
From the NIH Director 

The 21st century is a time of rapid growth and change, and we continue to generate new knowledge just 
waiting to be applied to health. Our ability to understand the science of health as a result of investments 
in biomedical research will fundamentally alter the way we detect, treat, and most importantly, prevent 
disease. 

The National Institutes of Health (NIH), the nation’s medical research agency, has been a driving force 
behind these advances for many decades. NIH is the largest source of funding for medical research in the 
world, creating hundreds of thousands of high-quality jobs as we fund thousands of scientists in 
universities and research institutions in every State across America and around the world. The results of 
this investment are tangible. We have vaccines to protect us from cervical cancer, flu, shingles, and 
meningitis. Children diagnosed with leukemia now have a 90 percent chance of survival. Heart disease 
and stroke are on the decline, thanks to effective medicines and lifestyle changes. 

The gains are impressive, but we face new challenges. America is getting older, and chronic diseases 
consume the vast majority of our health care dollars. Rising rates of obesity, diabetes, and Alzheimer’s 
disease threaten to reverse hard-fought longevity gains earned from our past medical research 
investment. Health disparities, a complex blend of genetics, the environment, individual behavior, and 
socioeconomics, remain a vexing problem that limits the reach of science discoveries to all Americans. 

What’s more, expansive and routine global travel and communication have flattened our world, making 
it necessary to think without borders when it comes to our nation’s health. Emerging and re-emerging 
infectious diseases, as well as the threat of bioterrorism, require constant vigilance. With the help of the 
best scientific minds, NIH is meeting these challenges head-on. 

Thirty years from now, we will look back and be amazed that we can regenerate lost or injured body 
parts, that we can tailor health outcomes with individualized prescriptions, that we can eliminate 
preventable deaths from lung diseases caused by smoking, that we can prevent Alzheimer’s, Parkinson’s, 
and other brain diseases that rob us of family and friends. To get there, we must meet today’s tough 
problems with creativity and diligence. 

This is a remarkable time of discovery, and the opportunities in science and medicine are at once exciting 
and urgent. We are on the way to discovering new ways to cure disease, alleviating suffering, and 
preventing illness. By bringing the best science to the people who need it most, NIH is empowering 
Americans to embrace healthy living through informed decision-making. Job number-one for me is to be 
sure NIH can continue to make significant, lasting contributions to public health. This effort will change 
forever the health of ourselves, our families, our country, and the world. 

Francis S. Collins, M.D., Ph.D. 

Director, NIH 
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Welcome to the Division of Intramural Research of the Eunice 
Kennedy Shriver National Institute of Child Health and Human 
Development at the National Institutes of Health. I am pleased that you 
have decided to join our team and hope your experience with us is both 
stimulating and rewarding. 
 
The mission of the Division of Intramural Research (DIR) is to plan 
and conduct the Institute’s laboratory and clinical research programs to 
seek fundamental knowledge about the nature and behavior of living 
systems through basic, clinical, and population-based research. We 

further seek to apply this knowledge to understand the developmental origins of health and 
disease and to help ensure that children are born healthy and develop to live healthy and 
productive live, as well as that women and men have good reproductive health. We at NICHD 
study the biology of development and examine events from conception through senescence at 
the molecular, physical/chemical, genetic, and behavioral level in cells, tissues/organs and 
organisms. This is done in an attempt to understand the biological processes of normal and 
pathological development in human beings. As a new member of the Institute, your role is 
critical to the NICHD DIR mission. 
 
The provided orientation material is designed to serve as an introduction to the Institute and 
provide resources that will help you make the transition into your new role a smooth one. If 
you have any questions along the way, feel free to contact your Principal Investigator, 
Associate Scientific Director, Division Secretary, or Administrative Officer.  
 
Sincerely yours, 
 

 
Mary C. Dasso, Ph.D. 
Acting Scientific Director 
Eunice Kennedy Shriver National Institute of  
Child Health and Human Development 
National Institutes of Health 





Important Numbers & Websites 
Foundation for the Advanced Education in the Sciences (FAES) 

Building 10 (South Side), Room 1N241, near Masur Auditorium 
Phone: (301) 496-8063 

 Insurance 
https://faes.org/content/health-insurance-service 

 Training 
https://faes.org/ap 
 

Fellows Committee (FELCOM) 
https://www.training.nih.gov/felcom 
 

ID Badge Office 
Building 31, Room 1B03 
Phone: (301) 451-9381 
DPSAC Helpdesk: (301) 402-9755 
e-QIP Helpdesk: (301) 496-1294 
https://www.ors.od.nih.gov/ser/dpsac/Pages/Home.aspx 
 

NICHD  
 Homepage 

http://nichd.nih.gov 
 Office of Education 

https://fellows.nichd.nih.gov 
 Orientation Wiki 

https://science.nichd.nih.gov/confluence/display/amb/NICHD+Orientation 
 
NIH 
 Campus Map 

https://www.ors.od.nih.gov/maps 

 Homepage 
http://www.nih.gov 

 Intramural Research Sourcebook 
https://oir.nih.gov/sourcebook 

 Intranet 
employees.nih.gov 

  



 Shuttle 
https://www.ors.od.nih.gov/pes/dats/NIHShuttleServices/Pages/shuttle.aspx 

 Work-Life 
https://hr.nih.gov/working-nih/work-life 
 

NIH Federal Credit Union 
Building 31, Room 1A08 
Bldg. 10 (Clinical Center), Room B1-C25  
Executive Plaza South, Room T-43 
Phone: (301) 718-0208  
https://www.nihfcu.org/ 

 
Occupational Medical Services (OMS) 

Building 10, Room 6C306 
Phone: (301) 496-4411 
https://www.ors.od.nih.gov/sr/dohs/Pages/default.aspx  

Parking Office  
Building 31, Room B3B04 
Phone: (301) 496-5050  
https://www.ors.od.nih.gov/pes/dats/parking/Pages/parking_info.aspx 
 

Transhare Office  
Building 31, Room 1A11, next to NIH Federal Credit Union  
Phone: (301) 496-5050 
http://www.ors.od.nih.gov/pes/dats/transhare/Pages/transhare.aspx 

 
Training:  
 NIH Training Center 

https://trainingcenter.nih.gov 
 Learning Management System (LMS) Portal 

https://lms.learning.hhs.gov  
 Mandatory Security & Information Management Courses 

https://irtsectraining.nih.gov/ (with NIH 10 digit HHS ID #) 
https://irtsectraining.nih.gov/public.aspx  (public access) 

 



Life safety is a priority

NiCHD  
emergency preparedness and response 

Version 3.0

safety first…
1)  Learn about NICHD’s emergency plans. 

http://insider.nichd.nih.gov/safetysite

2)  Know the exit routes and evacuation plans for  
your building. 

3)  Know the location of fire extinguishers and  
medical kits.

4)  Make a list of important phone numbers. Keep a 
printed list at your desk and near other telephones.

5) Gather personal emergency supplies in a desk 
drawer. Store a flashlight, walking shoes, water 
bottle, and nonperishable food.

6)  To report an emergency, call 911 (on campus) or 
 9-911 (off campus).

emergency events Can Happen at 
any time. Do you Know What to Do? 

Deciding to Go or to Stay
1)  Gather information. Gather as much information 

as possible about the emergency using NICHD and 
NIH information sources, and public radio and 
television.

2)  Listen for instructions. Watch and listen for official 
instructions on whether to stay or go (check e-mail,  
audio alerts, phone calls, fire alarms, or verbal  
announcements).

3)  Follow instructions. If official instructions are  
provided, immediately follow them. 

4) Use your best judgment. In the absence of official  
instructions, make your decision on whether to go  
or stay. 

Deciding to Go = Evacuation 
A wide variety of emergencies, both man-made and 
natural, may require all or parts of NICHD facilities to 
be evacuated. In the event of immediate or suspected 
danger, you may be asked to promptly evacuate.

Building Evacuation 
During an emergency building evacuation, stay calm 
and follow the instructions below:

1)  Backup electronic files. If time allows, save 
electronic files to the network and turn off  
your computer. 

2)  Close all doors and windows but DO NOT lock. 

3)  Proceed to stairways in an orderly manner. Hold 
handrails and walk down the stairs. If you are 
unable to use the stairs, wait in the area of refuge 
for fire and rescue personnel or termination of the 
emergency. Each building has designated Aides to 
Individuals with Disabilities to provide assistance. 
Assist people with special needs. 

4)  DO NOT use the elevators unless instructed by fire 
or law enforcement personnel. If necessary,  
crawl under the smoke to breathe cleaner air. 

5)  Vacate the building. Immediately vacate the 
building as directed by the occupant evacuation 
team members and proceed to the assembly area. 

6)  Monitor the situation. Prepare to move further away 
from the building in case the incident expands. 

7) DO NOT re-enter the building until instructed. 
Remain in your assembly area until the Occupant 
Emergency Coordinator or fire/law enforcement 
officials communicates the “all clear” to re-enter.

NIH Campus Evacuation 
In the event that several buildings or the entire NIH 
campus should be evacuated, employees will be 
directed to leave the campus by the nearest exit. The 
following link provides a listing of evacuation exits: 
http://ser.ors.od.nih.gov/evacplan.htm

https://insider.nichd.nih.gov/services/safetysite/Pages/default.aspx
http://www.ors.od.nih.gov/maps/evac/Pages/Campus-Evacuation-Map.aspx


tHe Best proteCtioN is preparatioN Version 3.0

think safety–act safely

Deciding to Stay = Shelter-in-Place
In some emergencies, it is safer to stay inside your 
building. Should an emergency event occur during 
working hours, employees may be advised to shelter-
in-place. The term “shelter-in-place” means selecting a 
small, interior room, with no or few windows, and taking 
refuge there until an all-clear signal has been issued.

Shelter-in-Place
During a shelter-in-place event, stay calm and follow  
the instructions below:

1)  Back up electronic files. If time allows, save 
electronic files to the network and turn off  
your computer. 

2)  Seek shelter. If you are outdoors, immediately go  
inside the closest building.

3) Do not attempt to leave the building or campus to 
pick up children or other family members.

4) Close all windows and doors but DO NOT lock.

5) Listen for instructions on where to shelter. If 
instructed to shelter at your desk, stay in place. If 
instructed to go to a pre-determined sheltering area, 
go immediately. 

6)  Monitor the situation. Be on alert for further  
instructions.

7)  Minimize telephone use, including personal cell 
phones, unless you have an emergency in your  
shelter. This leaves the phones available for 
emergencies.

8) DO NOT leave the shelter area until instructed. 
Remain in your shelter location until the Occupant 
Emergency Coordinator or fire/law enforcement 
officials communicate the “all-clear” to leave.

Closure of NIH Facilities 
Before the Workday Begins 

If a weather-related or other emergency arises before the 
workday begins, the Office of Personnel Management 
(OPM) will provide an announcement regarding the 
operating status of the Federal Government to the media 
as early as possible. As soon as the status is determined, 
it will also be posted on the OPM web site:  
http://www.opm.gov/status/index.aspx

OPM’s Office of Communications also provides a  
recorded message on 202-606-1900. 

Closure of NIH Facilities During the Workday 

If severe weather conditions or other emergencies 
arise during the workday, OPM may authorize an 
early dismissal. If it becomes necessary to dismiss 
staff during the workday, the NIH Office of Human 
Resources (OHR) will notify staff of the decision as soon 
as possible. Staff members are not to rely on media 
announcements alone for early dismissal. 

Keeping Informed 
Have a battery-operated radio tuned to a local all-news 
or talk-radio station, such as:

1)  NIH emergency radio station 1660 AM

2) WTOP 107.7 FM or WTOP 1500 AM

important telephone Numbers: 
NIH Emergency Telephone Numbers

Police-Fire-Rescue-HAZMAT (on campus) ...........................911

Police-Fire-Rescue-HAZMAT (off campus) ....................... 9-911

Emergency Communications Center ....................301-496-5685

Emergency Maintenance Services ........................ 301-435-8000

NIH Non-Emergency Telephone Numbers

Fire Department ........................................................ 301-496-2372

Police Department ....................................................301-496-2387

Security & Emergency Response Services ...........301-496-6893

Division of Emergency Preparedness  
& Coordination ......................................................... 301-496-1985

Division of Occupational Health & Safety ...........301-496-2960

Division of Physical Security Management ......... 301-496-9109

http://www.opm.gov/policy-data-oversight/snow-dismissal-procedures/current-status/


Division of Intramural Research 
Orientation Fact Sheet 
General Information: 
 
Benefits: Civil Service employees who have questions regarding health insurance, life 

insurance, retirement or pay should contact the Human Resources Benefits 
Office at (301) 402-6516. Fellows, guest researchers or volunteers who have 
questions on health insurance should contact their Administrative Officer.  

 
Identification Card: All employees, fellows, guest researchers, volunteers and contractors are 

required to have a NIH identification card. The Administrative Office will ensure 
your profile is established and approved in the NIH Employee Directory (NED), 
in order to obtain your identification card from NIH ID Office when you arrive at 
the NIH campus to begin your appointment. 

 
 Your Administrative Officer will provide more detailed information on how to 

obtain your badge.  
 
 Contact your Lab/Branch Secretary for ID renewals or, if your card should be 

lost, stolen or broken. 
 
Important Contacts: The Lab/Branch Secretary, Timekeeper, Purchasing Agent and 

Administrative Officer are people who will assist you with administrative matters. 
 
Injuries at Work: If you are in an accident, injured at work, or exposed to hazardous materials, you 

must immediately report to your supervisor and then report to the Occupational 
Medical Service located in Building 10, 6th Floor Clinic (301-496-4411). If you are 
injured on a weekend, holiday or after work hours, report to Suburban Hospital. 

 
Leave: Civil Service employees and Commissioned Officers are entitled to earn 

annual leave (vacation) and sick leave. See your timekeeper for details. Leave 
for fellows needs to be discussed with your sponsor. 

 
 



 
Library Card: Access is given through NED and is coded on your NIH ID card. 
 
Manuscripts: All manuscripts and abstracts must be cleared through the Scientific 

Director prior to submission. Contact your Section Head or Lab/Branch 
Secretary for assistance with the MTRAC system.  

 
Parking: All vehicles using NIH parking facilities on the NIH campus must display a 

valid parking permit. Parking permits can be obtained from the NIH 
Parking Office, Building 31, Room 1A11. You must have your current 
vehicle registration card and driver’s license at the time of processing.  

 
Press Inquiries: If you receive an inquiry from the press, television, or anyone from Congress, 

take his or her name and telephone number and call the NICHD Office of 
Communication (OC) at (301) 496-5133. DO NOT PROVIDE ANY 
INFORMATION WITHOUT FIRST CONTACTING PIC.  

 
Procurement: To place an order for goods and services, the order must be entered into the 

POTS system and submitted to the Purchasing Agent through the Section 
Head. The enclosed brochure, Requesting Goods and Services at NIH, 
contains a reference guide on the exact procedures to be followed when 
ordering goods or services. THE PURCHASING AGENT IS THE ONLY 
PERSON AUTHORIZED TO PLACE AN ORDER TO OBLIGATE 
FEDERAL FUNDS UNLESS YOU ARE AN APPROVED IMPAC 
CARD HOLDER. DO NOT PLACE AN ORDER FOR GOODS AND 
SERVICES YOURSELF. IF YOU DO, IT IS CONSIDERED 
“UNAUTHORIZED” AND YOU WILL BE LIABLE FOR PAYMENT.  

 
Training: Training is available at government expense for work-related courses. If you 

are interested in training, see your Section Head or Administrative Officer to 
determine your eligibility. The Lab/Branch Secretary will complete the forms 
and forward them for approval. Never pay for a training class yourself 
or you will be personally liable for the cost.  

 
Travel: If you anticipate traveling to a meeting/conference, please contact your Lab/

Branch Secretary as soon as you know about the meeting/conference for 
guidance and governmental rules and regulations. DO NOT PAY FOR 
REGISTRATION FEES OR AIRFARE WITH PERSONAL FUNDS. All 
registration fees will be paid by your Purchasing Agent via his or her 
Government Purchase Card. See your Lab/Branch Secretary for guidance on 
these procedures. You must use the NIH Travel Management 
Contractor Agent for all lodging and airfare.  

 



ETHICAL AND REGULATORY ISSUES 
 

 
Conduct of Research: NIH policy requires that all primary data (notebooks, gel, photo-

graphs, etc.) be retained at the laboratory of origin for the active life of 
the project or at least 5 years. Investigators leaving NIH may copy, if 
necessary, but must leave the original in the laboratory. Refer to the bro-
chure Guidelines for the Conduct of Research in the Intramural Re-
search Program at NIH for additional information. 

Inventions: Should you develop something that appears to have a commercial value, 
it belongs to the government unless the government waives rights. A sig-
nificant portion of any royalties will go to the inventor. You should file 
an Invention Report, form PHS 6364. 

Material Transfer: When there is a transfer of proprietary items or information be-
tween NIH and an outside party (university, drug company), you must 
prepare a Material Transfer Agreement (MTA). This agreement defines 
the terms and conditions under which the recipients of materials (e.g. 
cell lines, clones, antibodies), provided by either source, may use the 
materials. For more detailed information see your Section Head or con-
tact Alan Hubbs at (240) 276-5530 or email at hubbsa@mail.nih.gov. 

Outside Work Activities: Advance administrative approval is required for any out-
side work or activity, whether or not you receive compensation and 
whether or not the activity is related to your official duties. These in-
clude, but are not limited to: teaching, lecturing, or speech making; 
professional and consultative services with outside organizations; pri-
vate medical and dental practice, consultative series relating to patient 
car; service on boards or committees; writing, editing, or publishing; 
and holding office in professional organizations or societies. Submit the 
request online as soon as possible, but no later than 8 weeks prior to the 
proposed start date. Even if plans are not final, submit the request as 
early as possible as late requests will not be approved. DO NOT perform 
an activity, or commit yourself to perform an activity, until approval has 
been secured. If you anticipate outside work, consult with your Section 
Head or Administrative Officer for additional information.  Forms and 
instructions are at https://ethics.od.nih.gov/topics/outside.htm. 

Research on Animals:   The Research Animal Management Branch (RAMB) provides animal research 
support services to NICHD investigators. Information sheets which provide general 
information on RAMB will be provided. For further information, contact Dr. Joseph 
Schech, Chief Veterinarian at (301) 496-9733. Training courses on the proper manage-
ment of research animals is mandatory for individuals authorized to conduct proce-
dures involving animals under Animal Study Proposals (ASP), 



 

 

 

 

We welcome any suggestions for additional information to be provided. Please call 
your Administrative Officer if there are any topics that were not covered and 
would be beneficial to others in the future. 

commonly referred to as animal protocols. This course is offered periodically. 
Contact (301) 496-5424 for course schedule or to register. This class is also 
available online. For more information go to: https://science.nichd.nih.gov/
confluence/display/ramb/Training+Courses 

Research on Human Subjects:   Any research involving human tissue of any sort, in-

cluding genetic material, cells or blood, or that involves interaction 
with human subjects, is subject to Federal regulations and NIH review. 
Contact the Clinical Director’s office at (301) 496-8368 for more infor-
mation on how to obtain clearance. 

Approval is needed and there is a form for almost EVE-
RYTHING!! 
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