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Introduction and Purpose
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1.

3.

The purpose of these guidelines is to help Okinawa Institute of Science and Technology Graduate
University (OIST) researchers to archive research data, laboratory notebooks, research specimens
and chemicals, when appropriate to their disciplines, in a manner that is compliant with current
best practices as part of responsible conduct of research. Original research data, etc. are critical
for investigations of patent claims or allegations of research misconduct.
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Research data, laboratory notebooks, research specimens and chemicals including computer
programs and novel equipment (hereinafter referred to as “Research Materials”) are valuable. It is
each researcher’s responsibility to manage and store the Research Materials appropriately, and to
disclose them as necessary. Any person who conducts research at OIST, including faculty
members, research staff, technicians, visiting researchers, students, and administrative staff
(hereinafter referred to as the “OIST Members™) shall follow these guidelines.
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Aside from provisions of these Guidelines, implementation of storage and disclosure of the
Research Materials should be in accordance with OIST PRP 4.10.3 and 4.10.4, the Guidelines for
Responding to Misconduct in Research (Adopted August 26, 2014 by Ministry of Education,



Culture, Sports, Science and Technology(MEXT)) (hereinafter referred to as the “MEXT
Guidelines”) and the Reply About Promoting Integrity in Scientific Research (March 6, 2015 by
Science Council of Japan) (hereinafter referred to as the “Reply”).
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Education and Supervision of Research Materials by Faculty
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4. Faculty members and research leaders shall establish laboratory procedures for recording, storing,
and disclosure of research data and laboratory notebooks, based on the characteristics of each
research field, the MEXT Guidelines, and the Reply.
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5. Faculty members and research leader shall establish laboratory guidance for secure storage of
research specimens and chemicals in compliance with relevant regulations.
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6. Faculty members and research leaders also shall educate and supervise OIST members under
their supervision to ensure that these guidelines are followed.
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7. The processes in point 4, 5 and 6 should be initiated as soon as an OIST member starts working in
a laboratory. The stored Research Materials generated by each OIST member should be
accessible to at least one faculty member or research leader during the work of the OIST member
at OIST and after their departure.

AR, 555G MUE 6 RICOMEEIL, OIST B OFEBRNEG S IKE, FFSh
RFHIEIR B 720, 4 OIST MR BIC Lo TIER S v, R S WFZEMEHE. M
OIST #ipf 5 OIST IZHB 1T DIE¥( DR R DR Z BN b, D7 &b LADHE
XIIFRY —F—NT 7 EATELLHIZTHHD LT D,

8. OIST shall provide advice to faculty members and research leaders to facilitate this process, for
example on digital laboratory record keeping systems and relevant regulations/guidelines.
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Archival of Research Materials related to published research reports, theses, or patents
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9. Itis abasic requirement to store research data (e.g., documents, numerical data, images, and other
data related to the research) and laboratory notebooks that generate the basis for published
research reports, theses, and patents. Ideally, complete datasets, rather than items selected for



10.

11.

publication should be stored. In principle, research data and laboratory notebooks should be
archived at least for a period of ten years. Research data and laboratory notebooks should ideally
be stored as digital data, and it is important to create a list or metadata when storing them. This
should include an identifier, such as a Digital Object Identifier (DOI), thesis author and title, or
Patent number. OIST will assist researchers with scanning of hard copy laboratory notebooks.
Ideally, digital notebooks should be used.
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In general, research specimens (described as a. below) and chemicals (described as b. below)
supporting a publication, thesis, or patent should be stored at least for a period of five years.
However, these rules do not apply to items that cannot be stored e.g., unstable substances and
those that require excessive storage costs. (See Appendix 1).
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a. Research specimens: living organisms including viruses, processed organisms and
samples that were generated in the course of the research and are difficult to reproduce.
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b. Chemicals: Chemical substances that were synthesized or modified in the process of
research, that are difficult to reproduce and that are not commercialized.
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OIST encourages and will assist researchers in depositing published research specimens,
chemicals, or important electronic data with one or more of the international repositories listed in
20. In this case, OIST will no longer store the items.
OIST 1%, WFFEH S FRLHs 20 SRICHIFET HEFR VAR Y b U O —EHT £ 723 EEEPTIC,
NRSNITERE, ACFWEXIEEREFT — X 2Tt T 22 2L, o %
DHFHFAEIIRT D, ZOHAITEN T, OIST ILSFEF M B 2 T LI RE L
DET D,
If handling of data, such as personal data, is subject to legal controls or ethical considerations,
such controls and guidelines must be observed. In addition, if there are any agreements with
funding agencies regarding handling of outcomes of specific research projects, such agreements
must be observed.
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Stored Research Materials from publications will represent “read only” archives. They will not be
readily available as a backup and should not replace other working resources held by researchers.
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In regard to OIST researchers contributing to collaborative publications, only Research Materials
generated at OIST should be stored. If OIST Research Materials contribute to more than one
publication they will only be stored once and should include multiple identifiers.
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Storage of Data or Research Materials related to unpublished research outcomes
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Regarding Research Materials related to unpublished research outcomes, only Research Materials
that are considered of significant value for scientific knowledge or intellectual property should be
stored. Researchers can request that the Dean of Research (hereinafter referred to as “DoR”) store
unpublished outcomes.
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Handling Research Materials when a researcher moves from OIST
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When a researcher in a unit moves or leaves, the faculty member or research leader shall
determine whether there are any Research Materials that require archival or storage.
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When faculty members or research leaders move from OIST, they can, in principle, transfer the
Research Materials (published and unpublished) to a new institution. The DoR shall authorize and
support the proper transfer arrangement of the Research Materials to ensure that ongoing research
activities are not hindered.
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In the case of 16, the DoR shall discuss the Research Materials with the faculty member, and then
store a backup of unpublished Research Materials or confirm the address of the faculty member
to ensure traceability of the Research Materials. The retention period of the Research Materials
shall follow the provisions of Articles 9 and 10.
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Procedures for faculty members or research leaders moving from OIST
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a. A faculty member or research leader leaving OIST shall provide a Request for Transfer of
Research Materials (Form 1) with a list of such materials to the DoR.
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b. The DoR shall review the request and issue a notice for approval to the faculty member,

if approved.
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c. The faculty member shall submit a transfer completion report (free form), which is issued
by a responsible person of the receiving institution to the DoR after completing the
transfer.
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d. The faculty member shall observe other relevant rules and legal procedures with respect
to the transfer of Research Materials.
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Disclosure of Research Materials
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18. OIST members shall disclose stored Research Materials in the event of any investigation of

research misconduct involving their publications, or any other reasonable request. If the OIST
member is no longer available and the questioned Research Materials are stored at OIST, the DoR
shall disclose the Research Materials under these circumstances.
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Applicable Period of These Guidelines
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19. Stipulations of point 9 to 18 continue to apply even after OIST members no longer carry out
research activities at OIST.
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Depository service
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20. Some repositories for Research Materials are listed below. Other repositories are also available.
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a. For biological agents ZE#)aEHZ DU\ T:
National BioResource Project (7> a A 4 Y VY —2TF 0= )
American Type Culture Collection
NMNH Biorepository
Kumamoto University Mousebank System (FEA KRS~ 7 AN 7 2 AT L)
International Mouse Strain Resource
b. Plasmids 7’7 A I K :
Addgene
c. For chemicals (L& 22Tt
RIKEN Natural Products Depository (K#{tE&#/2 7))
DiscoverResource
d. For Electronic data & 17 — # {22\ T :
DDBJ/GenBank/EMBL
PDB


https://www.atcc.org/en/Support/Contact_Us.aspx
http://naturalhistory.si.edu/rc/biorepository/
http://card.medic.kumamoto-u.ac.jp/card/japanese/mousebank/
http://www.findmice.org/about
http://www.npd.riken.jp/npd/en/?Itemid=163
http://discoveresource.com/outline

