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Introduction

Welcome to the LEF (Laboratoire d’Ecologie Fonctionnelle) of the University of Neuchdtell We are
delighted to have you as part of our team. This handbook' is intended to represent our vision for
how the lab should function and to complement existing UniNE policies. Upon joining the lab, all lab
members are required to read the lab manual and sign a form indicating that they have done so.
We expect that more information will be added, and some sections will be revised as the lab grows
and develops. If you have any comments or suggestions regarding the contents of this manual,
please tell us (sergio.rasmann@unine.ch).

1. Lab Mission and Objectives

Our mission is to understand how plants, mostly, but animals and microbes too, interact with their
(a)biotic environment in order to find ways to better preserve and protect the natural world. For
interacting with their environment, plants produce and release a plethora of specialized molecules,
both above and below ground. By studying these chemical signatures governing community
assembly and ecosystem dynamics, our objective is to address several unanswered questions
relating to:

e Ecology and evolution of species interaction, with a strong emphasis on plant-herbivore-
predator-microbe interaction, community ecology along climatic gradients, and eco-
metabolomics research

e Soail sciences, including aspects of soil formation, soil ecology, humus forms, soil biota and
soil organic matter formation and recycling

e Agroecology, particularly focusing on pest control through plant defence mechanisms and
plant-microbe interactions. In addition, our laboratory has built an international partnership
with the Institute of Environmental Processes and Pollution Control (Jiangnan University,
China) to address the beneficial effects of engineered nanoparticles on crop yield and pest
control

e Conservation biology, particularly focusing on conservation approaches that combine
monitoring and species interactions. This handbook serves as a valuable resource to ensure
your safety, success, and adherence to ethical practices while conducting fieldwork.

Note : this document was written based on previous resources, including handbooks produced by the Whitaker Lab at the Turing Institute ( ), and the Aly Lab at Columbia University
( ), and the article by
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2. Lab Organization and Structure

Big Picture

Science is hard. But it’s also fun. At LEF, we want to make sure that everyone experiences a positive,
engaging, hostility-free, challenging, and rewarding lab environment. To maintain that
environment, we all have to do a few things.

Pursue your passions wholeheartedly, put in the effort, and take pride in your work!

As scientists, take your time to think, plan, and execute your research. Double and triple-
check your work. Seek assistance from others if needed and be open to feedback on your
code or data. Mistakes can happen, but they should not result from carelessness or haste.

If you do make a mistake, be transparent and inform your collaborators promptly, especially
if the results have been seen or if the paper is in preparation, submitted, or accepted.
Acknowledge errors, correct them, and move forward.

Our goalis to publish papers and achieve great outcomes, but we must do so with integrity.
Plagiarism, data manipulation, fabricating data, omitting data, or altering results are
unacceptable. Science is about uncovering the truth, and all results, including null and
unexpected findings, are valuable. Academic misconduct will not be tolerated.

Foster a supportive environment within the lab. Offer help to fellow lab members even if
you're not directly involved in their projects and provide a listening ear when needed.
Science is collaborative, not competitive. By supporting others, you can expect the same
support when you need it.

Show respect to your fellow lab-mates. Value their strengths and weaknesses, acknowledge
their need for quiet or support, and respect their cultural, religious, and personal beliefs, as
well as their sexual orientation.

Don't hesitate to seek assistance if you're facing challenges. Reach out to someone if you
need help. Your well-being and happiness are paramount, and the lab prioritizes the welfare
of all members. It's normal to encounter difficult times, but you should never feel reluctant
to ask for help or share your concerns.

Address any tension or hostility within the lab immediately. A comfortable and respectful
environment is essential for thriving. Rudeness and disrespect are not acceptable and will
not be tolerated. If you're uncomfortable confronting the person involved, inform the Pl. In
any case, speak to somebody about the issue.

If you have more serious concerns, please contact HR or contact the “Mediation”
department (https://www.unine.ch/conflits’/home/moyens-a-disposition/mediation.html).

Stay updated on the latest research by using RSS feeds or checking the journal table of
contents regularly. Consider following scientists in your field on Twitter for additional
insights.

Embrace the lab philosophy: "We like to do good science and have fun, at the same time
but also separately.” Remember to maintain a life outside of the lab, prioritize your mental
and physical well-being, and never feel guilty for taking time off work.

unlne. v. March 25 (S. Rasmann)

Université de Neuchétel



Small Picture
There are a few day-to-day things to keep in mind to keep the lab running smoothly.

If you're sick, stay home and take care of yourself. Because you need it. If you're sick,
reschedule your meetings and participants for the day (or the next couple of days) as soon
as you can.

You aren’t expected to come into the lab on weekends and holidays, and you aren’t
expected to stay late at night. You are expected to get your work done (whatever time of
day you like to do it). If you need to come during the weekend or at night to work on specific
projects, please ask Sergio for authorization.

participate as much as you as you can to the institute activities (weekly seminars, doctoral
school, festivities, ...).

Show up to your meetings and show up to lab meetings. You do not have to be in at 8 am
every day - just show up for your commitments and work the hours you need to work to get
stuff done. (Note: The lab manager and technicians are expected to keep more regular
hours than other lab members).

If you're the last one leaving for the day, make sure the different doors of the labs are closed
and locked (if no one is inside), and turn off the lights.

Keep the office tidy. Eating in the office is fine, but clean up food waste, crumbs, and spills.
Help clean the common eating areq, even if it is not your dirt!

Principal Investigator
All of the above, and | promise to also...

be committed to supporting you in various aspects, including scientific, emotional, and
financial support.

You can expect timely and constructive feedback on all aspects of your research, including
project ideas, conference materials, manuscripts, figures, and grant proposals.

| will be accessible to you in person and via email regularly, and we will have scheduled
meetings to discuss your research progress and any other topics you'd like to address.

I will share my insights on the direction of the lab and the field, providing valuable tips for
excelling in academia.

Your career development is important to me. | will facilitate your connections with other
researchers, promote your work in talks, write strong recommendation letters, and
encourage your attendance at conferences as much as our financial resources allow.

Preparing for the next stage of your career, be it a post-doc, faculty position, or non-
academic jobs, will be a priority, and | will provide guidance and support throughout this
process.

Your emotional and physical well-being is a top concern, and | will pricritize taking care of
you above dll else.
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Lecturer
All of the above, and | promise to also...

Develop innovative research and engage in applying for grants as a complement to the
UniNE financial support.

Support and accompany postdocs and PhD students in the in-depth analysis of their
scientific projects from a critical and creative perspective. | will help you implement your
research and its promotion (scientific publications, oral and poster presentations, job
applications, etc.).

Supervise and accompany master, bachelor and high-school students in all the steps of a
scientific project to encourage their future as researchers.

Promote high-quality teaching in ex-cathedra and practical courses in bachelor's and
master's. | will transfer my knowledge and experience as on-the-job training for PhD and
student assistants.

Ensure knowledge transfer to the society: general public, stakeholders and managers at
the regional and international scales.

Assist with administrative tasks: updating the lab's website and mailing lists, managing the
compactus, organising teaching assistants, etc. | am also part of the first aiders.

Lab Managers, technicians, and apprentices
All of the above, and you will also be expected to...

Help new lab members adjust to the lab by answering whatever questions they have that
you can answer. If you can’t answer, direct their questions to Claire or Sergio.

Maintain protocols for the lab (writing them, renewing them), archived old consent forms,
and kept any required paperwork up to date and organized.

Oversee the hiring, scheduling, and training of apprentices.
Give new lab members access to the lab after training.
Assist lab members with data collection.

Be in the lab on a regular basis.

If you are a full- (or part)-time research staff but not a lab manager, then only some of the
above may apply to you. Your research responsibilities will be similar to graduate students
and lab managers, but your administrative duties may be different. Talk to Sergio so you
can be sure you understand your responsibilities.

Post-Docs
In addition to the expectations mentioned above, as a post-doctoral member of the lab, you will

also be expected to:

Develop your own independent line of research, demonstrating your capacity for original
and innovative scientific exploration.

Assist in training and mentoring students in the lab, both undergraduate and graduate,
when they seek guidance or when | request your help in their development.
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Present your research at lab meetings, or at other labs if invited, and actively participate in
conferences to share your work with the scientific community.

Engage in applying for grants, even though | will ensure your financial support for at least
one year. Gaining experience in grant writing will be valuable for your future career, and
successful grants will benefit not only yourself but also free up funds for the entire lab.

Prepare for potential job opportunities, whether academic or non-academic, starting no
later than the beginning of your 4th year of post-doc. If you are considering a career outside
academia, | encourage you to have open discussions with me on how to best prepare for
your desired path.

Challenge your Pl when you believe he/she is mistaken or when you have a different
perspective. Embrace the opportunity to share your unique expertise with the rest of the lab,
fostering an intellectually stimulating environment for all. Your diverse insights contribute to
the lab's growth and success.

Graduate (PhD) Students

For graduate students in the lab, in addition to the expectations mentioned above, you will also be

expected to:

Develop your dissertation research, which should consist of at least three substantial
experiments aimed at addressing a significant, big-picture research question.

Assist in mentoring undergraduate students in the lab when they seek guidance, or as
requested by your supervisor. You can involve undergraduates in data collection to provide
them with valuable research experience.

Contribution to teaching if you are a TA is mandatory, but | strongly encourage all PhD
students to contribute some of their time to teaching and supervision.

Present your research findings at departmental events (i.e., doctoral school), as well as at
other labs if invited, and actively participate in conferences to share your work with the
broader scientific community.

Consider your career aspirations, whether it's pursuing academia (in research or teaching),
industry, science writing, or any other field. Have open discussions with Sergio or your direct
supervisor, to ensure that you receive the appropriate training and support to achieve your
career goals.

Be mindful of all deadlines regarding the doctoral school, and keep the Plinformed of these
milestones.

Prioritize your research work, as your dissertation and research are essential for obtaining
your Ph.D. and preparing you for the next phase of your career. While coursework and
training are important, your research is a primary focus for achieving your academic and
professional objectives.

Join the doctoral school: and actively participate in it.
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Master and bachelor students
All of the above, and you will also be expected to...

e Develop your project, mostly in collaboration with other more senior members of the lab.

e Develop your weekly schedule by talking to your mentor. You should be coming in every
week, and scheduling enough time to get your work done.

e You should also attend lab meetings when your schedule permits, present at one of these
lab meetings, and generadlly, be present in the lab for work as well as social activities.

e Develop autonomy and be proactive, both in the field and in the lab (see “Check list for
starting your master thesis”.

3. Code of Conduct

Essential Policies

The lab, in alignment with Neuchdtel University policies, maintains a commitment to providing a
harassment-free and inclusive environment for all members. Discrimination or harassment based
on gender, gender identity and expression, sexual orientation, disability, physical appearance, body
size, race, or religion will not be tolerated. Acts such as intimidation, stalking, unwanted
photography, inappropriate physical contact, and unwelcome sexual attention are strictly
prohibited. In case of harassment, promptly inform the PI, or if Pl is involved, reach out to the
department chair or another trusted faculty member.

Scientific Integrity

The lab upholds the highest standards of research integrity and is firm against any form of
misconduct, including fabrication, falsification, and plagiarism. Research misconduct not only
jeopardizes one's career but also undermines the integrity of the scientific field. Our ultimate goal is
to seek truth and advance our understanding of nature and natural processes. Misconduct is never
justified and should never be pursued.

Authorship

Like most labs, we follow the APA guidelines with respect to authorship: "Authorship credit should
reflect the individual's contribution to the study. An author is considered anyone involved with initial
research design, data collection and analysis, manuscript drafting, and final approval. However,
the following do not necessarily qualify for authorship: providing funding or resources, mentorship,
or contributing research but not helping with the publication itself. The primary author assumes
responsibility for the publication, ensuring that the data are accurate, that all deserving authors
have been credited, that all authors have given their approval to the final draft; and handles
responses to inquiries after the manuscript is published.”

At the start of a new project, the student or post-doc taking on the lead role can expect to be first
author (talk to the Pl about it if you aren’t sure). The Pl will typically be the last author unless the
project is primarily under the guidance of another Pl. Students and post-docs who help over the
course of the project may be added to the author list depending on their contribution, and their
placement will be discussed with all parties involved in the paper. If a student or post-doc takes on
a project but subsequently hands it off to another student or post-doc, they will most likely lose first-
authorship to that student or post-doc, unless co-first-authorship is appropriate. All of these issues
will be discussed openly, and you should feel free to bring them up if you are not sure of your
authorship status or want to challenge it.
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For old projects, if a student or post-doc collects a dataset but does not completely analyse it or
write it up within 2 years after the end of data collection, the Pl will re-assign the project (if
appropriate) to another person to expedite publication. If a student or post-doc voluntarily
relinquishes their rights to the project prior to the 2-year window, the Pl will also re-assign the project
to another individual. This policy is here to prevent data (especially expensive data) from remaining
unpublished but is meant to give priority to the person who collected the data initially.

4. Lab resources

E-mail
We have a lab listserv for sending e-maiils to the entire lab. Contact Claire Le Bayon to get added
to the lab listserv.

Email to the whole lab (Liste LEF): Labo.L EF@unine.ch

Lab webpage

The LEF organises a Webpage (www.unine.ch/lef) where most of the general information, including
lab-member’s personal information is stored and visible to the public. Please, contact Claire to
update your profile.

Internal drive

The lab has a shared Drive (/BIOL_LEF) that is used to store data, documents and files for general
lab use. Contact the lab manager when you want to add something to this internal drive and see
here for accessing the server:

https://mydoc.unine.ch/fr/Base_De_Conndissances/ConnecterUnLecteurReseau

https://docs.google.com/presentation/d/12c_2ygEdwMoTIEg952foQdEIPkIRAeZC/edit#slide=id.p1

GitHub (TBD)

The lab’s GitHub (https://github.com/orgs/LEF-UNINE/dashboard) should be used to share code,
stimuli, and data with the world. Only share data after you've spoken to Sergio (we don’t want to
share the data too soon, before you've had a chance to look at it thoroughly yourself). When you
share code, make sure it’s flawless, because we don’t want to distribute buggy code to the world!
Have other lab members check it if possible. Ask the lab manager to get access to the lab’s GitHub.

Google account
The lab has a google account, particularly meant for teaching purposes:
ecologiefonctionnelle@gmail.com (password: functionalecology2015%*)

5. Lab Rules and Policies

General Policies

Hours

Being in lab is a good way of learning from others, helping others, building camaraderie, having fast
and easy access to resources (and people) you need, and being relatively free from distractions at
home. That said, hours in academia are more flexible than other jobs - but you should still treat it as
a real job! Our primary concern is that you get your work done, so if you find that you are more

unlne. v. March 25 (S. Rasmann)

Université de Neuchétel


mailto:Labo.LEF@unine.ch
http://www.unine.ch/lef
https://mydoc.unine.ch/fr/Base_De_Connaissances/ConnecterUnLecteurReseau
https://docs.google.com/presentation/d/12c_2yqEdwMoTIEq952foQdElPkIRAeZC/edit#slide=id.p1
mailto:ecologiefonctionnelle@gmail.com

productive at home (lab-mates can be chatty sometimes), feel free to work at home occasionally.
The only exception to this is lab managers and apprentices, who must keep more regular hours.

NOTE: Although | (Sergio) sometimes work weekends or in the evenings, | try to only do that when
necessary. Please respect that by making sure to give me enough heads-up about impending
deadlines so that | can get things done for you (e.g., write letters of recommendation, give feedback
on manuscripts, ... see below) while maintaining my work/life balance.

Meetings
Weekly Lab Meetings

The schedule is regularly updated here

Weekly lab meetings (~1-1.5 hours each) are meant to be a forum for trainees to present project
ideas and/or data to get feedback from the rest of the group. Projects at any level of completion
(or even not yet started!) can benefit from being presented. These lab meetings can also be used
to talk about methods, statistical analyses, new papers, and career development. For paper
discussions, everyone must come to lab meeting having read the paper and prepared with
comments and questions to contribute. Some weeks we may explore a particular issue and have
people read different papers - in that case, come to lab meeting having read your paper and be
prepared to summarize it for the group. Each trainee (RA, students, post-docs) is expected to
present at least once every semester. These meetings are informal, and you can do what you wish
with your slot - just be prepared to contribute something substantive. Lab members are also
expected to attend every meeting. Undergraduate students are encouraged to attend as often as
possible (assuming it fits in their course schedule).

Annual appraisal Meetings
Once a “normal” year, we will set a schedule for a one-on-one meeting with Sergio, in order to
discuss in depth, the advancements and projections of each lab member.

Deadlines

One way of maintaining sanity in the academic work is to be as organized as possible. This is
essential because disorganization doesn’t just hurt you, it hurts your collaborators and people
whose help you need. When it comes to deadlines, tell your collaborators as soon as you know when

a deadline is, and make sure they are aware of it the closer it gets.

Give the Pl at least one week’s notice to do something with a hard deadline that doesn'’t require a
lot of time (e.g., reading/commenting on conference abstracts, filling out paperwork, etc).

Give Pl at least two weeks' notice (preferably more) to do something with a hard deadline that
requires a moderate amount of time (e.g., a letter of recommendation).

If you want feedback on research and teaching statements, or other work that requires multiple
back-and-forth interactions between you and the Pl before a hard deadline, give as much time as
you can; at the very least three weeks.

For manuscript submissions and revisions (i.e., which either have no deadline at all or only a weak
deadline), send drafts as soon as you have them, and bug the Pl to give you feedback if you don't
have a response within three weeks.

Presentations
Learning to present your research is important. Very few people will read your papers carefully (sad,
but true) but you can reach a lot of people at conference talks and posters. Also, if you plan on
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staying in academia, getting a post-doc position and getting a faculty position both significantly
depend on your ability to present your data. Even if you want to leave academia, presentations are
likely to be an important part of your job. Additionally, every time you present your work, you are
representing not just yourself but the entire lab.

It is therefore highly encouraged that you seek out opportunities to present your research. If you are
going to give a presentation (a poster or a talk), be prepared to give a practice presentation to the
lab at least one week ahead of time (two weeks or more are advisable for conference presentations,
and many weeks ahead of time are advisable for job talks, which require much refining). Practice
talks will help you feel comfortable with your presentation, and will also allow you to get feedback
from the lab and implement those changes well in advance of your real presentation.

Recommendation Letters

Letters of recommendation are extremely important for getting new positions and grants. You can
count on Sergio (or any of your direct supervisor in the lab) to write you a letter if you have been in
the lab for at least one year (exceptions can be made if students or post-docs are applying for
fellowships shortly after starting in the lab).

If you need a letter, notify the Pl as soon as possible with the deadline, your CV, and any relevant
instructions for the content of the letter. If the letter is for a grant, also include your specific aims. If
the letter is for a faculty position, also include your research and teaching statements. In some cases
(especially if short notice is given), you may also be asked to submit a draft of a letter.

6. Data Management

Storing Active Datasets

In-silico storage
Lab data can be stored in one of four places:

1. Your computer (lab desktop or personal laptop)

2. Anexternal hard drive or cloud storage

3. Archive 1-for genomic data (smb://vert/BIOL_LEF_OMICS_DB)

4. Archive 2 - for (mostly) metabolomics data (smb://vert/BIOL_LEF_STOCKAGE)

Physical storage

Physical samples (soil, dried leaves, insects, ...) should be stored tidily in cardboard boxes labelled
with your name, sample type, date, and, ideally containing a metadata sheet. These boxes should
be stored in the underground rooms, and ideally, disposed of after publication. Please, limit the
storage of samples in the office rooms.

Archiving Inactive Datasets

Before you leave, or upon completion of a project, you must archive old datasets and back them
up. This should be done in a number of ways. First, you are responsible for backing up your data
continuously, on the external hard drive. Second, upon submitting a paper to a journal, all datasets
and codes must be publicly shared. This can be done on GitHub, or other platforms (e.g. Driad,
Figshare,...). Finally, after a project is completed and the paper is published in a peer-reviewed
journal, move the project to the archive on the server.

Open Science
We're all for open science, so lab members are encouraged (well, required) to share their code and
data with others, whether they are in the lab or outside of it. Within the lab, you can share your code
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and data whenever you like. But do not share your code or data with the outside world until you
think (and Sergio agrees) that the lab has finished working with it. This gives us an opportunity to
work with the data to meet our needs (including grant needs!) before releasing it for other people
to use. Generally, we will make our data and code publicly available simultaneously with the
submission of the paper to a peer-reviewed journal (exceptions might be made if work on the
dataset is ongoing for a different paper). Currently, the best option for sharing smaller datasets is
by using the smb://vert/... folders.

7. Funding

The LEF has been supported by funds from SNSF, EU, and private foundations, as well as start-up
funds, and internal grants from UniNE. If you need to buy something or must charge a grant for
something (e.g., reimbursements), let the Pl know and she will oversee the process.

8. Safety Rules and Procedures

Laboratory

For all safety rules applying to laboratory work, please refer to the document Consignes de
laboratoire du LEF (FRA) edited by Amandine Pillonel.

Fieldwork
For all safety rules applying to field work, please refer to the document Travail de terrain - Rappels
(ENG) (v. 2025, edited by Amandine Pillonel, Sarah Miéville, and Claire Le Bayon)

Q. Equipment and Instrumentation

Equipment list and reservation system
The list of all material, laboratory space, machines and equipment is available on the Clustermarket
website https://app.clustermarket.com/login .

To obtain access to this service, please ask Matthieu Bueche (matthieu.bueche@unine.ch) for an
invitation, and a brief introduction on how to make a space or equipment reservation.

You must reserve everything in advance before starting your laboratory of field experiments!

Proper Use and Maintenance of EqQuipment

Needless to say, everything you will use from the lab (from a field shovel to the granulometer) will
be given to you clean and ready to use. We thus expect that you will also leave your working space,
hoods, material, and equipment as you have found them, spotless and ready to use for the next
user.

Lab Maintenance and Upkeep (lab clean-up days)

Once or twice a year, the LEF organises a lab clean-up day, in which the entire lab will be cleaned
from top to bottom, old material, and old orphan samples will be thrown away, and some
restructuration will occur. Everybody in the lab at that time should come and help.
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l, have read and understood this document.

Date:

Signature:

Enjoy your stay at LEF!

Sergio Rasmann
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