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1.2 Course objectives

Course objectives

* Responsibilities towards my team
e Communication between CERN and my home institution
* Responsibilities towards CERN and my home institution

1) To define my duties and
obligations

NOTE: the team leader role is activated only when all three of
the following requirements are met:

2) To validate my appointment 1. The team leader has successfully passed this course;

2. The team leader has a valid contract with CERN;

3. The team leader has been officially appointed.

™ @ OO

1) To define my duties and obligations

1 Responsibilities towards my team
9 Communication between CERN and my home institution

1 Responsibilities towards CERN and my home institution

2) To validate my appointment

NOTE: the team leader role is activated only when all three  of the following requirements are met:
1.The team leader has successfully passed this course;

2.The team leader has a valid contract with CERN;

3.The team leader has been officially appointed .



1.3 What you wi

What you will learn @

Il learn

V)

. What s a team?

Introduction 2. What is a team leader?
3. How is a team established?
4
Role of the home s Over\{lew :
RS 2. Appointment of a team leader - appointment form
institution e : o L ;
\3. Administrative formalities for team members - Home Institution Declaration

\
Duties and 1.
obligations of the 2

Responsibilities towards CERN - on behalf of the home institution
Verification of data - home institution and team members
Responsibilities towards team members - before arrival at CERN, while working at CERN, when leaving CERN

team leader 3.
/
1
Glossary and >
useful resources 3

. People
. Administrative tools and documents
. Useful resources

™ @

Introduction
1.What is a team?

2.What is a team leader?

OO

3.How is a team established?

Role of the home institution

1.Overview

2.Appointment of a team leader z appointment form

3.Administrative formalities for team members z Home Institution Declaration

Duties and obligations of the team leader

1.Responsibilities towards CERN z on behalf of the home institution

2.Verification of data z home institution and team members

3.Responsibilities towards team members z before arrival at CERN, while working at CERN, when leaving CERN

Glossary and useful resources

1.People

2. Administrative tools and documents

3.Useful resources
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2.1 Establising a team

Establishing a team

Establi\s%ga team
Appointiag a t/e’a'/r/n leader

— Home I:nstitution Declaratfon .
Responsibilities of the t:m% |

i ‘i S
Before team members arrivé‘

< ALICE
~ CERN 2008




2.2 What is aeam?

What is a team?

CERN associated members of the personnel

£

Affiliated with
m
==
@ Team leader @ : a home institution
e :
TEAM
Deputy Deputy
team leader team leader

Participate in

@

) R
® @

an experiment
._Team members

Denuitv
A team is a group of users
who are affiliated with an
institute and participate in an
experiment.

S, " )
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A team is a group of users who are affiliated with an institute and participat e in an experiment.
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2.3 What is aeamleader?

What is a team leader? @)

CERN associated members of the personnel

£

@ Team leader @

Affiliated with

a home institution

4
TEAM
Deputy Deputy
team leader team leader

Responsible for

. OO

.. Jeam members

an experiment

@ OO

Each team is composed of one team

leader and at least one deputy team

leader, who supervise as many team
members as required.

IDIISTRIRY]
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Each team is composed of one team leader and at least one deputy team leader, who supervise as many team
members as required.



2.4 How is déeam established?

How is a team established?

a

Funding agencies Oo
& Memorandum

goo of understanding
==

Home institution

QO

an experiment

A team is established following the conclusion of a specific agreement, called a memorandum of understanding
or “MoU", between the home institution and a particular CERN Experiment.

®@ w ) ©

A team is established following the conclusion of a specific agreement, called a memorandum of understanding
or 3MoUj , bleomeviesttutiontarde particular CERN experiment.




Step 2

How is a team established? @)

Click to add text

o

Funding agencies

p

Memorantum an experiment
ooo of understanding P
e e oy
Home institution n
@ oy Once the MoU has been signed, the home institution
n =) can appoint team leaders and start sending

NOMINATE » Team lead -l collaborators to CERN who join a team and thus
i A become associated members of the personnel
e, (generally “users”).
SEND -,
Team members
®@ (s w2 ) (9

Once the MoU has been signed, the home institution can appoint team leaders and start sending collaborators to

CERN who join a team and thus become associated members of the personnel (generally { us .r s j



2.5 Role of thehomeinstitution

Role of the home institution @)

Overall responsibility for the team and its members |

Appoints team leaders and deputy team leaders ‘ Completes and signs official documents
and sends team members

000 L Opd
Home institution m \

Informs CERN about changes of:

Appoints a Safety Correspondent.

The team leader and the deputy team leaders can be
appointed as safety correspondent « Team members' contract conditions in the home
institution

« team leader or deputy team leaders

® @ OO

Overall responsibility for the team and its members

Appoints team leaders and deputy team leaders

and sends team members
Completes and signs official documents

Appoints a safety correspondent

(the team leader or the deputy team leader can be appointed as safety correspondent )

Informs CERN about changes of:
1 team leader or deputy team leaders

't eam me noorgraciscAnditions in the home institution
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3.1 Appointinga teamleader

A\J

App0| tlﬂg/a,t

3.2 Appointng a teamleader

Appointing a team leader @‘
)
PAON
!U 0o ———
Home institution C "_@ élﬂjo
Sign Ap T\,m‘f::a(‘m form SN Via GERINBOX Secretariat
> = Yy — of the experiment S
P
CERN
—3p | validates the
‘ appointment /

S B Team leaders

n e-Learning
{_tyou're doing it right - keep going)) |

Team leader

™ @ OO
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3.3 Appointment form

Appointment form

Responsibilities of the
home institution and of |
the CERN team leader |

The institute
representative signing the
form must be someone

team leader or deputy
team leader.

® @

£PAGSUO-17.122021
version

Team Leader
Deputy Team Leader

other than the appointed '\‘-\...\

] eader i the Safety Correspondent” egaring the Team Leacer and the Depty Team Lesder(s)

P —

document
_To be completed by an authorzed representative of the insttution in an experiment or
Eperiment/Project
insttution =
T e et o SR P
o e
Authorized
representative Tame  Femeeme T T =
2
Happicave,

Responsibilities of the home institution and of the CERN _team leader

The institute representative signing the form must be someone other than the appointed

team leader.

Agreement of the spokesperson or contact person at CERN

11

team leader or deputy


https://cernbox.cern.ch/s/ILxPSkFT3d86H6p
https://cernbox.cern.ch/s/ILxPSkFT3d86H6p
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4.1 Home Institution Declaration

-
-

Establishing a tea
Appomtmg a team teader

Respon%bmmifhe team Iea#ﬁ] l'
“ .

Befoﬁeam members arrlve at‘CEJR
Whi team Mmembegs are at CER
Preparlng for a team mem

Conclu3|on

CMS
CERN 2017
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4.2 Home Institution Declaration

Home Institution Declaration @‘
(HID) ')

A handwritten

Nevertheless. the home institution remains responsibe for ensuring that such insurance is obtained : : ki
o Any accompanying family members must have heaith and sccident insuranoe providing sdequste cove{. SIgNAtUre is required
o The home institution must ensure striet compliance with the conditions set out above.

The document is valid for six months

« Iif, for any reason, the home institution is unable to provide such health and accident insurance, it must
following the date of signature.
\

\ The home institution will inform CERN of any changes in the foregoing and understands that such changes may resaff in termination
- of the candidate’s contract of association with CERN. o

AW \ Date (Day/Month/Year): .. . s =] Signature a <a Full name of
il Full name (in block captals): 7o | theinstitution

Stamp: ...... sveseesernss__— Position at home institution: ST =% representative

= (To be completed in English or French)

Full title of position at the home | {1

1 The HID is vaid for six months after ignature; in the event. doe: within six months
institution ‘signature or if than six months afer this date, a new HID is required.

NOTE: The signature of the team leader is not accepted here unless they hold a high-level managerial position at the institute or if
the institute provides CERN with a letter of delegation of authority.

\

* The home insstution is:

- Users: the insttution with which CERN has concluded heir actvises at
CERN.

~Cooperation Associates: the insttston with which CERN has concluded an agreement that covers their activises at CERN.

- Visiting Scienssts: the research msttution that employs them

* A definitn of adequate this form s provided
hipJsersoffice web cem ch'adequate-fnancal-resources-for-Switzeriand

® @ OO

The home institution is responsible for providing a Home Institution Declaration to all its collaborators coming to
work at CERN as associated members of the personnel.

NOTE: the candidate cannot be Jemployed by §, dstudying at }, or Jn receipt of a grant from j CERN.

Tick only one box and specify the name of the institu tion.

NOTE: crossing out any text invalidates the declaration.

The document is valid for six months following the date of signature.

A handwritten signature is required

Full name of the institution representative

Not mandatory

Full title of position at the home institution

NOTE: The signature of the team leader is not accepted here unless th ey hold a high -level managerial position at
the institute or the institute provides CERN with a letter of delegation of authority.

13
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5.1 Responsibilities of theeam leader

e team Iead
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5.2 My responsibilitiess ateamleader

My responsibilities as a team leader

Towards CERN, on behalf of my home institution

@/

Communication between

Integration of team members

Administration @

CERN and the home institution

D date & verificati - h n Safety correspondence in
ke e e LU collaboration with the institute’s

CERN experimental programme Team leader

NOTE: |, as a team leader, may have been given
additional responsibilities by the institution.

Towards CERN, on behalf of my home institution , My responsibilities as a team leader are

1 Integration of team members

Communication between CERN and the home institution

Administration

Data update & verification in the CERN experimental program  me

Safety corresponden t A's diurt icesl | abor ati on with the

= =a =4 =

NOTE: |, asteam leader, may have been given additional responsibilities by the institution.

15
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instituteAs

Safety

Co



5.3 Additional responsibilities for Team Leaders appointed adeby
Correspondent for their institute

Additional responsibilities for Team Leaders appointed as @w
Safety Correspondent for their institute 1

In accordance with the CERN Safety Rules, each collaborating institution must appoint and be
represented at CERN by at least one Safety Correspondent Should the appointed Se ety

Correspondent also hold a Team Leader role, a Safe yrrespondent Appointment m should
be completed (as this role is not automatically attr |l)uted to the Team Leader). O
Ensure that team members are | @ Follow-up on CERN requests in safety
informed about CERN's matters, e.g. signature of radiation
Safety Policy and Safety Rules ’ * \ protection certificates
O :

Ensure communication between CERN
and the home institution on safety matters (&) ( >\‘

In accordance with the CERN Safety Rules, each collaborating institution must appoint and be
represented at CERN by aakt one Safety Correspondent.

Should the appointed Safety Correspondent also hold a Team Leader &l&eta

Coarrespondent Appointment Forshould be completed (as this role is not automatically
attributed to the Team Leader).

The alditional responsibilities for Team Leaders appointed as Safety Correspondent for their
institute are:

i Ensure thateam members are informe@bout/ 9 w Bdkedy Policy and Safety Rules

1 Follow-up on CERN requests safety matters, e.g. signature of radiation protection
certificates

9 Ensure communicatiometween CERN and the home institution on safety matters

16


https://cernbox.cern.ch/s/ipvynpjhknnXTDM
https://cernbox.cern.ch/s/ipvynpjhknnXTDM
https://hse.cern/content/cern-safety-policy

5.4 Coordinating safety matters at CERN

For me, the team leader

@ Collaborate on safety matters @
M < > N\

Team leader such as: Safety correspondent

Coordinating safety matters at CERN

‘ Information
Communication

Obligations

Responsibility
towards the team

Additional resources:

e Chapter 6, CERN SR-SO
« Responsibilities and organisational structure in matters of safety at CERN (EDMS 1389540/2)
* Responsibilities of the home institution, the CERN team leader and the safety correspondent (EDMS 2706223/1)

Collaborate on safety matters such as:
1  Information
1  Communication
1  Obligations
1  Responsibility towards the team

Additional resources:
1 Chapter 6, CERN SRSO
1 Responsibilities and organisational structure in matters of ~ safety at CERN (EDMS 1389540/2)

9 Responsibilities of the home institution, the CERN team leader and the safety correspondent ( EDMS 2706223/1)

17


https://edms.cern.ch/ui/file/1389540/LAST_RELEASED/SR-SO_E.pdf
https://edms.cern.ch/document/1389540/2
https://edms.cern.ch/document/2706223/1

Information

Coordinating safety matters at CERN

For me, the team leader

£
M

Team leader
‘ Information
Communication

Obligations

Responsibility
towards the team

™ @

Information

Collaborate on safety matters

<€ >

&)
®)

ALY

such as: Safety correspondent

| keep myself and my team informed about the safety
aspects related to the activities performed on the CERN site
and in any experiments at CERN in which my team
participates.

Additional resources:

o Chapter 6, CERN SR-SO

« Responsibilities and organisational structure in matters of safety at CERN (EDMS 1389540/2)

* Responsibilities of the home institution, the CERN team leader and the safety correspondent (EDMS 2706223/1)

| keep myself and my team informed about the safety aspects related to the activities performed
and in any experiments at CERNin which my team participates.

18
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Communication

Coordinating safety matters at CERN @)

For me, the team leader

@ Collaborate on safety matters @
M < > I\

Team leader such as: Safety correspondent

‘ Information

| ensure communication with the safety officer of the hosting
department (DSO) or large experiment (LEXGLIMOS,) related to

Obligations my team and with the HSE (Occupational Health and Safety and
Environmental Protection) unit.

Communication

Responsibility
towards the team

Additional resources:

o Chapter 6, CERN SR-SO
. p and org structure in matters of safety at CERN (EDMS 1389540/2)
* Responsibilities of the home institution, the CERN team leader and the safety correspondent (EDMS 2706223/1)

Communication

| ensure communication _with the safety officer of the hosting department (DSO) or large experiment (LEXGLIMOS)
related to my team and with the HSE  (Occupational Health and Safety and Environmental Protection) u  nit.

19


mailto:ep-safety-office@cern.ch
https://ep-th-safety.web.cern.ch/

Obligations

Coordinating safety matters at CERN @)

For me, the team leader

@ Collaborate on safety matters @
M < > I\

Team leader such as: Safety correspondent
‘ Information
CorTiriIEatER | assess and provide the means necessary for my
team members to fulfil their obligations in safety
Obligations matters, thereby contributing to improving safety.

Responsibility
towards the team

Additional resources:

* Chapter 6, CERN SR-SO
« Responsibilities and organisational structure in matters of safety at CERN (EDMS 1389540/2)
* Responsibilities of the home institution, the CERN team leader and the safety correspondent (EDMS 2706223/1)

Obligations

| assess and provide the means necessary for my team members to fulfil their obligations in  safety matters, thereby
contributing to improv ing safety.

20



Responsibility towards the team

Coordinating safety matters at CERN @)

For me, the team leader

@ Collaborate on safety matters @
M < > I\

Team leader such as: Safety correspondent

‘ Information

| ensure that my team members:

- are informed about CERN's safety policy, rules and best practices;

Obligations « comply with instructions in safety matters;

« complete the mandatory safety courses and obtain the necessary certificates;
« establish and update safety files and folders as required.

Communication

Responsibility
towards the team

Additional resources:

* Chapter 6, CERN SR-SO
« Responsibilities and organisational structure in matters of safety at CERN (EDMS 1389540/2)
* Responsibilities of the home institution, the CERN team leader and the safety correspondent (EDMS 2706223/1)

Responsibility towards the team

| ensure that my team members:

1 are info rmed about CERN A safety policy, rules and best practices;

9 comply with instructions in  safety matters;

1 complete the mandatory safety courses and obtain the necessary certificates;

1 establish and update safety files and folders as required.

21


https://lms.cern.ch/ekp/servlet/ekp?TX=STRUCTUREDCATALOG&CAT=EKP000000480

5.5 My role in commuitation

My role in communication

Between CERN and my home institution

PN £k

Home institution TEATH IeadaE

Information about my
team members

| Changes related to my
L home institution

Contact details of my }

(
@ @ ‘k home institution

1 Information about my team members
1  Changes related to my home institution
f  Contact details of my home institution

22
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5.6 Grey book

Grey book

The CERN Experimental Programme

The CERN Experimental Programme

Team leaders ensure that the
information about their home
institution and to their team members
is up to date in the database of the
CERN Experimental Programme, also
known as the “Greybook”.

®

[=1=)
Team leader

® @ OO

Team leaders ensure that the information  about their home institution and their team members is up to date in the
database of the CERN Experimental Programme, also known as the 3Grey bookj.

https://greybook.cern.ch

23
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6.2 Preregister teammembers

Pre-register team members )
PART/USER/COAS/VISC )

The EDH Pre-Registration form is used to pre-register PARTs (External Participants in an
Experiment) as well as Users, COAS (Cooperation Associates) and VISCs (Visiting Scientists).

page will guide you
through the pre-
registration process.

@@ =

TheEDH PrdRegistration forms used to preregister Users, COASooperation Associates),
VISC¢Visiting Scientists) as well as PAfEKksenal Participants in an Experiment).

Thededicated help pagwill guide you throughthe priNBE I A A G NI GA 2y LINR OSaadé

25


https://edh.cern.ch/Document/Personnel/PreRegistrationForm
https://usersoffice.web.cern.ch/edh-pre-registration-form

6.3 PreregisterTeam Members

Pre-register team members
USER / COAS / VISC vs PART

-

USER / COAS / VISC ] External participant (PART)

A7

» CERN computing account
Accesses » Experiment databases
» Physical access

Contract CERN contract of association

Remote pre-registration via EDH (PREG) ‘

Registration +On site registration at the Users Office upon arrival at CERN

Documents » Copy of passport » EDH (PREG)
» Home Institution Declaration (HID) |« If applicable: visa + invitation letter
USER/COAS/VISC

Accesses
1 CERN computing account
1 Experiment databases

1 Physical access

Contract

CERN contract of association

Registration

Remote pre -registration via EDH (PREG) + on-site registration at the Users Office upon arrival at CERN

Documents
1 Copy of passport
1 Home Institution Declaration (HID)
1 EDH (PREG)

1 If applicable: visa + invitation letter

26



PART

Pre-register team members
USER 7/ COAS / VISC vs PART

USER / COAS / VISC ( External participant (PART) ]

« CERN computing account ‘
Accesses = Experiment databases
= No physical access

Contract No CERN contract
Registration Remote pre-registration via EDH (PREG)
. Copy of passport |
Documents el

» PREG (EDH)

PART

Accesses
1 CERN computing account
1 Experiment databases

1 No physical access

Contract

No CERN contract

Registration

Remote registration initiated by either the secretariat of the experiment/ group or the team leader
Documents

1 Copy of passport
1 PREG (EDH)

27
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6.4 Visa requirements

Visa requirements

®,

’ Visas for entry and stay in the Host States
Visa requirements and procedures 5 A
l Admin e-guide
O New user O

comes to CERN

Do they need a visa for

NO X Switzerland or France?
4

(i.e. NON-EU citizen)

® @ ©

A New user comes to CERN.
Do they need avisa for Switzerland or France?
(i.e. NON-EU citizen)

https://usersoffice.web.cern.ch/visa _-requirement -and-procedure

https://admin -eguide.web.cern.ch/en/procedure/visas _-entry -and-stays-host -states

28


https://usersoffice.web.cern.ch/visa-requirement-and-procedure
https://admin-eguide.web.cern.ch/en/procedure/visas-entry-and-stays-host-states

Invitation letter

Visa requirements

A Visa is needed

y
@ The team leader requests an
n invitation letter from the
experiment’s secretariat.
Team leader

If a visa is not needed

The team leader requests an invitation letter from the experiment A secretariat.

29
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Secretariat
of the experiment
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Stay

Visa requirements D)

A Visa is needed

Three months or less How long will the More than three months ‘
(short-stay C visa) | team member stay? | | (long-stay D visa)
| The team member obtains an official @ The team member obtains an official invitation
invitation letter + convention d'accueil 1 letter from the secretariat.
! from the secretariat. / \
Ny liser If the user stays in France, a “note verbale” is
» Goes to Swiss or French consulate sent to the French authorities.

» Goes to Swiss or French consulate
» The user will be able to request a Swiss or

French permit once in the local area of CERN
Next step

How long will the team member stay?

Three months or less ( short -stay C visa)
Team member obtains an official invitation letter + Jco n v e n t acaueilj fbm the secretariat.

> Goes to Swiss or French consulate

More than three months (long -stay D visa)

Team member obtains an official invitation letter from the secretariat.

If the user stays in France, a Jnote verbalej is sent to the French authorities.

> Goes to Swiss or French consulate

> The user will be able to request a Swiss or French permit once in  the local area of CERN

30



Full registration

Visa requirements

([ Full registration procedure :

@ * Pre-registration (EDH PREG)
| » Home Institution Declaration (HID)
| \ + Passport
New user + The team member registers in person

\ at the Users Office. )

e 7

(Back to the beginning C))

Full registration procedure:

1  Pre-registration ( EDH PREG
1  Home Institution Declaration (HID)
Al Passport

+ The team member registers in person at the Users Office.

31
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6.5 Calculating the length of stay

Calculating the length of stay @)

Duration of the

- > (  Average annual ‘
L contract

presence at CERN

The length of a team member's stay at CERN is important as it will
determine whether the contract of association is short-term or long-term.

[Short—term registration] Long-term registration

® @ ©

The lengthofa teamme mber As st ay at CERN detesmine mvpethertha conhtraca &f assotiatiomis| |
short -term or long -term.

32



Shortterm registration

Calculating the length of stay

‘ Duration of the ‘ ~— [ Average annual ‘
contract presence at CERN

The length of a team member’s stay at CERN is important as it will
determine whether the contract of association is short-term or long-term.

[Short—term registration] Long-term registration

&

Maximum 3 months » Average presence at CERN: 100% by default

Jan  Feb Mar Apr May Jun Can not be extended.
(CE;RN§ @ ) ‘ New EDH PREG mandatory if
SN presence at CERN is extended.

©

Short-term registration

Can not be extended.

New EDH PREG mandatory if presence at CERN is extended.

33



Longterm registration

Calculating the length of stay @)

‘ Duration of the ‘ ~—— > ( Averageannual ‘

contract presence at CERN

The length of a team member’s stay at CERN is important as it will
determine whether the contract of association is short-term or long-term.

Short-term registration [ Long-term registration ]

Minimum 3 months, maximum 3 years » Average presence at CERN: from 5% to 100%

Jan Feb Mar Apr May Jun

[CERNF! CERN [CERNF! CERN |CERN§!1CERNF!

OO

Long-term registration

Minimum 3 months, maximum 3 years > Average presence at CERN: from 5% to 100%

34



6.6 Calculating the average presence

Calculating the average presence

Calculation follows Host States regulations and is not a mathematical calculation

6 months + 1 day during the year is 55% 3 months + 1 day consecutively is 55%
an Feb | Mar [ Apr | May | Jun Jan Feb | Mar [ Apr | May | Jun
CERN CERN CERN CERN CERN CERN +1 day
Jul Aug | Sep | Oct | Nov | Dec ‘ 55 /0 } Jul Aug | Sep | Oct | Nov | Dec
CERNE{ CERNE\Y +1 day

Between 55% and 100% Swiss and French cards are issued.

NOTE: CERN must be notified of any subsequent changes to a user’s annual average presence via EDH (Contract
Amendment form) within 30 days. See more about contract amendment later in this course.

® @ OO

Notes:

Calculation follows Host States /vegulations and is not a mathematical calculation
6 months + 1 day during the year is 55%

3 months + 1 day consecutive ly is 55%

Between 55% and 100%, Swiss and French cards are issued.

NOTE: CERN must be notified of any subsequent changesto a u s &nuAl sverage presence via EDH (Contract
Amendment form) within 30 days. See more about contract amendment later in this course.

35


https://usersoffice.web.cern.ch/contract-amendments

6.7 Workpermit andresidencepermit

Work permit and residence permit

Why is the annual average presence at CERN so important?

The CERN sites straddle the French - Swiss border. Team members therefore need a permit from
both Host States to work at CERN and a residence permit for the country in which they reside.

(

Swiss card
Fl French card

EF French card

® @ ©

The CERN sitesstraddle the French zSwiss border. Team members therefore need a permit from both Host States to

work at CERN and a residence permit for the country in which they reside.

36



Swisscard

Work permit and residence permit @)

Why is the annual average presence at CERN so important?

The CERN sites straddle the French - Swiss border. Team members therefore need a permit from
both Host States to work at CERN and a residence permit for the country in which they reside.

Swiss card n | cmsdotemen

Vilble e 505200 sl 0seN
Fl French card

EF French card SPEjC.‘N\EN EI

R

Work permit for CERN users living in Switzerland.

[NOTE: Generally the same expiry date as the CERN contract.]

® @ ©

Swiss card

Work permit for CERN users living in Switzerland.

37



Flcard

Work permit and residence permit @)

Why is the annual average presence at CERN so important?

The CERN sites straddle the French - Swiss border. Team members therefore need a permit from
both Host States to work at CERN and a residence permit for the country in which they reside.

Swiss card
| Fl French card

EF French card

Residence permit for CERN users living in France.

FI French card

Residence permit for CERN users living in France.

38



EFcard

Work permit and residence permit @)

Why is the annual average presence at CERN so important?

The CERN sites straddle the French - Swiss border. Team members therefore need a permit from
both Host States to work at CERN and a residence permit for the country in which they reside.

Swiss card

Fl French card

|EF French card

EF French card

Work permit for CERN users living in Switzerland.

OO

Work permit for CERN users living in Switzerland.
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6.8 Work Permit and Residence Permit

Work permit and residence permit @

Which cards do you need to apply for? '}
|°'@‘Q?@i
AN

USER living in Switzerland> SPE:C\MEN |:“:‘,:| §:~‘1 Family l:\/le“mbers
s ui-:# R stE‘ME

@ Swiss card EF French card Swiss card

1o

o D
.

New USER u
ivi i \ = u "-‘-tﬁ,:;u ] Family Members
USER living in France 4 EE‘N\EN == o f—
R =t~ om Fa
Swiss card Fl French card FI French card

® @ OO
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codp /2y @BSYyiAz2y RQIF OOdzSA f

Convention d’accueil @)

(Hosting agreement)

httpS//u SErso ffl ce.we b cern.c h/ ORGANISATION EUROPEENNE POUR LA RECHERCHE NUCLEAIRE
EUROPEAN ORGANIZATION FOR NUCLEAR RESEARCH
forms-and-templates gy ) Laboratire Earepdon pou la Physiqu dos Particsis
European Laboratory for Particle Physics
p- > CONVENTION D'ACCUEIL
) \ D'UN CHERCHEUR OU ENSEIGNANT-CHERCHEUR ETRANGER
vue de I'admiss 3 Fi 3 édew fique », d° -ress0rti: de
_ Usersrom outside he e
uropean economic Area or ‘ " d'enseignement de niveau universitaire
Switzerland with a <50% L'ORGANISATION EUROPEENNE POUR LA RECHERCHE NUCLEAIRE (CERN),
ayant son siége 2 Genéve, Suisse (adresse postale pour le courrier posté en France : Site de Prévessin,
average presence at CERN are F-01631 CERN Cedex) et exercant ses activités de part et d'autre de la frontiére franco-suisse,
not eligible for French and ;:::’;:::“CM‘ e e 5
Swiss cards (work and certile sccmeliiic en qualith de chercheur o ’exseignant-cherch
residence permits). Nom (M, Mme, Mlls) - ettt PNIONI(E] & ettt tees
\ J Date de naissance B e LICU i MAISSENCE : ...
o v ; o N u:;:e le. : etle
The “convention d'accueil A ko o ok
should be requested from the et s’engage a ce qu'il belcﬁne d'une couverture santé pon,r la durée de son séjour ainsi que d'une
contre les qui p survenir a I'occasion de son travail de recherche ou
1 i d’enseign t du CERN, lication de I'article 6 de la directive n®2005/71/CE du
secretariat Of the expenment / Conseil d:-:o:t:b:m.ﬂﬂs nhme‘: ::Z pl:)cedur: d‘ld:mnon espeaﬁque d:snremrnuuu de
group Secretariat and pays tiers aux fins de recherche scientifique.
" -. Le referent, respcnnblz de V'accueil du chercheur ou de 1 i atteste sur I'honneur
provided to the Users Office des portées sur ce :
Upon registration or in the ten Fait & Gendve, e 200 NS Sig du référent -
% : Le oul 2 h atteste sur 'honneur 1" des dé ds
days following arrival. | Faits s B et RGNS O RPN e
~ 7 — R
" Sceau du poste . Cachet de Cachet du Service
> diplomatique ou la des Relations avec les
o consulaire frangais Sous- Pays-hotes du CERN-
Original document duly dated || — BN
and signed by the user.
Téépbone: ~41 22767 51 52 . Téldcopie: +41 227679545 CERN/DG-RH/110518

OO

https://usersoffice.web.cern.ch/formsndtemplates

Users from outside the European Economic Area or Switzerland with
eligible for French and Swiss cards (work and residence permits).

They are nevertheless required to be in possess ion of a hosting agreement ,knownasa konventi on dAaccueilj,
which serves as a work permit for France.

Thedk onvent i on shbuldabe requested from the secretariat of the experiment / group and provided to the
Users Office upon registration or in the  ten days following arrival.

Original document duly dated and signed by the  user.
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https://usersoffice.web.cern.ch/forms-and-templates
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7.1 Whileteammembers are at CERN

7

While team membefrs are at CERN

TOTEM
CERN 2016
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7.2 Registration formalities and integration

Integration

Registration formalities and integration @)

Click to add text

£

[Ensure their integration | Help with administrative formalities

You, as a team leader, are here to ensure that your team members integrate
into CERN life and life in the local area.

Ond |
e

Team members Housing

Team leader

Life in France

https://usersoffice.web.cern.ch/

©

Life in Switzerland

® @ ©

Ensure their integration

You, as team leader, are here to ensure that your team members integrate into CERN life and life in the local area.

https://usersoffice.web.cern.ch/
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https://usersoffice.web.cern.ch/

Administration

Registration formalities and integration @)

Click to add text

£

[Ensure their integration | Help with administrative formalities

You, as a team leader, are here to help your team members with the administrative
formalities pertaining to their contracts of association.

VA
-

Team members %

Team leader

-

—

\ https://usersoffice.w

ern.ch/other-formalities

Other formalities

‘ Contract amendment ’

‘ Contract termination

™ @ ©

Help with administrative formalities

You, asteam leader, are here to help your team members with the administrative formalities pertaining to their
contracts of association.

https://usersoffice.web.cern.ch/other-formalities

https://usersoffice.web.cern.ch/settling-in
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https://usersoffice.web.cern.ch/other-formalities
https://usersoffice.web.cern.ch/settling-in

7.3 Integration at CERN

Integration at CERN

Information overview

@ Your role as team leader is to inform your team
members about CERN rules and regulations, as well as
about the services in place to support them.

Team leader

[ Rules & Regulations ] Representation Requirements Services

OpE
-

Team members

® @

Your role as team leader is to inform your t eam members about CERN rules and regulation
services in place to support them.
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Rules & regulations

Integration at CERN D)

Information overview

@ Your role as team leader is to inform your team @@@

n members about CERN rules and regulations, as well as !
\

Team members

about the services in place to support them.

Team leader

| Rules & Regulations ] Representation Requirements Services

« Staff Rules and Regulations « Computing Rules
» Code of Conduct « Safety and Security Rules

+ Data Privacy

™ @ ©

Rules & regulations

1 Staff Rules and Regulations
1 Code of Conduct

1 Data Privacy

1 Computing Rules

1 Safety and Security Rules
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Representation

Integration at CERN D)

Information overview

@ Your role as team leader is to inform your team @@@

members about CERN rules and regulations, as well as !
about the services in place to support them. \
Team leader Team members
| Rules & Regulations ] Representation Requirements Services
« ACCU

(Advisory Committee of CERN Users)
« Staff Association

™ @ ©

Representation
1 ACCU (Advisory Committee of CERN Users)

1 Staff Association
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https://staff-association.web.cern.ch/

Requirements

Integration at CERN D)

Information overview

@ Your role as team leader is to inform your team @@@

n members about CERN rules and regulations, as well as !

about the services in place to support them. \
Team leader Team members
| Rules & Regulations ] Representation Requirements Services

» Health insurance
» Social security
 Duty travel

™ @ ©

Requirements
1 Health insurance
1 Social security

1 Duty travel
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Services

Integration at CERN D)

Information overview

@ Your role as team leader is to inform your team @ |®|'°'

members about CERN rules and regulations, as well as ! \
about the services in place to support them. |
Team leader Team members
| Rules & Regulations l Representation Requirements Services
Ombud Diversity. & Inclusion Social Affairs Medical Service
mbu e ocial Affai i
Onboarding Training
Services
1 Ombud

1 Diversity & Inclusion programme

1 Social Affairs

1 Medical Service
1 Service Desk

1 Onboarding

9 Training
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https://ombuds.web.cern.ch/
https://diversity-and-inclusion.web.cern.ch/
https://hr.web.cern.ch/social-affairs-service-0
https://hse.cern/fr/services-et-assistance/occupational-health-service
https://cern.service-now.com/service-portal?id=service_desk
https://usersoffice.web.cern.ch/onboarding-cern
https://hr.web.cern.ch/learning-development

7.4 Data Privacy at CERN

Data Privacy at CERN aDtaéala_: Eﬁvacy

https://privacy.web.cern.ch/office-data-privacy-odp

@ Users must comply not only with the data privacy policy
of their home institute, but also with that in force at @@@
CERN. Note that specific data privacy measures apply to '
the organisation of events at CERN \
Team leader (whether in-person or online). Team members

1. Take or review the mandatory e-learning on Data Privacy at CERI

If you have more questions:
2. Visit the Office of Data Privacy's website.

3. Contact the Office of Data Privacy: privacy.protection@cern.ch

® @ OO

https://privacy.web.cern.ch/officedata-privacyodp

Users must comply not only with the data privacy policy of their home institute, but also with that in force at CERN.
Note that specific data privacy measures apply to the  organisation of events at CERN _(whether in -person or online).

1.Take or review the mandatory e -learning on Data Privacy at CERN.
If you have more questions:

2.Visitthe Of f i ce of Data .PrivacyAs website

3.Contact the Office of Data Privacy: privacy.protection@cern.ch
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https://privacy.web.cern.ch/office-data-privacy-odp
https://privacy.web.cern.ch/faqs/organising-event-be-aware-data-protection
https://lms.cern.ch/ekp/servlet/ekp?CID=EKP000043773&TX=FORMAT1&BACKTOCATALOG=Y&DECORATEPAGE=Y
https://privacy.web.cern.ch/office-data-privacy-odp
mailto:privacy.protection@cern.ch

7.5 Dutytravel

https://admin-equide.web.cern.ch/en/procedure/dutiravel

Should your team members need to travel for official duty purposes on CERN and  third -party accounts, the
appropriate steps must be followed:

1.Complete the Duty Travel Request in EDH at least 14 days in advance, specifying the budget code.

2.The experiment A secretariat will make travel arrange ments (if needed , via CWT. Please note that travellers should
not pay for their own travel.
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https://admin-eguide.web.cern.ch/en/procedure/duty-travel
https://edh.cern.ch/Document/Claims/Travel

