pouch system is used for mailing documents
between IMIBIC, Reina Sofia University Hospital and the
University of Cordoba. Recyclable envelopes are available at
the IMIBIC reception desk. Place the documents in the
envelope, indicate the name of the sender (“quién lo envia”)
and the name of the recipient (“a quién se envia”) and
deposit the envelope at the counter located in the entrance
to the building.
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GOOD PRACTICES

IMIBIC has a Code of Conduct for Research Integrity to
promote awareness of the importance of good research
principles and practices. The Code reflects the IMIBIC’s
commitment both to the society for which it works and to
the research personnel who work at the Institute. The
Code, which is based on the code of the University of
Cordoba. The document is available on the IMIBIC intranet
under Documentos Clave/ Calidad/ Coédigo de Practicas
Responsables e Integridad en la Investigacion. The
Committee for Research integrity, constituted on the 8th
March 2021, will guarantee efficient communication and
establishes means for the detection of problems and

implementation of corrective measures.

OCCUPATIONAL SAFETY AND HEALTH

The Occupational safety and health unit is located on the
ground floor of the IMIBIC Building. To contact the unit by
phone, call 957 213 721.

FIBICO will set up an appointment for you with the
Prevention Service to undergo an initial medical
examination. You will then be given an appointment for
periodic health examinations to check for any health
hazards in your workplace and other circumstances related
to your health and safety.
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In the event of absence due to sickness, you are required to
notify the Human Resources Department
(silvia.miranda@imibic.org, florencio.munoz@imibic.org and
silvia.gallego@imibic.org) and provide the original medical
certificate if applicable. If your absence lasts more than 3
days (medical leave), you must present a medical leave form
sighed by your doctor to Human Resources.

What should you do if you have an accident at the
IMIBIC facilities?

* Report it to your immediate superior (i.e. for
researchers, their group’s Principal Investigator / Co-PI).

* Report it to Human Resources.

* If you need health care, you should go to our
occupational health provider (Fremap for FIBICO,
located at Avenida del Aeropuerto 3).

* For severe injuries or when the accident happens on
Saturday, Sunday or public holiday, or during the week
outside office hours (i.e. between 8:00 p.m. and before
8:00 a.m.), you should go to the Emergency of any
Hospital.

* Inform your superior about your leave and when you
expect to return to work.

* Follow the same protocol for accidents that occur
during your travel to and from work.
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Information on occupational risks and prevention measures
is available on the IMIBIC intranet (Documentos Clave/
Prevencion de Riesgos Laborales). When you begin working,
IMIBIC will provide you with information on the risks and
prevention measures to be adopted in your research group.
In addition, you must comply with the following general
rules:

* Access the building through the turnstiles at the main
entrance. To do so, you must obtain an access card to
identify yourself (card will be prepared by the
Information Systems Unit).

* Respect the signage in each work area.

* The personal protective equipment (PPE) indicated in
the risk assessment must be worn in laboratories as well
as the PPE indicated for specific work areas. Remember
that lab coats are required at all times when working in
laboratories, the SAEX and other designated areas.

* Do not manipulate electrical switches or panels. Only
those persons who are qualified and authorised may
manipulate electrical installations, systems or equipment.

* Ensure that all equipment and material are removed and
work areas are clean and orderly at the end of each
workday or shift.

* All chemicals must be stored in a properly labelled
containers. Do not transfer chemicals to containers that
do not comply with the appropriate labeling
requirements.
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* Clean spills immediately and thoroughly according to the
procedure described in Documentos Clave/ Listado de
Ficheros/ Prevencion de Riesgos Laborales/ Actuacion en
caso de fuga o derrames en el IMIBIC.

* Dispose waste as quickly as possible according to the
procedure described in Documentos Clave/ Listado de
Ficheros/ Residuos/ Procedimiento de Gestion de
Residuos.

* Open flames or any other source of ignition are
prohibited in zones classified as explosive atmospheres.

* Only use laboratory equipment and material that are in
good condition.

* Inspect glassware for chips or cracks before use.
Properly dispose of all damaged glassware. Discard glass
equipment that has been bumped or knocked although
no damage is detected.

* Report any damage to laboratory equipment or
protection systems to your superior.

EMERGENCY INSTRUCTIONS

IMIBIC has an Emergency Action Plan, whose objective is to
guide the professionals working inside the IMIBIC Building in
the event of a possible emergency. The plan is available on
the intranet under Documentos Clave/ Prevencion de
Riesgos Laborales/Plan de Emergencias IMIBIC.

Please follow these instructions in the event of an
emergency:
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In case of fire, notify the responsible person assigned in
your group of the incident so that he/she can alert the
Chief of Emergencies and/or the First Response Team.
Do not attempt to extinguish the fire manually unless
you are trained in the use of fire equipment.

Remember to report all work-related incidents or
accidents.

In case of an emergency, evacuate the building
immediately using the nearest emergency exit. When
exiting the building, close all windows and doors behind
you and make sure that no one remains in the building.
In the event of a bomb threat, leave all windows and
doors open.

Do not re-enter the building during an evacuation to
collect your personal belongings or look for other
people.

When instructed to evacuate, disconnect all equipment
and proceed quickly and calmly to the designated
evacuation meeting point.

Remain calm at all times and do not shout or scream.
Do not run! A fall can block the evacuation route and
obstruct and cause other people to fall, which may have
serious consequences.

Persons with disabilities should be assisted out of the
building.

Do not use the elevators.

If you get caught in smoke, get down and crawl and
cover your mouth and nose with cloth.
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* If you cannot evacuate the building, communicate in
some way that you are trapped and report your exact
location in the building so you can be rescued.

» Evacuate the building by the nearest EMERGENCY EXIT
and go to the assembly point located on the esplanade
opposite the cafeteria exit ramp next to the ambulance
parking lot.

WASTE MANAGEMENT

IMIBIC, in collaboration with the Reina Sofia University
Hospital, is committed to the protection and respect of the
environment. We act to minimize the potential unfavourable
impacts on the environment of our research activities.

IMIBIC’s Waste Management Procedure outlines the actions
to be taken for the correct segregation/classification of
waste, and the proper use, labeling and identification of
containers for the appropriate storage of waste until its
disposal. This procedure pertains to all waste produced in
the IMIBIC and is obligatory for all individual waste
producers.

The main objectives established in the procedure are as
follows:

* Eliminate/minimize the risks to the health of the
personnel working at the IMIBIC and the environment.

* Ensure the proper separation, storage and subsequent
management of the waste generated.
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* Prevent possible accidents/incidents to the personnel
responsible for the collection and handling of waste.

The procedure for the classification, treatment and disposal

of waste is available on the IMIBIC intranet under
Documentos Clave/ Residuos/ POE-PGI-002-GESTION DE
RESIDUOS.

The following is a summary of the classification of waste:

A) NON-HAZARDOUS WASTE:

Sanitary waste assimilable to
urban waste (Residuos
Sanitarios Asimilables a
Urbanos - RSAU): single-use
clothing and equipment such as
gloves, gowns, masks, etc. They
should be deposited in the garbage
cans distributed throughout the
laboratories equipped with brown
garbage bags.

Glass waste: Dispose of glassware
that is broken or not in use in the
bins with a green lid labelled “Glass
only” /“Solo vidrio”.
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Sanitary waste assimilable to
| urban waste (Residuos
Sanitarios Asimilables a
Urbanos - RSAU): single-use
clothin and equipment such as
gloves, gowns, masks, etc. They
should be deposited in the garbage

cans distributed throughout the
laboratories equipped with brown
garbage bags.

Batteries containin mercury:
Deposit in the black [0 litre
container, available at the entrance
reception of IMIBIC.

Paper and cardboard: In "Paper
only" containers, located next to the
photocopiers on each floor of the
IMIBIC building. For paper with
sensitive and/or confidential data,
there are paper shredders located
next to the photocopy machines.

AN
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Light packaging: Deposit in the
dedicated light packaging containers
located in each floor of the IMIBIC
building. Only for plastic containers,
cans and bricks that have not been in
contact with any type of chemical
product.

Cartridges and toner: Empty
cartridges and toner from printers
should be deposited in the specific
containers located in the
laboratories.

Electrical and electronic
equipment: The removal of broken
or obsolete equipment or equipment
that cannot be repaired must be
notified to

procedimientos.generales@imibic.org
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B) HAZARDOUS WASTE

Halogenated solvents: Dispose of toxic,
irritating and in some cases carcinogenic
organic liquids with a halogen content greater
than 2% (Group |7 in the periodic table,
fluorine, chlorine, bromine, iodine), as well as
blends meeting this requirement in a 5-liter
white bottle with a UN 1992 label.

Examples: chmeeting this requirement in a 5-
liter white bottle with a loroform, methylene
chloride/dichloromethane, tetrachlorethylene,
dichloroethane, carbon tetrachloride, etc.

Non-halogenated solvents: Dispose of
flammable and/or toxic organic liquids with a
halogen content of less than 2% (alcohols,
aldehydes, amides, ketones, esters, glycols,
aliphatic hydrocarbons, aromatic hydrocarbons
and nitriles) in a 5-liter white bottle with a UN
1993 label.

Examples: methanol, ethanol, toluene, xylene,
acetone, 2-propanol, benzene, etc.
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B) RESIDUOS NO PELIGROSOS

Aqueous liquids containing

hazardous substances (white container

&3 with “LER 161001”) are all aqueous

solutions of organic and inorganic

B i products. This is a very large group of

substances and, therefore, it is necessary

to establish divisions and subdivisions of

them, either to avoid incompatible

reactions or because of the need for
subsequent treatment:

Inorganic aqueous solutions:

* Basic aqueous solutions, such as those
of sodium hydroxide or potassium
hydroxide.

* Aqueous solutions of heavy metals
(nickel, silver; cadmium, selenium, etc.).

* Aqueous solutions of chromium VI.

* Other inorganic aqueous solutions,
which may include sulfate, phosphate
and chloride solutions.

Aqueous organic or high Chemical
Oxygen Demand (Demanda Quimica de
Oxigeno - DQO) solutions:

* Aqueous solutions of dyes.
* Solutions of organic fixatives, such as
formaldehyde and phenol.
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* Water/solvent  mixtures. Examples:
Chromatography eluents and
methanol/water.

Liquid laboratory chemicals (white
carafe with LER 160506), other liquid
chemicals not included in previous
categories and which are undissolved. This
group also includes inorganic acids and
their concentrated aqueous solutions
(more than 10% by volume). It should be
taken into account that their mixture,
depending on the composition and
concentration, may produce a dangerous
chemical reaction, with release of toxic
gases and increase in temperature.
Examples: Hydrochloric acid, nitric acid
and sulfuric acid.
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C) OTHER LABORATORY WASTE

Infectious waste: Dispose of blood
and blood components > 100 ml,
unidentified anatomical remains, live
and attenuated vaccines and needles
and other sharp items such as glass
pipettes whether or not they are
contaminated with a hazardous
substance in the green containers with
a 60-liter red bag (place sharp items in
the unlabelled yellow sharps container
and then in the green container or in
a second container).

SANDACH waste (animal by-
products not intended for human
consumption): Dispose of
experimental animal remains and
substances that are not a specific
sanitary risk in the 60-liter black
containers.

Cytotoxic and cytostatic waste:
Dispose of the remains of cytostatic
medications, sharp items used with
these medications and single-use
clothing (gloves, gowns, shoe covers,
masks, etc.) that have come in contac
with these medications in the 30-lit
red containers.
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Empty containers containing
residues of dangerous
substances: Deposit empty
containers containing  dangerous
substances with less than 1% residual
content in the round 60-liter yellow
containers.

Chemical contaminated
materials: Solid material
contaminated with chemicals, e.g.
tips, gloves, paper, gauze, vials, etc.
(except sharp or cutting material,
materials contaminated with
ethidium bromide or infectious).
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Solid chemicals and
contaminated disposable

material. Deposit the following
substances and materials in the 60-
liter yellow containers:

* Contaminated plastic pipettes,
paraffin, active carbon or silica gel
impregnated with organic
solvents or heavy metal salts.

* Small fluid residues (confined in
sealed containers) containing
dangerous substances, including
mixtures of chemicals.

* Discarded or expired pure
chemical products in their
original packaging or which are
extremely  hazardous. These
products cannot be mixed with
each other or with other groups.
Examples: peroxide, magnesium
metal powder, lithium hydride,
sodium borohydride, alkali metals
(sodium and potassium),
polymerizable compounds
(isocyanates, epoxides), osmium
tetroxide, chromic  mixture,
cyanides, sulfides and unidentified
compounds.
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| 2. WORKING

SCHEDULE, BREAKS
AND WORK
CALENDAR

FIBICO staff work full time in the morning and
afternoon depending on the employee’s job duties.

During the holiday period from Ist of July | to 10th
of September, the working week will be 35 hours.

When the workday exceeds six hours, employees are
entitled to a 20-minute break, which will be

considered part of their normal work schedule.

The work calendar is available on the IMIBIC intranet.

89- IMIBIC HANDBOOK FOR
NEW EMPLOYEES




4

»

| 3.

LEAVES



| 3.LEAVES

ANNUAL LEAVE

The staff at FIBICO are entitled to a one-month paid annual
leave. The annual leave may not, in any case, be less than 30
calendar days per year worked, or calculated pro rata based
on the fraction of the time worked. For employees who are
not entitled to a full month of annual leave, the proportional
leave time shall be calculated at two and a half days (2.5) for
each month worked.

As a general rule, annual leave will be taken uninterrupted.

* Of the total annual leave of 30 calendar days, equivalent
to 22 work days (excluding weekends and bank holidays),
50% should be enjoyed during the holiday period
between Ist July and |10th September. The rest of the
days can be enjoyed at any time of the year.

* During the holiday period (i.e. from Ist July till 10th
September, both inclusive) the work week will be of 35
hours (instead of 40h, which applies to the rest of the
year).

* The annual leave days can be enjoyed during the year in
course and until the 31st of January of the following year.
Annual leave days cannot be postponed further or
compensated economically.
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* Once the annual leave periods have been set, they may
only be modified with the prior approval of the
Management, the head of Unit and the employee, always
taking into account the organizational needs and the
personal circumstances of the employees.

* The splitting of annual leave periods will be made at the
request of the employee adapted to organizational
reasons or for the adequate maintenance of the service
provided.

The employee will request the corresponding anual leave
days from the person responsible for his or her Unit/group,
who will evaluate and report positively or negatively and
forward it to the manager for authorization. Subsequently,
this information will be sent to the HR for registration and
follow-up.

PERSONAL LEAVE

Employees are entitled to 4 paid leave days per year, or the
time that proportionally corresponds according to the
annual days worked or accrued in his/her contract.

The personal leave days of each year can be enjoyed during
the year in course, until the 31st of December.

The personal leave days can also be enjoyed by hour, e.g. 4
hours of personal leave on one day and 4 hours of personal
leave on another day equal | personal leave day.
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OTHER LEAVES

Employees are entitled to paid leaves that are duly justified
and upon prior notice. Leaves can be requested for the
following reasons and periods of time:

L4

|5 calendar days in case of marriage.
3 calendar days in case of death, accident, serious illness,
surgical intervention without hospitalization but
requiring home care, of a family member within the first
degree of consanguinity or affinity, when located in the
place of residence of the employee (i.e. within 200km
radius)

* 5 calendar days in case of death, accident, serious illness,
surgical intervention without hospitalization but
requiring home care, of a family member within the first
degree of consanguinity or affinity, when located outside
the place of residence of the employee (i.e. more than
200km away)

* | calendar day for employees who are moving from one
residence to another.

* Leaves for the time required for prenatal examinations

and classes, which must be taken on the workday.

L4
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14. DAILY

ALLOWANCES AND
TRAVEL EXPENSES

All employees who travel for reasons of work must
fill out the per diem and/or travel expenses form and
provide proof of payment of any expenses incurred to
be reimbursed. Please contact the Financial and
Human Resources Management Unit for more details.
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| 5. ACCESS TO COMPUTER

EQUIPMENT, AUTHORIZED
INFORMATION SYSTEMS
AND IDENTIFICATION
CARD

To access the computer equipment (PCs) and
information systems for work purposes, you must
have a user ID and password. Once your user ID and
password are enabled, you will also have access to a
personal email account.

You should change your password periodically for
security reasons.

If you are going to work regularly at the IMIBIC, you
will get an identification card to access the building.

For all these procedures, you can contact the
Information Systems Unit, or you can call extension

957 213 722 / 957 213 726 / 957 2138 60 and/or
email it@imibic.org.
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| 6. CONFIDENTIALITY

AND ACCESS TO
PERSONAL DATA

All employees at IMIBIC must guarantee the
confidentiality of the information to which they have
access and, specifically:

* Maintain professional secrecy with respect to
confidential information.

* Handle information properly. Avoid the
manipulation, = modification,  alteration or
destruction of stored data. You will be responsible
for any actions contrary to the norm.

* Destroy confidential information once it is no
longer useful for the aim for which it was
collected. Only duly authorized personnel may
obtain media containing personal data.

* When accessing personal data, the Institute’s
employees, in the exercise of their duties, must, at
all times, protect the confidentiality of the
personal data to which they have access.

Remember that, as a user of network resources, you
are responsible for ensuring that the data, applications
and other computer resources made available are
used solely for the operations for which they were
developed and implemented.

For further information please contact our Data

Protection Officer at the following e-mail address:
dpd@imibic.org
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