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1 Introduction

Welcome to the Optical Sciences (O.S.) group! This guide will inform you about procedures for working in the lab as well as many practical things like ordering equipment or getting a building pass.

Please read all of the blue chapters. The remaining chapters are meant as a reference.

If you have any questions, you are most welcome to ask a group member, don’t wait. 
2 Entering O.S.

The University arranges your ICT account, we arrange a desk and a computer.

For a desk, pay a visit to our secretary Karen.

She will handout a blue chip key (If available) and explain how it works.

For a computer, if not present already, ask one of the technicians Frans or Jeroen.

Access to the labs is allowed if you have been instructed the basic behavior rules in the prep. lab and the laser labs. Instruction starts with a tour by your supervisor. Besides that, you have to read the laser safety ppt presentation (see below) and the prep. lab rules (see also below).
After a while, you may find it useful to enter the building outside opening hours. For that you need a building pass. Procedure: ask the service desk for the proper application form. You need to be aware of the building layout and the rules how to act in case of an emergengy, see below.

3 Checklist leaving O.S.


Version 17 February 2012.
1. Leave your logbook in a known place.
2. Let Frans or Jeroen know any user/password combination that is needed for successors (ICTS / Active directory accounts are not needed as they are personal)

3. Is the setup (and office) appropriate for a successor? Please store redundant components in the general storage. If appropriate, take a look at the setup with your supervisor and exchange last minute practical issues.

4. Return the O.S. blue chip key (Karen’s office).

5. You might want to leave contact information for the near future, e-mail, phone,…(Karen’s office).

6. Did you leave a digital copy of your report/thesis on the server?

7. Also your measurement data should be retrievable (at least 5 years for published data).

8. Did you borrow something…….., now would be a good time to return it.

9. Enjoy the goodbye cake and borrel!!

10. Please check the fridge for leftovers!

4 Preparation lab.

Carré CR0.005 is the lab for storing chemicals / preparing samples / inspection etc. Please keep this place clean and tidy. It’s for your safety (!!) and for convenience.

Therefore you must follow the top 10 of:

4.1 How to behave in the prep lab.

1. Don’t eat/ drink in this lab.
2. Don’t put coats/clothing on the chemical tables

3. Do use white coats, gloves and safety goggles if you use chemicals which can cause contamination and/or damage.

4. Do label prepared samples or bottles, also in the storage (substance, name, date). Unlabeled chemicals are NOT allowed (for obvious reasons) and will be removed a.s.a.p. without warning.

5. Do print out the MSDS if you buy new chemicals (Material Safety Data Sheet) and store it in the map in the prep lab. This map will be available from 01-01-2012.

6. Don’t leave your stuff on a chemical table OR in the fume cupboard at the end of the day. This is for safety and convenience. You can store your (small) things in a plastic container, label it with your name and put it in a cupboard.

7. Do use labeled waste bottles for used chemicals, if you cannot use one of the 4 main containers. As we do not use a lot of chemicals, it can take some time before removal is efficient. Use permanent markers.

8. Do use the blue glass container for glass waste. Fiber waste can be put in a small intermediate box.
9. Do share ideas for storage/safety/etc. Your input is highly appreciated.

10. Do contact your safety coordinator (Frans) if you have any questions. 
4.2 Some background information on the prep lab:
Chemicals are stored in the flame retardant safety cupboards in the hall.

Important:

On all the bottles/stored samples there should be readable information about the content of that bottle, the owner and a date.

We have a cooler and a freezer (-20 °C) for sample-and chemical storage.

Obviously, do not store food/drinks in this fridge/freezer. On the other hand, do not store chemicals/samples in the normal fridges in the coffee room.

4.3 Outside opening hours.

With a building pass you can enter the labs outside the building opening hours. Be sure that under those circumstances there must be at least 2 persons present in the lab.

If needed (in case of emergency) use your mobile phone to make a call, we don’t have any wired phone installed anymore.

4.4 Maintenance of the lab.

Everybody has to follow the behavior described above.

General responsibility is assigned to Frans.

Lab cleaning is done by the cleaning company Asito.

5. Laser labs.
5.1 Laser Safety

Entering a laser lab when the warning light above the door is flashing is allowed only if you have been granted access (see above).
The laser warning light flashes if one of the setups in the lab activated a laser warning on the connection pole. Inside the lab, a red light near the setup indicates which setup is currently using an activated laser.
Every optical setup is surrounded by black curtains. If these curtains are closed and the red warning light is activated, you should ask the owner of the setup (the person working at that setup) if entering the curtained area is allowed. If the setup is unattended, it should be safe to enter the area.
However, you should NEVER have your eyes at optical table height.

The owner of the setup has the responsibility to stay at the setup as long as it is unsafe to enter the curtained area without proper laser goggles. If the owner leaves the setup, potentially dangerous laser beams might still be present on the optical table but these are not allowed to travel off the table. This also holds for potentially dangerous reflections.

The owner should activate the laser warning sign at the setup as soon as there is any potential hazardous laser beam present in the setup.
Don’t forget to switch off the laser warning when ready. It prevents maintenance and cleaning personnel to enter and it also decreases the attention of the laser workers in time.
For more information on laser safety, check the intra on our group website http://os.tnw.utwente.nl/intra.php . On Wikipedia, there is a good topic about laser safety: http://en.wikipedia.org/wiki/Laser_safety . There is a printout of all this in the red ring binder at the entrance of the optical labs.

Each year a laser safety talk is presented by Frans, in the ANP group.
5.2 Outside opening hours.

With a building pass you can enter the labs outside the building opening hours. Be sure that under those circumstances there must be at least 2 persons present in the lab.

If needed (in case of emergency) use your mobile phone to make a call, we don’t have any wired phone installed anymore.

5.3 Dust prevention.

All optical tables are surrounded by transparent plastic curtains. They are attached to a cage structure surrounding the table. The roof is equipped with HEPA filters, connected to the building air supply, so a motorized construction is avoided so no vibrations are introduced.

These dust prevention curtains must be closed when leaving the setup.
5.4. Temperature and Humidity.

Both laser labs have a temperature and humidity logger installed. If needed, the readings can be processed, ask Frans.

Temperature should be within +/- 1 degree Celcius. Humidity is usually around 40%, but is not very well controlled. 

5.5 Maintenance of the laser labs.

Everybody has to follow the behavior described above.

General responsibility of the CARS lab is assigned to Frans (to be discussed).

General responsibility of the LASER lab is assigned to Frans (to be discussed).

5.6 Lab cleaning

The lasers / optical setups in our labs are extremely sensitive to dust so a lot of effort has been put in air filtering of these labs. However, if we don’t clean our labs regularly, all this effort is wasted. Therefore, the lab floors should be mopped. This is scheduled every week just before the group meeting. Cleaning of the optical lab is the responsibility of the person(s) who are working in that particular lab. This is a pretty simple job if the optical labs are kept tidy, so don’t leave rubbish / unused stuff in there and try to keep the floor free from cables etc.

In Carré the facility service will (wet)-clean the NON-CURTAINED areas of CR0.012 and CR0.003 twice a week on Tuesday and Thursday morning (but ONLY if the laser warning sign is OFF). That means that the remaining CURTAINED parts are OUR job, as described above.

5.7 Borrowing components from others

There’s lots of optical / mechanical components in our labs:

· components in the drawers in the electronics room and prep. lab: this is general stuff, just use it if you want

· components in drawers/storage next to setups: these are mostly bought with a special use in mind so ask the person to whom these components belong before you take these

· components on the optical tables / in the setups: NEVER take these without permission of the person to whom it belongs – even if you think that these parts are redundant.

6 Safety issues

If you have any questions concerning safety issues, contact our lab safety coordinator Frans.

The service desk number is 2299. Here you can report general building affairs like failing electricity, problems with building equipment, etc.
6.1 Electrical Hazards
· Don’t put any 220V device – not even a 220V socket – on the floor because that can be dangerous in case of an accidental flooding.

· Know where the emergency button of your setup is located, you don’t want to spend time looking for it when there’s a real danger.
· Don’t connect a 220V powerstrip to a second powerstrip. It obscures the overview on what device is connected to what group. Instead, wire each powerstrip directly to the connection pole.

6.2 First Aid
A first aid kit can be found in the printer room on the 4th flour and in the preparation lab CR0.005 in the basement. In case of more serious injuries / in case of doubt: call the service desk Carré or the alarm number 2222.

6.3 How to act in case of an emergency.

The building CAN be evacuated “horizontally”, meaning that evacuation is limited to ONE floor. One exception: if there is an alarm on floor 1, also the BASEMENT must be evacuated. NOTE that the assembly point is in the “kantine Horst”.

[image: image2.jpg]



When you hear an alarm in the building, follow the instructions as announced. Know your way out of the building, the exit routes are marked. Every first Monday of each month, there is a test alarm at 12:00.

You can call the emergency telephone number 2222 if there is an emergency.
In the lab, use your mobile phone to make a call, we don’t have any wired phone installed anymore. 
6.4 Parties > 20 persons outside opening hours.

http://www.utwente.nl/fb/en/service_abc/department/security_service/guidelines_access_to_ut_buildings/
Please take good notice of all of the above.

The remaining chapters are informative and can be used as a reference.

7. ICT related topics.

For most ICT problems call the ICT service desk: 5577.

7.1 How to install the printers.

Around our offices, there are 3 printers:

1) Xerox A3/A4 printer/scanner/copier opposite to Karen's office

2) Xerox A3/A4 printer/scanner/copier in room Cr4.614

3) printer 327 - Hp color LaserJet A4 printer in front of room Cr4.614 (will be phased out, this printer is 15 years old (2016) and has a growing number of issues)

If your pc is on the active directory domain (UT werkplek) you can print on 1) and 2). If your pc/notebook/tablet is not on the active directory domain you can still print on 1) or 2) if you have a student or employee ICTS account. For detailed instructions, refer to  https://www.utwente.nl/en/lisa/service-manuals/. Note that if your employee/student card is not yet linked to your ICTS account, you should follow the instructions in https://www.utwente.nl/en/lisa/ict/manuals/printing/print_registratiekaart_eng/#introduction
If you’re not on active directory and you don’t have an ICTS account, you can still print on 3) – at least: if you have a network connection. Follow these instructions:

·  download the hp4700 printer driver from www.hp.com or www.hp.nl. 

· Next CONFIGURE THE PORT where to print to:

· go to start->settings->"printers and faxes" or “devices and printers” 

· click “Add a printer”

· select 'local printer' and click next 

· select 'create new port' and select standard tcp/ip as the type of the new port 

· click next 

· enter 130.89.201.16 as "printer name or ip address" and click next 

· click 'finish' 

· Next, you will get a popup to select the type of printer in order to INSTALL THE DRIVER; 

· click 'have disk' 

· select the file 'hpc4700c.inf that is in the pcl6 folder that you just downloaded from the sftp fileserver and click ok. For windows7 64bit, use hpzius23.inf in the windows7 folder

· select HP color LaserJet 4700 pcl6 (not the black one) and click next 

· click next, next, next, ... finish 


The printer driver is now installed on your pc, don't forget to enter the correct SETTINGS:

· go to start->”devices and printers”

· select the printer you just installed and double click to open the printer cue window

· click “printer->printing preferences”

· select 2 sided printing, flip over (select flip up if you like upside down reading)

7.2 Where to make paper copies / scan documents

Opposite to Karen’s office (more or less), there’s a big Xerox scanner/copier. There is another one in room Cr4.614. If your employee/student card is not yet linked to your ICTS account, follow the instructions in http://www.utwente.nl/icts/en/handleidingen/printer/xerox-eng.doc/ 

Next: refer to http://www.utwente.nl/icts/en/handleidingen/ for instructions (printing section).

7.3 Backups

For this, there are 3 possibilities. Please note that our data storage on UT netowrk (\\ad.utwente.nl/org/tnw/os/general) is NOT a backup utility. 
1) If your pc is in the Active Directory domain (windows logon using your ICTS username/pwd): You can store your personal data on the m disk in “my documents”. This storage is max 10GB. Nice and easy but not accessible from outside the Active Directory domain.

2) Surfdrive. Available for employees (m-number accounts). Refer to https://www.utwente.nl/en/lisa/service-manuals/!/product/p884407/surfdrive-for-employees
3) If you need more storage space or your pc is not on the active directory domain, contact Frans or Jeroen for making backups on external hard disks.

7.4 File sharing, OS group software and access from remote locations

Our own old linux fileserver ‘osserver.tnw.utwente.nl’ is being phased out and not recommended. Instead, you can use the OS storage space on the UT network. Refer to attachment F: manual OS filesharing/storage on the UT ICTS fileserver.
7.5 the Dropbox / ... alternative
As you are probably aware of, there are many (free) cloud storage services available nowadays. This is very useful in many situations but be aware that this is not the place for confidential documents. Also, realize that it has limitations to the total size of your data.

We have a shared Dropbox folder in which we store group meeting reports etc.. Please ask anyone in the group to send you an invite to this folder if you don't have this folder yet.
7.6 The O.S. website / intranet
The O.S. website can be found at http://os.tnw.utwente.nl or http://www.opticalsciences.nl .  On the website, we try to keep all the information up to date so if you have any information like a (new) description of your project or accepted/published article / .. please email this to Jeroen. Note that any publication / conference contribution / ... should as well be emailed to Karen. If there is no picture of you on our website and you do like to have your picture online, you can email a picture to Jeroen or ask him to make a picture of you.

The intranet of our website contains all kinds of information, especially if you enter the O.S. members only area using password ‘top10’. Take a look at the things you can find there. Most handy features are discussed below.

7.7 mailing list OS members
To prevent SPAM, the email addresses on our website are non-clickable so if you want to email more group members you better use the ‘Email OS members’ feature on the intra-> members only page. First select the members you want to address, next click submit. Now you’ll see a list of all the email addresses. You can copy & paste this into the address field of the new email you are composing.

7.8 Group Meetings

Every Monday at 12:00 am, there is a general workgroup discussion of O.S. in ‘our’ socio corner. 
The general schedule for the meetings is: (to be filled in)
8. Ordering components

If the components you are looking for are not available in the labs, you might want to order these. In that case, just ask Jeroen of Frans. When they are not there: ask Karen. 

If you have access to http://webapps.utwente.nl/fbbestellingen/nl/ : you can enter all the details and submit the form. The persons who are responsible for the budget number you entered automatically get an email to approve your order (has to be approved by just one of them).

Chemicals have to be ordered using a http://os.tnw.utwente.nl/otonly/chemgas.doc , (also to be found on the O.S. file server), ask Frans or Jeroen.

Special case: ethanol. It’s in stock locally, we have to put it on a separate order form, see notes below.

Artikelnummer 1009831000 verpakking 1L van VWR

Artikelnummer AG0050060 verpakking can a 5L van HAH Assink

Note: Laser2000 charges €50 for transportation of each order…….

Furthermore, Jeroen and Frans can order on line at http://nl.farnell.com/ and http://www.rscomponents.nl/. These huge webshops are good for electronics and some mechanical and office products. Delivery normally takes 1 or 2 working days.

8.1 Small Purchases:

You can simply buy what you need if it’s <100 euros and keep the receipt. Afterwards, you can fill in the ‘Expense statement for miscellaneous expenses’ form on the Utwente web applications website. You should make a scan of your receipt and upload this to that expense statement form. The money will be reimbursed on your bank account. 

If you are a student (with S-number): ask Jeroen or Frans. 

9. General practicalities.

9.1 Where to leave garbage

If you want to get rid of cardboard boxes (packing material) please fold up the box before you dispose of it. There is a rack for boxes near the OS elevator.
Overview: 
	Paper
	Blue plastic containers

	Boxes, cardboard
	Container near elevator or (big) container, outside Carré near the loading doc

	Batteries/printer toner cartridge
	Side entrance of Carré

	Bubble foil / Other packing stuff
	Regular garbage bin (big one in labs/coffee corner)

	Gloves, glue, tissues and other chemical waste (except contaminated)
	Regular garbage bin (big one, inside the lab)

	Chemical solvent waste
	Prepare an empty bottle, label ‘chemical waste & content’ and store in yellow safety cupboard in preparation lab. For large quantities, use one of the 4 containers or contact Frans Segerink

	Glass (fiber and chemical bottles)
	Blue glass container (preparation lab)

	Glass (other)
	Glass bottle bank near the supermarket (“glasbak”)


9.2 socio corner cleaning
Every other month OS needs to clean the socio corner. This is alternated with the group MCBP.

Karen will make a scheme who’s turn it is on what day. This involves cleaning the table, emptying the machine in the morning and running the dishwasher in the evening as well as cleaning/tidying up the place where appropriate. This should not take too much time, because everyone is supposed to put his/her dirty dishes/cups in the dishwasher and to leave the place behind in a proper state.

If you can’t make it, be sure to arrange a replacement.
Failing your cleaning turn means you have to present CAKE for the group!
9.3 (snail)Mail

Carré: Karen will store mail in the mailboxes in her office. Please check your box from time to time.
If you want to send mail you can use the envelopes (internal and external) in Karen's office. 

Larger packages have to be delivered at the service desk, properly labeled with address and return address (of course) and the OFI number (to book expenses) and approximate value (for insurance issues).

If you want to a package to be delivered at your office, please use this address:

Twente University

[name], [Room number, i.e. CR4600],

Building Carré,

Drienerlolaan 5,

7522 NB, Enschede,

The Netherlands
Note that the purchase department will take care of these details if you order something as is described in the ‘ordering components’ paragraph above. They should provide the delivery address to the supplier, changing this will most probably lead to nasty administrative problems at the financial department and purchase department.

If you have personal webshop purchases from foreign countries delivered to your office, you might get charged with import fees. All parcels addressed to Utwente are treated like that at the customs.

For the rest, our normal postal address is:

Twente University

[name], Optical Sciences, Carré

P.O box 217

7500AE Enschede

The Netherlands

9.4 Visiting address

Check http://os.tnw.utwente.nl/route.php?submenu=33
9.5 The OS J.C. Prangsma bike

We have one bike available for any OS member who likes to use it. Former OS member Jord Prangsma donated it to the group. Ask Jeroen for the key.

9.6 How to use the OS-coffee machine.
Check the manual at http://os.tnw.utwente.nl/otonly/Short_manual_Miele_Espressomachine_CM6310.docx
or ask Jeroen.

9.7 How to make photos

In Carre CR4.605 (office Frans, Jeroen) there is a digital camera for general use.

If the batteries are empty, freshly charged batteries can also be found in the preparation lab. 

For close-ups with a resolution down to ~3 micron use the stereo microscope in the prep. lab.

To prevent dust on the chip, leave this camera mounted on the microscope.
10 Social Events

10.1 borrels, mp3-nights etc.

There’s some social events in our group on more or a less regular base;

Every now and then, we have a Friday afternoon drink at about 17:00. Furthermore, a movie night might occasionally be organized or a ‘mp3 night’ where we sit o listen to music that we like. Of course, feel free to join these events or not.

It’s also appreciated to come up with ideas for social events or – better – just organize it.
10.2 cake events
A good Dutch tradition is to treat your colleagues to Cake/Pie when it’s your birthday. As we all like Cake a lot we like to maximize the number of Cake Events. Below you will find a list of good reasons to bring Cake:
· birthday (of you / someone in your family / your pet) 
· accepted refereed article (as soon as it is clickable)

· first time your new setup is working or part of a setup which is considered to be a relevant add on.
· your first single molecule detection / CARS signal on new setup
· false ‘laser on’ warning

· accidental ordering of goods in imperial sizes where metric version is also available.

· Forgetting to send a postcard when you’re abroad on holidays

· Forgetting your turn to clean the socio corner

· Forgetting to switch off the Shimadzu photo-spectrometer.

· New pc / car / … and you’re showing off (other group members can judge on this)

· Not knowing the content of the Hitchhikers Guide to Optical Sciences

· ….. (be creative!)

Attachment A: Storage.

A.1. Storage of tools

There are some tools available in the prep. lab, lowest few drawers of the big green cabinet. After use, please return it and don’t take it home without telling Frans or Jeroen. For the rest, every setup has some tools that really belong to that setup. 
Batteries: new ones can be found in the big green cabinet.

A.2. Storing optical components

Guide to optics storage

1. NO personal optics storage at your own setup.

· The only exception to this rule is for optics specific to hardware in use at a specific setup (i.e. lasers, OPOs/OPAs, SLMs, Microscopes, etc.)

2. NO taking optics out of storage in advance.

· If you plan to expand or change your setup do NOT take optics from storage more than 2 weeks in advance. If you check two weeks beforehand and the required optics are not in storage there is still enough time to place and receive a new order.

3. Put optics that have not been used in the past two weeks and are not a permanent part of your setup back into general storage.

· This should be considered as a weekly activity that is part of the weekly lab cleaning.

4. All optics that are taken out of or put back into the general storage MUST be labelled properly.

· If you do not know the specifications of an optical element, measure and label it before putting it back into the general storage.

5. All optics in the general storage MUST be stored in plastic optics boxes.

· Empty boxes are stored in a separate drawer in the preparation lab.

· The only exception is optics which are too big to fit in a plastic storage box, these should be wrapped in lens tissue or otherwise shielded from dust and these should be labelled!

6. Disassemble optic mounts and remove mounting screws before putting posts and mounts back into the general storage.

7. If possible, do NOT use optics that are over specified for your application.

· Take availability of optics in the storage into account

· Example 1: If you are using only visible or only infra-red light, use dielectric mirrors instead of silver or gold mirrors. Dielectric mirrors are generally more abundant in the storage.

· Example 2: If you want to build a variable power attenuator with a half-waveplate and a polarizing beamsplitter, do not take a Glan-Taylor prism, but use a normal polarizing beam cube.

· Example 3: You are working with a HeNe laser and want to use a waveplate. In this case use a 632.8nm waveplate instead of a broadband waveplate.

8. Before placing any orders for new optics, first check if the general storage contains the optics you require. Use the storage list and labelling on the drawers to find what you are looking for.

9. At the end of your project, before leaving our group: Please clean up your setup: put all the components back into the storage. Of course you only need to do this if nobody else is working on that setup or in case you worked on one of the ‘permanent’ setups like the Push or Cars setup.

A.3. Storage organization (Drawers are numbered from the top)
N2 purged cabinet
1. Hygroscopic non-linear crystals

Green cabinet

1. 2” Optics

2. 2” Mounts/Pellicles/Tall posts

3. Optical mounting (except mirror/rotation mounts)

4. Mirror mounts and big clamp mounts

5. Positive lenses/Diffusers/Beamdumps

6. Plane mirrors (except dichroics/cavity mirrors)

7. Posts and related mounting material

8. Filters (Shortpass, Longpass, Bandpass, Hot/Cold mirrors)

9. Filters (Dichroics, Colorglass, Neutral density)

10. Filter sets (Colorglass & Interference) and misc. large optics (check label on drawer)

Big cabinet

11. Scrap optics

14. Scrap mounting

16. Translation and rotation stages

Bisley #1 (black)

1. Non-hygroscopic non-linear crystals

2. Pinholes/slits/alignment tools

3. Gratings

4. Non-polarizing prisms

5. Windows/beam samplers/non-polarizing beam splitters

6. Polarizing/Non-polarizing beam cubes

7. Polarizers and polarizing prisms (Wollaston and Glan-Taylor)

8. Wave plates

9. Rotation mounts

Bisley #2 (red)

1. Spherical mirrors

2. Cylindrical mirrors

3. Cylindrical lenses (positive)

4. Negative lenses

5. Cavity mirrors

6. Cavity mirrors

7. Microscope objectives (air)

8. Special microscope objectives (immersion, dark field, UV, reflective, etc.)

9. Retro reflectors

Bisley #3 (blue)

1. Various misc. optics (check label on drawer)

2. Empty

3. FIB Electronics/Accessories

4. FIB Samples/Mounts

5. Odd-sized lenses

6. Glass plates/mirror blanks

7. Custom sample holders/Ovens

8. Optical shielding

9. Baseplates

Attachment B: History of Optical Sciences.

former OT/TOP/OEM, 1987 – 2007
By: Frans Segerink, version October 3, 2007.

1987

The faculty of Physics started a totally new group Opto Elektronische Meetmethoden, OEM, simply by appointing professor Bouwe Bølger for one day per week, after his retirement at Philips at the age of 60.

Scientific interests at that time: scanning probe techniques and non linear optics.

One of his first actions was filling in the UD (universitair docent) vacancy by appointing Niek van Hulst, who at that time finished his PhD at Nijmegen on a molecular spectroscopy setup.

To create some infrastructure, a technician was found in the person of me, having worked at that time for four years at the Dutch PTT lab, the dr. Neher Laboratory, in the group Optics and glass fibers.

1990

Graduation of Niels de Boer, the first student in the “taakgroep Opto Elektronische Meetmethoden”, on the topic: Evanescent Field Optical Microscopy.

Scanning probe techniques were in the early days, so everything had to be designed and built from scratch.

The optical probe was an etched fiber. Height feedback was either omitted (constant height mode) or based on the optical signal. Both are far from ideal, the first one for obvious reasons, the latter one because scattered light can make the feedback instable. 

All scanning movements were based on piezos.

Fortunately, personal computers at that time could be equipped with data acquisition cards and programmed in Turbo Pascal under the DOS operating system at fairly low cost. 

1992

Start of PhD student Oscar Noordman, on Second Harmonic Generation using Organic Materials.

This was the second topic of the OEM group, next to the scanning probe techniques.

The scanning probe part investigated building an Atomic Force Microscope (AFM), first by a literature study by L. Christian Ingesson, January – September 1990. Also the group benefited from the work of A. den Boef, who was the first PhD student of professor Bouwe Bølger, working at the Philips factory on a highly experimental AFM system, based on home made electrochemically etched tungsten tips. Height feedback was realized by measuring the force applied to the tip by focusing a laser beam onto the tip as part of an interferometer.

1993

After a few years of fruitful cooperation with the group Biophysical Techniques (BFT), led by professor Jan Greve, the groups OEM and BFT merged to the group TOP (Technische Optica), because of a new University structure by law (the MUB). Scanning probe developed successfully within the group, consisting of professor Niek van Hulst (he succeeded professor Bølger in 1995), Bart de Grooth (UHD) and technicians Kees van der Werf, Frans Segerink and Eric Schipper. For the BFT part, emphasis was on the AFM part. The OEM section focused on optical near field microscopy.

Thesis Constant A. J. Putman: Development of an Atomic Force Microscope for Biological Applications (1994).

Thesis M. H. P. Moers: Near Field Optical Microscopy (1995).

Thesis Oscar Noordman: Second Harmonic Generation using Organic Materials (1996).

1997

The university decided to make the groups smaller, so TOP got split in BFT ant OT (Optical Techniques).

The scanning probe part got separated in an AFM part and an optical near field part by a one sided action of Jan Greve in 1999. The AFM was maintained further by Kees van der Werf in the group of BFT while OT focused on SNOM (Scanning Near Field Optical Microscopy) and PSTM (Photon Scanning Tunneling Microscopy). All machines still based on the same hardware and software.

Eric Schipper was in 1997 succeeded by Jeroen Korterik. 

Thesis A. G. T. Ruiter: Near-field Optical Microscopy, Towards the Molecular Scale (1997).

Thesis Oscar Willemsen: Tip-Surface Interactions in Atomic Force Microscopy (1999).

1999

OT ended the non linear optics part in favor of biological applications. The group developed in size and employed a new UD, Kobus Kuipers and a KNAW fellow in the person of Maria Garcia Parajo.

Thesis John van Noort: Atomic Force Microscopy of dynamic protein DNA interactions (1999).

Thesis Joost Anne Veerman: Single Molecule Detection with a Near-field Optical Microscope (1999).

Thesis Marcello Ballestreri: Coherent Imaging of Guided Optical Fields (2000).

2002

Kobus Kuipers changed his position by moving to MESA+ and AMOLF. Herman Offerhaus started his career at OT as an UD.

Thesis Wouter H. J. Rensen: Tuning Fork Tunes, exploring new scanning probe techniques (2002).

Thesis Eliane Flück: Local interaction of light with periodic photonic structures (2003).

Thesis Henkjan Gersen: Time resolved motion of pulses in photonic crystal waveguides, a real space investigation (2004).

Thesis Bärbel de Bakker: Single molecule detection on the cell membrane with Near-field Scanning Optical Microscopy (2004).

2005

Niek van Hulst and Maria Garcia Parajo decided to leave the group and the country to continue their careers in Barcelona.

Thesis Nikodem Tomczak: Single light emitters in the confinement of polymers (2005).

Thesis Erik van Dijk: Single nanoparticles: ultra fast and ultra sensitive detection (2005).

2006

Jennifer Herek is granted a position as professor of the OT-group.

Thesis Marjolein Koopman: Nanoscale cell membrane organization, a near field optical view (2006).

2007

OT becomes OS: Optical Sciences.

Subtitle: biomolecules and nanostructures.
Our first teambuilding event in Limburg. We went to see the caves and the highest place in Holland (the Vaalser “mountain”).

Thesis:

Marijn Sandtke (Kuipers)

Surface plasmon polariton propagation in straight and tailored waveguides (2007)

2008

Our first scientific group retreat to Barcelona. We visited Niek van Hulst at the ICFO institute and Maria Garcia-Parajo at the Barcelona Science Park.
Thesis:
- Janne Savolainen

  Coherent control of biomolecules (2008)

- R.J. Moerland

  Controlling light emission with plasmonic nanostructures (2008)

- Sytse Postma

  Spectral phase shaping for non-linear spectroscopy and imaging (2008)

- R.J.P. Engelen

  Ultrafast investigations of slow light in photonic crystal structures (2008)

2009
Our second teambuilding event to Meppel.With a great workshop from Boom Chicago.

Our second scientific retreat to Copenhagen Denmark and Lund Sweden. We went to see the group of Peter Lodahl at the DTU institute for Photonics and the group of Villy Sundstrom at Lund University.
Thesis:

- Jord Prangsma

  Local and dynamic properties of light interacting with subwavelength holes (2009)

- M. Burresi

  Nanoscale investigation of light-matter interactions mediated by magnetic and electric     

  coupling (2009)

2010
This year we moved to the new building Carré.

In the first week of April all the offices moved. In the weeks after that until the end of May the labs moved one by one.
Our third teambuilding event will be in Giethoorn in October.

Thesis:

- Peter van der Walle
  Coherent control in the presence of disorder (2010)

- Maaike Milder

  Energy transfer in (bio)molecular systems (2010)

- Oya Tagit

  Stimuli Responsive Polymer / Quantum Dot Hybrid Platforms Modified at the   

  Nanoscale (2010)

- Martin Jurna
  Vibrational Phase Contrast CARS Microscopy (Cum Laude, 2010)

- Jincy Jose

  Near-Field Investigations of Surface Plasmon Polaritons (2010)

2011
In October, OS went to Erlangen, Germany for the scientific retreat.
November 2011: Annemarie Huijser starts as an assistent professor.

Thesis:

- Gert-Jan Bakker

  FLA-1 dynamics on the membrane of leukocytes (2011)

2012
Jennifer Herek starts as the first dean of the Atlas College. Apart from this, she keeps her current position as professor of the OS group.

The fourth social retreat to Tecklenburg, Germany in October.

2013
Because the Integrated Optical Microsystems (IOMS) group of the faculty of Electrical Engineering, Mathematics was discontinued, a part of this group joined the Optical Sciences group: assistant professor Sonia Garcia Blanco, research technician Meindert Dijkstra, PhD students Mustafa Akin Sefunc, Sergio Vázquez Córdova and Yean Sheng-Yong and master’s students Antonio Pace and Ron Hendriks.

The latest news is to be found on the OS website: http://os.tnw.utwente.nl/ .
Attachment C: How do I clean my optics

C.1. Cleaning optical components

A small but important remark here: just try to keep the optics clean; in the labs with dimmed light, you get fingerprints on the optics easily and removing them will always degrade the component. Be especially careful with interference filters and high power optics.
C.2. copied from newfocus.com
and edited 26 sept 07 -Jeroen Korterik
In general, if it's not dirty, don't clean it. Handling optics increases their chances of getting dirty or damaged, so you should clean optics only when necessary. You should handle optics in a clean, low-dust environment while wearing powder-free acetone-impenetrable gloves or finger cots. Since oil and debris from your hands or from used lens tissue can stain or damage optical coatings, you should not touch any transmissive or reflective surface of your optic and never reuse a lens tissue. Remember that lens tissues are inexpensive compared to the price of an optic.

Inspect an optic for dust and stains by holding it near a bright visible-light source. Viewing the optic at different angles allows you to see scattering from dust and stains. 
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Dusting Your Optic
Wiping a dusty optic is like cleaning your windshield with sandpaper. Always blow the dust off your optic with compressed filtered air or nitrogen before cleaning it. Be careful with air duster cans (right) because if frozen air comes out it might damage your optics. Better use a simple bulb blower (left)
Step 1. Use a bulb blower or clean-air duster. If the dusted optic has no visible stains after you dust it, then remember: "If it's not dirty, don't clean it." If it's still not clean, proper use of solvents and lens tissue can often do the trick.

Step 2. Use solvent and lens tissue. Always clean optics with spectroscopic or optical grade methanol or ethanol and special lens tissue for cleaning optics. If the solvent is contaminated, you might get drying stains on your optics. Always use lens tissue with a solvent, because dry lens tissue can scratch optical surfaces. Acetone cleans better but it dissolves optical coatings. Cleaning your optic's edges before cleaning its faces prevents dirt from being drawn up onto the face. Wiping slowly allows the solvent to evaporate without streaking. Remember, slow and steady cleans the optic.

*NOTE: Always use acetone-impenetrable gloves when using acetone.

What's the "Drop and Drag" technique for cleaning optics?
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	The "Drop and Drag" Technique
Drop solvent onto your lens paper and drag the soaked tissue slowly across the optic's face. Remember to clean the edges of your optic before you clean the face.


The "drop and drag" technique is ideal for light cleaning of unmounted optics. Place your optic on a clean, non-abrasive surface, such as a clean-room wiper. After blowing off the dust using compressed air or nitrogen, lay a piece of unfolded lens tissue over the optic, drop on some solvent, and slowly drag the soaked tissue across the optic's face. Remember to clean the edges of your optic before you clean the face. Once you've cleaned your optic, place the optic in the mount it will be used in or wrap it in lens tissue and place it in its container right away.

What's the "Brush" technique for cleaning optics?
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	The "Brush" Technique
Wipe slowly straight across from one edge of the optic to the other.


Use the "brush" technique when the optics is not accessible for the above mentioned “drop and drag” technique. Make a lens-tissue brush by folding the lens tissue so that the fold is as wide as the optic to be cleaned. Do not touch any part of the tissue that will touch the optic or that will be humidified by the methanol/ethanol. Using gloves or finger cots might be a good idea. With a hemostat or tweezers, grip the folded tissue parallel to and near the fold. Wet the "brush" with methanol/ethanol/acetone and shake off any excess liquid. Start first by blowing off the dust. Place the brush on the optic surface, apply slight pressure with the hemostat, and slowly wipe straight across, from one edge of the optic surface to another.

For small-diameter or mounted optics, you can use a modified "brush" technique. For these optics with hard-to-reach edges, make a small brush by wrapping an optic tissue around the soft tip of a synthetic low-lint swab. In one motion, "paint" the optic perimeter and sweep across the center of the optic. Wiping in a continuous motion prevents drying marks.

Attachment D: Lab start after a power failure.

(needs update)

Template.

Setup: 
Owner:

Procedure of normal power down (not power failure):

Procedure of normal power up (not after power failure):

Procedure of power up after power failure:

Note: include cooling systems, purge systems, things to check, ….

Setup: temperature/humidity dataloggers (CR0.003 & CR0.012 SNOM/Tsunami setup).

Owner: Frans Segerink.

Procedure of power up after power failure: press right one of three microswitches 5 times until “log every 1 min” appears in the screen.

Coherent Legend Elite/Micra
Setup: Clark.
Owner: Jeroen (to be discussed)
The Clark system (CPA2001) does NOT have special procedure of power up after a power failure. When the power is back, CPA will be at standby mode automatically.
 
Only one thing to mention, the chiller(s), it is better to check them after power failure. They should also be on automatically, if not, just restart them by clicking the power control buttons on the box (front and back panels).

Cars-lab

Setup: Coherent Legend Elite:
Attachment E: Guidebook Internship
1st edition by Henry Strehlow and Brian Van Hoozen, 06/06/2012

Obtaing a Bank Account and a Residency Permit

Step 1. Obtain work permit. Jennifer should be able to tell you when this has been completed. It should be done before or shortly after (3-4 weeks) you arrive in the Netherlands.

Step 2. Meet with International Staff Coordinator who will set up your meetings with the IND and City Hall. She should email you after your work permit has been received to set up your meeting with her.

Step 3. Go to the IND (immigration office) in Zwolle by train. Bring your passport, your contract, paperwork that you will have been given by the international staff coordinator, approx. €600 cash, and a passport photo (which can be taken at Primera in Twekelerveld). The IND will send you a list of these items however it may be buried in a several page document in Dutch. The IND will place a temporary residency permit (verblijfstitel) in your passport. In a few months, you will return to Zwolle to obtain your permanent copy.

Step 4. Go to City Hall in Enschede by train or bike. Bring your passport and contract. You will obtain a BSN number (Dutch social security number).

Step 5. Go to the bank. We used ABN-AMRO which has branches near the Enschede and Hengelo train stations. They will need your passport, BSN number and contract. It is very import you introduce yourself as a new employee of the university and not as a student. You should receive a regular account (not a student account) and the whole process should be completed in one meeting at the bank if you have the paperwork listed above.

Step 6. Go to Hariette Kamphuis (Personnel Depart.) in the Carre building. Give her your BSN number and new bank account numbers. Your paychecks will then be direct deposited into the account.

General Information About Living in the Netherlands

Housing

· The apartments we had included a refrigerator, a bed, a few chairs, a desk, a bookshelf, sheets, a pillow and a blanket
· Our Kitchen had some basic kitchenware, including a stove, a small oven that looks like and can function as a microwave, and a coffeemaker.
· Rent can be paid online
· The building had free laundry machines
Transportation

· Ask Jennifer about borrowing a bike. You will need one. It is your primary form of transportation.
· For longer distances you will use the train. Train schedules can be found (in English) at www.ns.nl. The closest station to the University is Enschede Drienerlo. Slightly further away (a few miles) is Hengelo which is a larger train station.  You will have to pay for your train tickets in cash until you have a Dutch bank account. In the case of the smaller train stations (e.g. Enschede Drienerlo you will have to pay in coins). When you initially arrive at Schiphol (the airport) you will get on a train that will take you to Hengelo.
· There is also a bus system that we did not use.
Shopping

· The main shopping center we used is in Twekelerveld which is less than a km from Carre. This shopping center includes Albert Hijn (a large grocery store), Blokker (kitchenware, small appliances like a bed bath and beyond), Primera (a convenience store that will do passport photos), a drug store, a post office (TNT Post), a liquor store and a few other shops and cafes.

· On campus there is an ATM, small grocery store (Co-op) and a barber.

· If you need anything more specialized (e.g. cell phone, cloths, a bank), you can probably find it in the Enschede city center.  They have an open market on Saturday mornings also.

Communication and Shipping

· We would suggest buying a cheap prepaid Dutch cell phone. A cheap one should only cost 15-20 euros for the phone. Neither of us used more than 10 euros worth of minutes during the six months for domestic calls.
· For calls to the United States, we would recommend using skype. You can call someone else on skype for free and call any American phone for 2.3 cents/minute.
· Avoid shipping anything that is valuable. The Dutch government will tax you to ship your own possessions into the country at 19% of their value. 
Attachment F: Manual OS filesharing/storage on the UT ICTS fileserver

21mrt 2017 Jeroen Korterik
1 Introduction

In order to share data (programs, documents, measurement data etc) with each other in the Optical Sciences group , we have a 1TB storage space on the UT network. You could as well use this to copy data to/from a measurement pc in the lab from/to your pc or notebook on the UT network or outside of it.

Anyone in our group has read&write permissions on the data so this storage is not a secure backup utility. Nevertheless, the data will be synchronised with a backup storage every month. The backup storage is located at another building on the UT so in that sense it is pretty secure.

At the moment (feb’17) our own ftp server osserver.tnw.utwente.nl is still available for data sharing but this will be phased out once the new storage facility has all the relevant data and it’s working fine with everyone.
2 Access rights for your account

This is pretty simple: if you have an ICTS account with a m-number and you are member of Optical Sciences you have access.

If not:  ask Frans or me to ask the ICTS for access rights.
3 How to connect

3.1 At the UT/campus

If you are connected directly to the UT network, your device is registered on the network with an ip number that starts with 130.89. This means you can connect without setting up a VPN first. There are 2 possible situations:

3.1.1 At the UT, pc configured by the ICTS -> active directory configuration

In our offices, most pc’s are configured by the ICTS  group. This means you have to log in to windows with your student or employee account and you are connected to active directory. 

In that case you can simply open your file explorer (‘my computer’ / ‘finder’ / ‘file manager’/ ..) and navigate to P -> TNW->OS->General.

3.1.2 At the UT, device configured without active directory

This applies to most pc’s in the labs, some pc’s in the offices and all notebooks.

You have direct acces to our storage if you open your file explorer  (‘my computer’ / ‘finder’ / ‘file manager’/ ..) and navigate to  \\AD.utwente.nl\ORG\TNW\OS\General . If asked for a username&password enter your account name in the “AD\GoghV” format and enter your ICTS password.

You might as well map a network drive in your file explorer. This will create a shortcut to the storage in your file explorer so you don’t have to remember that long path name. The manual to configure this can be found at https://www.utwente.nl/en/lisa/service-manuals/!/product/p883341/data-storage-for-employees . Scroll a bit down and click [manuals]. Now select the data storage manual that applies to the operating system you use.

3.2 Outside of the UT/campus

At a conference, at home or anywhere else you’ll need a VPN connection to get an ip address in the UT range (130.89....). After that, you can connect to our storage.

3.2.1 Setting up the VPN connection

 Follow the instructions on https://www.utwente.nl/nl/lisa/diensten-handleidingen/!/product/p883306/vpn-verbinding .

The preferred method nowadays is OpenVPN so choose this if you have a Windows or Mac OS X machine. Once this is setup, you might see 2 preconfigured connections: “utwente-sec” and “utwente-biblio”. Just use “utwente-sec”, login with your m or s number  like m1234567 and your ICTS password.

NOTE 1: if you use the old VPN method – not the OpenVPN - you might have to use an OLD ICTS password!

NOTE 2: on my android phone, I could establish the VPN connection but access to our storage was denied...

3.2.2 VPN is connected, now connect to our storage

You have acces to our storage if you open your file explorer  (my computer, finder, file manager or whatever that is called) and navigate to  \\AD.utwente.nl\ORG\TNW\OS\General . If asked for a username&password enter your account name in the “AD\GoghV” format and enter your ICTS password.

You might as well map a network drive in your file explorer. This will create a shortcut to the storage in your file explorer so you don’t have to remember that long path name. The manual to configure this can be found at https://www.utwente.nl/en/lisa/service-manuals/!/product/p883341/data-storage-for-employees . Scroll a bit down and click [manuals]. Now select the data storage manual that applies to the operating system you use.

4 Folder structure and intended use

Just check the ‘Folder Structure.txt’ file in the root of the OS storage!
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