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HARVARD LONGWOOD CAMPUS 

HARVARD ID APPLICATION  

Longwood	ID	Office																						ID	#	___	___	___	___	___	___	___	___	/___	issue	code				Hours	of	Operation	
677	Huntington	Ave								 																				Check all that apply	 	 														Mon‐Fri	8am	to	4pm	
Kresge,	Room	119	
Telephone	617‐432‐0389												 	HMS	 			 	HSPH	 			 HSDM	
	 	 	 	 	 	 	 	 	 	 	 	 	
Print Name: _______________________          ________________________          __________                               
                 (Last)                                                  (First)                                          (M.I) 
	

Department ________________________ 

Harvard Building _____________________________ 

Supervisor’s Name (print)_______________________ 

Supervisor’s Signature   ________________________ 

Supervisor’s Phone ___________________________ 

Status: (Check all that apply) 

Officer ___      Staff ___    LHT ___     Harvard Student ____ 

 

Do you work in a laboratory? 	 	Yes			 	No 
If yes, complete the steps provided on the back of this form 

Non-laboratory staff will review a “Right-to-Know” video at the Harvard Longwood ID Office and document this review below. 
 

Watched “RIGHT-TO-KNOW” video 

Signature ____________________ Date _______________ 

Special notice to all Harvard Employees regarding laboratory animals 

The Harvard Longwood Campus is a research facility with certain inherent risks. Working with Laboratory animals has risks. In addition to causing bacterial infection 

from bites and scratches, some animals carry  infectious agents that can be fatal to humans. Exposure to animals can also cause allergic rhinitis, asthma, or allergic 

reactions. YOU SHOULD NOT TOUCH, TRANSPORT OR CARRY ANIMALS OR THEIR CAGES, FOOD, REFUSE, BEDDING, ETC. UNLESS YOU HAVE HAD THE ADDITIONAL 

SPECIALIZED TRAINING AND AUTHORIZATION. If your job requires you to work with or come in contact with animals or animal materials, you must be covered under 

your institutional Occupational Health Program. In addition, the nature of your job may necessitate vaccinations or medical surveillance or both. 

 

Research animals require special handling practices to protect them from human disease and to protect humans from potential animal‐borne diseases.  If your  job 

requires you to work with or come in contact with animals or animal materials, you must attend required training for the humane care and use of laboratory animals 

Please refer to the IACUC website: http://www.hms.harvard.edu/orsp/animal.html or contact iacuc@hms.harvard.edu for access information to the AALAS Learning 

Library.  You may  also  contact  the  training  staff  at  the Harvard Center  for Comparative Medicine  at HCCMtraining@hms.harvard.edu  for  guidance on necessary 

training.  
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Longwood Laboratory Personnel Identification (ID) Process 

 
This handout explains how laboratory staff working in the Harvard Longwood area obtain a permanent 
Harvard Identification (ID) card and access required Environmental Health & Safety (EH&S) training within 
the EH&S Training Management System (TMS).  Temporary Harvard ID cards may also be issued by the 
Longwood ID Office but cannot be used for TMS.  These temporary Harvard ID cards will not have your 
permanent Harvard ID number on them. 
 
 

1. Obtain a Harvard ID Number 
If you are a Harvard faculty appointment, a staff member, or a student and just do not know your Harvard ID 
number, ensure that you have submitted all paperwork required for a permanent Harvard ID number to 
your local Human Resources (HR) representative or Registrar (for students) so they provide you with your 
Harvard ID number.  You will then need to obtain a Harvard PIN (http://www.pin.harvard.edu/).   
 
If you work in lab in a Harvard building (affiliates, tenants), apply at the Longwood ID Office for a Harvard 
Special ID number.  You will then need to obtain a Harvard PIN (http://www.pin.harvard.edu/). 
 
(Note: If you are not a Harvard faculty appointment, a staff member, or a student or do not have a 
Harvard Special ID, then obtain an XID (https://xid.harvard.edu/xid-apps/ss_menu.jsp). Do not obtain an 
XID if you are eligible for and will eventually be issued a permanent Harvard ID or Special ID. Please 
contact your local HR office or supervisory staff, as some departments have established internal processes 
for obtaining XIDs and these processes need to be followed.)  
 
 

2. Check that you have been entered into a lab roster in TMS 
Once you have a permanent Harvard ID number or a Harvard Special ID (or an XID only if you are not a 
Harvard faculty appointment, a staff member or a student), ask your Principal Investigator (PI) or designee 
to add you to her/his laboratory roster and assign the appropriate EH&S training requirements.   
 
 

3. Log into TMS to take the EH&S training required by your PI 
Once your PI or designee has added you to the TMS roster for your lab, you will receive an email from TMS 
indicating that you are registered in the system.  This email will provide instructions on how to log into TMS 
and start your EH&S training.     

Alternately, you can directly access TMS by clicking on the icon  at http://www.ehs.harvard.edu/training.   
 
If you haven’t been added to a TMS roster, but attempt to log into TMS, you will receive the message, “your 
account has not been configured to use this application”.  Please contact your PI or designee to confirm that 
you have been added to a TMS roster.   
 
 

4. Get your permanent Harvard ID card at the Longwood ID Office 
The Longwood ID Office will check the status of your required EH&S training and then issue your permanent 
Harvard ID card. 
 
For more information, view the EH&S Training page at: http://www.ehs.harvard.edu/training. 
If you have any more questions, please contact the Longwood EH&S Office at 617-432-1720 or the Longwood 
ID Office at 617-432-0389.  
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