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Access to animal records and record retention - Rodents 

Maintenance, access, and retention of laboratory animal records is an important regulatory 
requirement. 

CCAC guidelines: Husbandry of animals in science (March 2017) Guideline 11 
states that “Records appropriate to the species and animal-based procedures 
must be accessible”.  

“Records must be complete and in a format that is easily accessible for the 
veterinarian, veterinary or animal care personnel, the ACC, or any other 
applicable responsible party to review.” 

CCAC guidelines: Identification of scientific endpoints, humane intervention 
points, and cumulative endpoints (March 2022) state that “Every animal’s 
status should be recorded each time it is assessed (according to the scoring 
sheet, checklist, medical file, or other tool approved by the animal care 
committee). These records must be available to all relevant stakeholders (e.g., 
veterinarians, animal health technicians, facility managers, scientific team 
members.” 

This document outlines the record keeping practices in the Comparative Medicine & Animal 
Resources Centre (CMARC). 

https://ccac.ca/Documents/Standards/Guidelines/CCAC-guidelines-on-husbandry-of-animals-in-science.pdf
https://ccac.ca/Documents/Standards/Guidelines/CCAC_guidelines_scientific_endpoints.pdf
https://ccac.ca/Documents/Standards/Guidelines/CCAC_guidelines_scientific_endpoints.pdf


 

 

Access to health records 

Active veterinary clinical cases are held in a centralized, accessible location (room, suite, or 
adjacent corridor), both in the animal facility and Alternate Laboratory for Procedures and 
Housing of Animals (ALPHA) housing areas. 

Maintenance and retention of medical records is the responsibility of the CMARC Veterinary 
Care group. 

Access to endpoint information 

Twenty-one tablet terminals installed across all CMARC animal facilities grant all users and 
staff easy access to McGill’s Animal Management System (AMS) software and all Animal Use 
Protocol (AUP) information, including endpoints. 

Tracking of animal numbers, including breeding animals 

Tablet terminals and cage card printing stations in all CMARC animal facilities allow all new 
animals to be added to the AMS Experimental Module for accurate, real-time tracking of 
animal numbers. This transition will result in more extensive and complete animal records 
and the possibility of the eventual use of the Colony Management and Breeding features of 
AMS. 

Training and technical support will be available to researchers to facilitate this transition. 

Access to experimental records 

Experimental records can include cage cards, logs, notebooks, digital files, etc.  

All necessary cage cards are provided by CMARC.  

When multiple cards are present 15-mm binder clips can be used to secure the cards to the 
cage card holder. However, care must be taken to ensure that the AMS barcode is not 
obstructed. 

Record retention 

Retention of records is important for research accountability. 

It is the responsibility of the investigator to maintain and retain experimental records onsite. 

Once animals are euthanized, records should be kept for a minimum of 1 year.  

Records must be made available to the veterinarian, veterinary or animal care personnel, 
the Animal Care Committee (ACC), or any other applicable responsible party to review if 
needed.  



 

 

Procedure card  
This card is used to record procedures that can be detrimental over time or that may have an 
impact on the health and wellbeing of animals.  

CCAC guidelines: Husbandry of animals in science (March 2017) 

A single card can be used to record procedures for all the animals within the cage. However, 
the animal IDs must be specified when only some of the animals within the cage have 
undergone the procedure.  

The dates for the procedures can be entered as a range to avoid multiplying similar entries. 
For example, if administering a drug once a day over a 5-day period, record the start and end 
dates on one line. Be sure to include the frequency of the procedure, e.g., daily, every other 
day, weekly. 

This card must remain on the cage until all the animals within the cage are euthanized.   

Procedure cards should be kept for a minimum of 1 year after animals are euthanized.  

Procedures to be recorded on this card include, but are not limited to: 

• Substance administration (injections, infusions, gavage, etc.) 
• Anesthesia 
• Surgery (details of anesthesia, analgesia, monitoring are recorded on the surgery 

card) 
• Imaging 
• Blood or tissue collection: genotyping (except by ear punch), biopsy, swab 
• Irradiation 
• Special water/food administration 
• Water/food regulation: deprivation or restriction  
• Exposure: noise, variation of temperature, hypoxia/hyperoxia 
• Administration of infectious or hazardous agents 

 



 

 

Surgery card  
Records must be kept for anesthesia, analgesia, surgery, and postoperative care including 
the type, dosage, site and route of anesthetics, analgesics, or sedatives. 

CCAC guidelines: Husbandry of animals in science (March 2017) 

The surgery card has been slightly modified so that it can be used as the surgical record. All 
sections should be filled. 

A single card can be used to record procedures for all the animals within the cage if all 
animals underwent the same procedure on the same day. 

This card is to remain on the cage until sutures/clips are removed, or for a minimum of 10 
days, and all the animals have fully recovered from the surgical procedure.  

Surgery cards should be kept for a minimum of 1 year after animals are euthanized.  

The surgery type, e.g., tumor resection, must also be recorded on the Procedure Card.  



 

 

Special food/Special water card 

These cards identify cages of animals receiving non-standard diets or water, e.g., high fat 
diet or antibiotics in the drinking water, as described in the approved AUP.  

It is important that all sections of the card be filled and that the cage card be placed in front 
of all other cards to avoid any errors during routine husbandry. 

When animal monitoring is required in the AUP, i.e., if the special food/water may cause 
adverse effects, monitoring logs must be available at the room level.  

Logs can be kept in books, on paper, or in an electronic document. The log format is selected 
by the researcher to suit the needs of each experiment, there is no standard template. 
Physical records (paper, books) should be kept in the animal room or suite. Electronic 
documents should be shared, in real-time, with relevant parties via a link or QR code. 
Guidance can be provided on secure sharing of these files. 

The card can be removed once the special food/water administration has ended. 

The provision of non-standard food or water, and the period of administration, must also be 
recorded on the Procedure Card. It is not necessary to retain this card once the information 
has been recorded on the Procedure Card. 

 

 



 

 

 

Food/Water restriction card (new) 

This card identifies cages of animals on continuous food or water restriction, i.e., not 
receiving ad libitum food or water, as described in the approved AUP.  

Food/water restricted animals are usually part of behavior experiments where food or water 
is provided in controlled amounts by the researcher as a motivational tool.  

It is important that all sections of the card be filled and that the cage card be placed in front 
of all other cards to avoid any errors during routine husbandry. 

All monitoring logs where body weight, body condition scoring, or hydration status are 
recorded must be available at the room level.  

Logs can be kept in books, on paper, or in an electronic document. The log format is selected 
by the researcher to suit the needs of each experiment, there is no standard template. 
Physical records (paper, books) should be kept in the animal room or suite. Electronic 
documents should be shared, in real-time, with relevant parties via a link or QR code. 
Guidance can be provided on secure sharing of these files. 

The card can be removed once the food/water restriction has ended. 

Restriction of food or water, and the period of restriction, must also be recorded on the 
Procedure Card. It is not necessary to retain this card once the information has been 
recorded on the Procedure Card. 

 

 



 

 

Food/Water restriction log 

This log is used in conjunction with the Food/Water restriction card to document the daily 
provision of food/water by research staff. This is separate from the monitoring log. 

This log should be kept within the animal housing room until the end of the experiment. 

 



 

 

Food/Water deprivation cards 

This card identifies cages of animals being temporarily deprived of ad libitum food or water 
for short periods, e.g., fasting, as described in the approved AUP.  

It is important that all sections of the card be filled and that the cage card be placed in front 
of all other cards to avoid any errors during routine husbandry. 

When animal monitoring is required in the AUP, i.e., if the food/water deprivation may cause 
adverse effects, monitoring logs must be available at the room level.  

Logs can be kept in books, on paper, or in an electronic document. The log format is selected 
by the researcher to suit the needs of each experiment, there is no standard template. 
Physical records (paper, books) should be kept in the animal room or suite. Electronic 
documents should be shared, in real-time, with relevant parties via a link or QR code. 
Guidance can be provided on secure sharing of these files. 

The card can be removed once the food/water deprivation has ended. 

Deprivation of food or water, and the period of deprivation, must also be recorded on the 
Procedure Card. It is not necessary to retain this card once the information has been 
recorded on the Procedure Card. 

 

 



 

 

Chemical hazards card 

This card signals cages of animals that have been treated with chemical hazards as 
described in the approved AUP.  

A single card can be used to record procedures for all the animals within the cage if all 
animals receive the same treatment on the same date. 

This card is to remain on the cage until all the animals within the cage that have been 
administered the chemical hazard are no longer considered hazardous as per the approved 
AUP.  

The administration of the substance, e.g., tamoxifen IP injection, must also be recorded on 
the Procedure Card. It is not necessary to retain this card once the information has been 
recorded on the Procedure Card. 

 

 

 



 

 

Biological hazards card 

This card signals cages of animals having received a biological hazard, e.g., a bacteria or 
virus, as described in the approved AUP. 

A single card can be used to record procedures for all the animals within the cage if all 
animals receive the same agent on the same date. 

This card is to remain on the cage until all the animals within the cage that have been 
administered the biological hazard are euthanized.  

The administration of the substance, e.g., LCMV IP injection, must also be recorded on the 
Procedure Card. It is not necessary to retain this card once the information has been 
recorded on the Procedure Card. 

 

 

 

Found dead card 

This card is used by CMARC staff to inform investigators of animals found dead or humanely 
euthanized by Veterinary Care personnel. 

The card can be removed once you have taken note of the animal found dead/euthanized. 

 

 

 



 

 

Humane Intervention Monitoring Log 

This log is used to record the monitoring of animals in experiments where severe, acute clinical signs may be 
expected, and close monitoring is required, e.g., infection models.  

The log is prepared by the Facility Animal Care Committee (FACC) at the time of AUP approval and contains 
the information provided and approved in the AUP. Monitoring frequency and general condition of the animal 
are recorded by the researcher.  

This log should be kept within the animal housing room until the end of the experiment. 



 

 

Tumor Monitoring Records 

Monitoring of tumor-bearing animals and any animal expected to develop tumors must be recorded.  

Logs should include the animal identification, tumor model, tumor measurements, monitoring frequency, 
and general observations concerning the health of the animals such as body weight or body condition scoring. 

Logs can be kept in books, on paper, or in an electronic document. The log format is selected by the researcher 
to suit the needs of each experiment, there is no standard template. Physical records (paper, books) should 
be kept in the animal room or suite. Electronic documents should be shared, in real-time, with relevant parties 
via a link or QR code. Guidance can be provided on secure sharing of these fil 
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