On behalf of Katy Foraz,
Head of the EN Department,

Welcome
to all of you!




EN Dept. Administrative Office

EN Dept. Administrative Officer:
Rachelle Decreuse-Michaud

- '=|-

= 73375 @ 54/3-009

EN Dept. Administrative Office:
Louisa Catherall

/A 73621 Q 35/1-009

=[] en.dep.dao@cern.ch
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Main activities of the DAQO Office

Additional Travel

Salary

Advance
Contract Occupation Accident / liiness
Home Leave

Formalities

Travel reimbursements

Death of Family Memeber

Regular Part- Career Transition Measures

Time and

Teleworking Marriage/PACS

Military Leave

Parental Leave
Paid / Unpaid Leave

Agreements Adoption Maternity Leave

Paternity Leave

Departmental
Administrative
Officer (DAO)

Newcomers

Registration
Representation

NEREES

Absences

Procedures

Subsistence
Students

Selection
Comitees
follow-up

Home Leave for Family Reasons

AES,
Promotion
Panel and

MERIT

Extension / COAS/NVISC

TECH / ADMI
Termination -
Marriage / PACS

Family
Situation

Birth

STAFF LDS+3 Death in the Family

en-dao.web.cern.ch
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http://maps.cern.ch

Your office EN Logistics

Locks and keys
Inventory

Office moves =
Renovation works Emanuele 62020

Office furniture Marie-Christine 63230

=7

en.dep.facilities@cern.ch
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Your computer EN Desktop

Purchase =
Installation | ATS-Desktop@cern.ch
Troubleshooting

Advice —
Inventory =

Gaétan 169807
Jérome 160077

(CERN%\)/ ‘ @ Welcome to the EN Department
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Your official travels EN Travels

* Arrivals
» Departures

* Duty Travel Request =7

(Conferences, firm visits)

o 1C.

en-dep.travels@cern.ch

— O
(i

% "~ Official travel ’ Marie-Christine —> 63230

request

Emanuele — 62020

EEEEEEEEEE
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Other support services

CERN General Support
service-desk@cern.ch

Printer Support
printer.support@cern.ch

CAD (CATIA SmarTeam) Support

[N catia.support@cern.ch

CAE Workstation Support

— cae-workstations.support@cern.ch

{CERNW ‘ ﬂ EEEEE Welcome to the EN Department



mailto:service-desk@cern.ch
mailto:printer.support@cern.ch
mailto:catia.support@cern.ch
mailto:cae-workstations.support@cern.ch

Computing account & Software

B NICE account = CERN Computing Account

_— NICE password
& 2 passwords o
= EDH authorization password

CMF to install and remove software —= 1§ ¥

install
o wait

€ CME alert

@ pending actions

EEEEEEEEEEE
MENT
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BYOD

“bring your own device” Q b

Policy at CERN

4

Permitted, but in compliance with CERN computing rules

htt

Operational Circular No. 5

ps://security.web.cern.ch/security/rules/en/

«/ CERN web-based applications from outside

«/ NICE desktop from outside —= Terminal Server

Welcome to the EN Department 10
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CERN Directory = Entry point

Dept. websites
Project websites
Web applications
Maps, access
Documents
Working at CERN
Life at CERN

* Etc. http://cern.ch/directory

The CERN Directory USEFUL CONTACTS
Search for what you need, or browse CERN websites. Looking for the Scientists or Emergencies 0041227674444
CERN Community sections, or just curious about CERN? Computer security 00 41 22 76 70500

CERN service portal 0041 2276 77777

i g 7
Phonebook CERN Search Switchboard 00 41 22 76 79999

CDS (docs, etc.) CERN Service Portal

Indico (events) CERN Map

Phonebook search

News and events JUMP TO SECTION

News and events

@ ‘ ﬂ EEEEE Welcome to the EN Department 11
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http://cern.ch/directory

CERN Learning Hub

https://Ims.cern.ch

Obligatory courses at CERN:

(to be done prior to the 15t day of contract)

«/ Computer Security

&/ Emergency Evacuation

&/ Radiation Protection — Awareness
&/ Safety at CERN

&/ Data Privacy Basics

Check other mandatory courses per status here!

QCERN?S? ‘ ﬁ [[[[[ Welcome to the EN Department 12

DEPARTMENT


https://lms.cern.ch/ekp/servlet/ekp/WIDGETCONTAINERPAGE?DECORATEPAGE=Y
https://lms.cern.ch/ekp/servlet/ekp?CID=EKP000043773&TX=FORMAT1&BACKTOCATALOG=Y&DECORATEPAGE=N
https://lms.cern.ch/ekp/servlet/ekp?TX=STRUCTUREDCATALOG&CAT=EKP014043733

Working Hours and Days

Official CERN Working Hours

el - 0530 0530

Normal Working Hours

i - 0700 g .07:00
Specific Authorization (outside Normal Working Hours)

starts before or ends after




Working Hours and Days

Working Days:
v Monday

v' Tuesday

v Wednesday
v' Thursday
v Friday

Public Holidays

(Friday, 15 April (Good Friday)

Monday, 18 April (Easter Monday)
Thursday, 26 May+(Ascension day)

Friday 27 May (Compensation for 15t May)
Monday, 6 June (Whit Monday)
iThursday, 8 September ("Jelne Genevois")

CERN closes for two weeks at the end of the year
Wednesday, 22nd December 2022 to Wednesday, 4th January 2023

Welcome to the EN Department
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Leaves > Absence Request in ;g EDH
F———ﬁ

Annual Leaves

""—\’

Special Leaves

— 30 days / year
(2.5 days / month)

— Leave yeatr: = Home leaves
from 15t October _~ Additional travels

_- Leaves for family
events

_ Arrival travels

to 30t September

CJ’L Your DAO

‘ @ Welcome to the EN Department 15
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EDH = Electronic Document Handling

Administration forms
with approval routing:

« Absence request

 Official travel request

 Training request

* Access request 7\

e CERN Stores catalogue
) http://edh.cern.ch

NICE login + password +
EDH authorization password

e EtcC.
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http://edh.cern.ch/
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And if | am sick...

T —
Inform

your GAO or
your Supervisor

Service

(Meyrin site)

—=> Monday-Friday

08:00 - 12.30
13.30 - 17:00 |
@) ﬁ%ﬁm Welcome to the EN Department 17




Group Administrative Officer (GAO)

Meet your GAO!

GROUP GAO CONTACT
Access & Alarms (AA) > Galina Galdo en.aa.sec@cern.ch
Accelerator Coordination & - Anna Lambert anna.lambert@cern.ch

Engineering (ACE)

Qf Cooling & Ventilation (CV) > Louisa Catherall en-dep-cv-secretariat@cern.ch
Qf Electrical Engineering (EL) > Leslie Falcon en-dep-el-secretariat@cern.ch
Qf Handling Engineering (HE) > Galina Galdo galina.galdo@cern.ch
Qf Information Management (IM) > Marie Christine marie.christine.larcher@cern.ch
- Larcher
Mechanical & Materials > Valentina Casadei mme.sec@cern.ch
Engineering (MME)
v Planning, Administration & > Marie Christine marie.christine.larcher@cern.ch
Safety (PAS) Larcher
QCERN?S? ﬂﬁm Welcome to the EN Department 18



mailto:en.aa.sec@cern.ch
mailto:anna.lambert@cern.ch
mailto:en-dep-cv-secretariat@cern.ch
mailto:En-dep-el-secretariat@cern.ch
mailto:galina.galdo@cern.ch
mailto:marie.christine.larcher@cern.ch
mailto:mme.sec@cern.ch
mailto:marie.christine.larcher@cern.ch

What shall | do next?

Q/ Permanent access card -2 o building 55

Q/ Bank account -  IBAN starting with CH
> EDH - Bank Detalils
+ =7 en.dep.dao@cern.ch

Q/ Permanent local address -2 @( EDH

French card application
via CERN Service Portal Nﬂmﬂ
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https://admin-eguide.web.cern.ch/node/2102
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Points of contact

In case of any additional questions/concerns
regarding the following topics, please contact:

SUBJECT PoC CONTACT
Qf Absences, trainings, travels - Supervisor individual
Qf Administrative matters, leaves -> DAO Office en.dep.dao@cern.ch
Qf Absences, administrative matters > GAO individual
Qf Official travels - Travel Coordinators en-dep.travels@cern.ch
Qf Pension Fund - CERN Pension Fund pension-benefits@cern.ch
Qf COVID-19 close contact - CERN Medical Service medical.service@cern.ch
Qf Computer troubleshooting > EN Computing Support  ATS-Desktop@cern.ch
@ ﬂﬁm Welcome to the EN Department 20
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Useful links

Engineering Department:
https://en.web.cern.ch/

Admin e-guide:
https://admin-equide.web.cern.ch/

Attestation portal:
(employment, training, remuneration and subsistence attestation, tax certificate)
https://cern.service-now.com/service-portal?id=attestation

CERN Phonebook:
https://phonebook.cern.ch/

Maps:
http://maps.cern.ch

COVID-19 Information:
https://hse.cern/covid-19-information

Attestation CERN (if you need to come on site):
https://cesaam.web.cern.ch/

Attestation de déplacement dérogatoire (if needed):
(pour déplacements entre le domicile et le lieu d’exercice de I'activité professionnelle)

https://www.interieur.gouv.fr/Actualites/L-actu-du-Ministere/Attestations-de-deplacement

@ Welcome to the EN Department

ENGINEERING
DEPARTMENT
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Newcomers Tasks
Timeline

To be found at Indico...

Welcome to the EN Department
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BACK UP SLIDES



Head of Department: K. Foraz
Deputy: M. Nonis

Department Head Office

Assistant: S. Escaffre

Access and Alarms
(EN-AA)
GL: P. Ninin
DGL: R. Nunes

Planning, Administration & Safety
(EN-PAS)
GL: M. Nonis
DGL: S. Knoops

Information Management
(EN-IM)
GL: D. Widegren
DGL: J. de Jonghe

Handling Engineering
(EN- HE)

GL: C. Colloca
DGL: C. Bertone

Accelerator Coordination &
Engineering
(EN-ACE)

GL: J.-P. Tock
DGL: S. Chemli

Cooling & Ventilation
(EN-CV)
GL: I. Ruehl
DGL: S. Deleval

Electrical Engineering
(EN-EL)
GL: M. Nonis
DGL: M. Parodi
DGL: D. Ricci

Mechanical & Materials
Engineering
(EN-MME)

GL: S. Atieh
DGL: D. Perini

EN Department

Operation

= Infrastructure
= Accelerators
Projects

= Consolidation
= Upgrades

= New facilities

= Design &
Manufacturing
Studies

@

ENGINEERING
DEPARTMENT

@)
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Insurance

MPE
MPAL

CHIS

CERN Health
Insurance Scheme

() UNIQA

Other
MPA

Allianz (i)

Partners Healthcare

@ htt

for CERN MPA

n://cern.ch/usersoffice

Welcome to the EN Department
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STAFF, FELL

« Are automatically affiliated: STAFF and FELLOW.

 When: as of the 1st day of contract.

« Family members: family members of STAFF and FELLOW are automatically
affiliated to the CHIS on a compulsory basis.

* Fill in a CHIS - Spouse Health Insurance and Professional Income Declaration
(SHIPID) to declare the health situation of your spouse. An employment
attestation is available on HRT:
https://hrt.cern.ch/hrt/EmploymentAttestation

Membership to the CERN health insurance scheme (CHIS) is compulsory. CERN pays 7.83% of

the monthly remuneration and the member pays 4.86%. Further information can be found on
the or by contacting

@) ‘ @ Welcome to the EN Department
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ADMIN, DOCT, SUMM, TECH

Are automatically affiliated if they are not covered by LAMal: ADMIN,
DOCT, SUMM and TECH.

When: as of the 1st day of contract.

Family members: family members of ADMIN, DOCT, TECH and SUMM are
automatically affiliated to the CHIS on a compulsory basis.

An employment attestation is available on HRT:
https://hrt.cern.ch/hrt/EmploymentAttestation

Membership to the CERN health insurance scheme (CHIS) is compulsory*. CERN pays 7.83% of
the monthly basic allowance and the member pays 4.86%. Further information can be found on
the or by contacting

* Unless the students are subject to compulsory health insurance in Switzerland (Lamal), in which case
CERN shall nevertheless insure them against occupational illnesses and accidents. The students concerned
should submit their Lamal insurance certificate to the HR programme coordinator.

Welcome to the EN Department
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