


Welcome to the TE-MPE Group

Witamy w grupie TE-MPE




Agenda

Working hours

Keys

Office location
Transport around site
CERN car pool
Mission orders

Bank accounts

Key contacts

Leave at CERN
Travel reimbursement
French cards

French courses
Equipment

=1
()
LT

VV VY V VYV VYV VY VY VY VYVY VY

Computer security
Additional information
Questions




Working hours

Standard working hours are:

Monday to Friday from 08:30-17:30
One hour lunch break from 12:30-13:30

Working in two shifts (from 10" December) during the
measurement campaign, schedules to be determined.
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Keys

- Your office keys (272/1-006) will be available to
collect from building 56 (access via building 55,
open until 17:30. Follow the blue sign for “Locks
and Keys”).




Office location (272/1-006)

- https://maps.cern.ch/
- Download the CERN map app!
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https://maps.cern.ch/

Transport around site

CERN Shuttle

http://smbdep.web.cern.ch/en/ShuttleService
Available in the morning and afternoon around site.

CERN bike rental

http://smbdep.web.cern.ch/en/Mobility/ CE
RN bikes rental

Available from the mobility centre (6167).
Open Monday to Friday (from 08:00-12:00
and 13:00-17:00)



http://smbdep.web.cern.ch/en/ShuttleService
http://smbdep.web.cern.ch/en/Mobility/CERN_bikes_rental

CERN Car Pool

To use the CERN car pool you must first fill out a car driving
authorisation: https://edh.cern.ch/Document/General/DA

A copy of your driving license must be attached to the request
AND the expiry date must be your contract end date.

If you have any questions, please contact Magdalena Kostecka.

Rules:

The CERN cars are for official use only, and NOT to be used for
personal reasons (e.g. travel to/from home, supermarkets etc).

Further information:
https://admin-equide.web.cern.ch/en/procedure/official-vehicles



https://edh.cern.ch/Document/General/DA
https://admin-eguide.web.cern.ch/en/procedure/official-vehicles

Mission Orders

- For any use of the CERN cars outside of the
local area’ (for official purposes only) a
mission order must be completed in EDH.

Other Services

Access Request

Car Driving Authorisation

Car Rental Request

Electronics Pool Rental Request

Epool Catalogue

GSM Subscription Request / Modification

Knowledge Transfer Contract

Mission Order / Authorisation of Journey CERN-Place of Residence
Phone Request

Submission and Approval of EU Projects

6 Mission Order B soe | anscn || Docume

Crbated by Lo

‘Apphicable admieissraive procecure: Dffcul venicies”

Applicant ission Order
Bocument rpe: Mission Order Fisag wrm pariod +| @

Lauren Blanna GRMESHER (TE-PPR.A55)

Appiicanes CERN Status: STAF

Destinatio Justification
Possibls destineions

Iusmestear




Bank Accounts

To open a Swiss bank account, you need to:

Make an appointment with the bank (UBS
and PostFinance are on site — bg.500, or off
site Credit Agricole (Prevessin), amongst
others in the local area.

Ask the Card Service
(cards.service@cern.ch) for proof of

application of the Swiss card (see me if you
have any questions regarding this).



mailto:cards.service@cern.ch

Key contacts

Contacts Office Email / website Phone

Access Card 55 Access.registration@cern.ch +41 22 76 76633

French and Swiss Card 33/1-009 Cards.service@cern.ch

Social Affairs Service 33/1-038 Social. Affairs@cern.ch +41 22 76 74201 6 spapmey 0PIy
Housing Service 39/R-003 Housing.service@cern.ch +41 22 76 74155

Medical Service 57/1-008 Service.medical@cern.ch +41 22 76 73186

Staff Association 64/R-010 Staff.association@cern.ch +41 22 76 74224

Service Desk 55 bldg. Service-desk@cern.ch +41 22 76 77777

For admin needs please firstly contact:
Magdalena Kostecka (272/1-006)

If still in doubt contact:
Lauren Ormesher (30/5-013) #76635

+ Find contact with the CERN phonebook http://directory.web.cern.ch/directory/



http://directory.web.cern.ch/directory/

Leave at CERN

Annual Leave

. 2.5 days of annual leave are credited to your account in EDH every month
. Request a day off via EDH: https://edh.cern.ch/Desktop/dir.jsp

ERN Home > FAP Daper
| Home | Tasks | Search | News | Settings | Whats New | Statistics | About | Help | Logout
Tasks
@ H
= =J =) L
Other Task: ccess Request  Catalogue -CERN ~ GSM Subscription  Inter Deparimental  Material Request Offcial Travel
Stores Request / Transfer (TID) (Stores) Request

Modification

&

m Training: Online (SIR)  Transport Request
(CERN Site)

Purchase Requisition ~ Shipping Request  Training: Classroo
(oA) (Expedition) (&)

Searches

L L L L

Documents Created Documents To Sign ~ Search Documents  Stored Searches
By Me By Me
Aramaialy et EOH docmces sty e Tiesgortan e doy V|1

Sick Leave

In case of absence: Send an email to your Supervisor and copy the MPE secretary
(Lauren.Ormesher@cern.ch) as soon as possible
A medical certificate must be provided for any absence of more than 3 consecutive days.



https://edh.cern.ch/Desktop/dir.jsp
mailto:Lauren.Ormesher@cern.ch

Travel reimbursement

1. Please state on the form circulating in todays meeting how you
came to CERN (e.g. by catr, train, flight)

2. Apply for the French card B o .-
3. Open up a local bank account T— =
4. Provide any receipts (flights etc) =

The reimbursement depends on your contract length:

For one year contracts, your reimbursement (for a round trip, arrival
and departure) will be made upon arrival.

For two year contracts, a second round trip reimbursement can be
requested in the 2" year.

- Magdalena Kostecka will be collecting this information.
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D French cards R D

Nom de naissance (*)

Nom marital (*)

[] Mme [] nile I (*) EN CARACTERES D’IMPRIMERIE

rad@APPlY fOr your Frenchmwork permit yousmust:

-

3 x passport sized photographs olour)
Colour photocopy of your identifjlion car

Send to Magdalena via gahail

Nepe  Siga'the ‘Fiche Individu&tle’ fornft6&8y.

 or AEEEASL. (both sides).
Format 35x40
agdalena.Kostecka@cern.ch)
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https://hrt.cern.ch/hrt/NNPFMemberPersonnel

Parlez- oy
French courses e

French courses will be provided at the
beginning of next year.

Further information will be given about this
closer to the time.




Equipment

Biocells and ODH
Mobile phones

Dosimeters (from dosimetry service)
Helmets with headlamps

Safety shoes

Additional equipment (backpacks)
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[ c E RN is ta rget - YOU are ta rg etl black01white Greek Hacking Documentary trailer ripped

From: Evelyn [mailto-evelyn@cem.com)
Sent: 11 January 2016 1529

Subgect Congralulaions Liavi

Dear colleagues,

Some of you mght know Dawid a th ka dm he s, It has 20 years g e he first joined the financial department. To celebrate this moment, We've made a video
for David. Click here<htip://support x10 bz r;'_'-.‘."-.l-ﬁ'l' = lo view this -;.1

~

e Stop --- Think --- Don’t open
dubious links & attachment!

 Don’t share your password!
ST

Neas”
Password Hint: where are we

Reset password.. In case of doubt:

With kand re eqa ands,
Head administration

Evalyn

cern

Computer.Security@cern.ch
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Copyright violation
is theft and come
with substantial ~

costs.
\_
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Fom: [ Sent Tue 2/0/2012 18:14
Ten Compuber Saourty
(o]

susject: [N votice o Unautnoized e oo, -ty

R

-----BEGEIMN PGP SIGHNED MESSAGE-----
Hash: SHAL

Motice |
Motice Date: 23 Oct 2012 16:13:37 GMT

CERM - European Organization for Nucdlear Research

Dwgar Sir or kdacarm:

swears under peralty of perjury that [ EGTGTGTNGEGNGGEEEE
has authorized IR o act as its non-
search of the protocol listed below has detected

' copyright interests on your IF sddresses as detailed inthe below report.

exclusive agent for copyright | nfringement notification.
infringemeants of

-s reasonable good faith belief thet use of the mstenal in the manner complained of in the below report is
mot suthon zed by || . i:: c=rt:. orthe lsw. The information provided herein s acourste to
the best of our knowledge, Therefore, this letter is an offici sl notification to effect removal of the detected
infrimgement li sted in the below repart. The Berme Convention for the Protection of Literary and artistic Works, the
Universal Copyright Convention, as well as bilateral treaties with other countries allow for protection of client's
copyrighted work even beyond L%, borders, The below docum entation speafies the exact | ocation of the
infringement.

Anti-Piracy Compliance Statement

Hereby | confirm that no illegal copies of the soﬁ:ware_ are installed on m
: e : Only use CERN-

computers / any previously installed have been deleted completely. | am aware that further

installation and usage of pirated copies will have strict legal consequences.

In case of doubt:

provided software!

Computer.Security@cern.ch




Additional Information

If you have any admin questions please discuss
with Magdalena Kostecka first and if still in doubt
come and speak to me:

Lauren Ormesher
Office:30/5-013.
Mobile phone #169225 —

Admin e-guide: m:_
http://admin-equide.web.cern.ch/ mmp



http://admin-eguide.web.cern.ch/

Thank you for your attention.

Any questions?




