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Welcome to the Ecology and Genetics Research unit!
This form has been designed to help you in drawing up the new employee's orientation plan. Please ensure that a new employee has been oriented on the topics below. In the planning and realization of the orientation it is useful to utilize the Welcome to work at the University of Oulu –material. Make sure that the employee has received it. 
(When ready, return the form to Marjut´s office BF101-8).
 
Confirm the orientation performed with signatures.  

	Employee: 
	
	
	Work begins (date): 
	

	Research group leader: 
	
	
	
	

	Supervisor in the group: 
	
	
	
	

	 
	 
	
	Signature 
	Date 

	General matters:  
Marjut Saastamoinen, room BF 101-8

	 
	 

	The new employee's reception  Welcome package 
	 
 

	New employee guide
	 
	 

	Contract of employment  Unit/service point 
	 
 
	Trial period 
Working hours 
	 
	 

	
	 
	Absences 
	
	

	
	 
	Vacations 
	
	

	
	 
	SoleTM  
	
	

	
	 
	Flexim
	
	

	The new employee's contact information to sites (the network sites, homepage) and e-mail lists of the unit

	 
 
 

	Create researcher profile (Patio)
EcoGen homepage personnel list 
biolaitos and bioposti-mailing lists                 (send mail to jouni.aspi@oulu.fi or heikki.helantera@oulu.fi)
	
	 

	Keys and staff card 
	 
	Service officers 
	 
	 

	 
	 
	
	 
	

	User account Staff/UFO/o365 
	 
	

	 
	 

	Purchase in EcoGen
	
	Only named persons can order staff, please ask from Soile  Alatalo or Petri Sundqvist
	 
	 

	Occupational health services 
 Kela, Mela
	 
	Mehiläinen
	 
	 

	Laboratory work
	 
	Laboratory work guideline and
safety at laboratories (+Moodle-exam?)
	
	

	General matters 
(Supervisor in the group):
	
	
	
	

	Security issues in the Faculty of Science 
Every student and staff member is responsible for knowing - and acting according to - security instructions! Supervisor in the research group will guide  you through all the instructions related to security and safety issues, such as how to work safely, how to act upon a fire  alarm and evacuation, how and when to use fire extinction equipment and blankets, and where you can find the security  plan. If something remains unclear, you may also contact the corresponding fire safety person in your floor (see names at the end)

	 
	 
	
	 Signature (supervisor in the group)
	Date

	Facility walkthrough 

	

  
 
	Rescue Plan – Link below – compulsory to READ!
Where to find a unit´s Security Plan
How to act upon a fire alarm and evacuation
Fire extinction equipment and 
blankets placement 
	 
	 

	Responsibilities, duties and rights related to the work 
	
	Operating principles in the unit and in the laboratories 
	 
	 

	Introduction of the persons and premises in the unit 
	 
 
	Work premises 
Social premises  
	 
	 

	Meeting practices of the unit, 
	          Unit meetings on Fridays at 14.  Zoom or coffee room
	 
	 

	Getting around 
	·    Restaurants 
·    Office supplies and 
   lab storage rooms
·    Bus stops 
·    Smoking places 
	 
	 

	Service offices and service point locations 
	
	 
	 

	GDPR training https://oulunyliopisto.granitegrc.com/. 
	

	RESCUE PLAN:  https://syk.pelsu.fi/dokumentti/52921-biologia-
maantiede-ja-matematiikka//
	

	General information (university-level) PATIO  https://patio.oulu.fi/en
	

	Responsibilities, duties and rights related to the work 
	· Publications Sole Cris/Jultika
· Early Intervention Model 
· Duty of confidentiality  
· Prevention of bullying and harassment at the UO
· Equality, diversity and wellbeing
Contact person:
HR-manager Harri Pakkanen
	 





harri.pakkanen@oulu.fi
	 

	Environment  (SERVICE REQUESTS) 
	· Facilities and user services 
	 
	 

	Acquisition practices/Purchase process 
	· Acquisition principles of the university 
	 
	 

	 
 
 



Accepted (date) 
	 
 
 



Research Unit leader´s signature
	 
 



 
Employee's signature 



