GEE STAFF HANDBOOK

Welcome to UCL and to the Division of Biosciences Department for Genetics, Evolution and Environment!
The following are essential addresses and information for working in the Division.  (Some website links are password protected). 

	A

	Academic Rules

Academic Manual
Academic Term Dates 

	The UCL Academic Manual brings together in one location the academic regulations, policies and procedures applicable to all UCL taught and research students.

	Annual leave 

	Annual leave and sickness is logged by the employee on MyHR


	Appraisal & probationary review


	It is the responsibility of the Head of Department/Division to ensure that all staff in his/her department are reviewed in line with this scheme. The first review will take place no later than 6 months following the satisfactory completion of probation, but after 12 months where objectives are set as part of the end of probation review. Heads of Department should agree objectives with newly appointed academic staff who are not subject to a probationary period within the first three months of appointment to start the appraisal cycle. The Appraiser and Appraisee should agree a mutually convenient time to meet, such that both parties have sufficient time to prepare for the meeting.

Professorial staff should use the online PAR system.  The appraisal checklist should be completed for all appraisals and PARs.


	B

	Biosciences (our Division)


	All Biosciences Degrees and Departments
Please note the Department names in full are:
SMB (Structural & Molecular Biology)
GEE (Genetics, Evolution, Environment)
NPP (Neuroscience, Physiology, Pharmacology)
CDB (Cell Developmental Biology)
Biomedical Sciences



	Blakeney Point
	UCL’s field station at Blakeney in Norfolk. Information about Prof Oliver and the boathouse.


	Bookings


	UCL Room Booking Guidelines
For residents of Darwin Building meeting room 114 on the first floor and meeting room on the second floor (214) are booked via an outlook calendar.  Please email f.williamson@ucl.ac.uk if you would like to access 114 and 214 room bookings calendars.  Email Amy.Godfrey@ucl.ac.uk if you would like to book the CBER meeting room in Medawar Building, and Michael.Wright@ucl.ac.uk if you would like to book the meeting room on the third floor of Darwin Building. The 6th floor Darwin Building meeting room has a paper based booking system. 


	C

	Catering
	There are a number of catering providers operating from UCL.


	CEE

Centre for Biodiversity and Environmental Research (CBER)

CLOE

	The CEE links scientists across London to foster collaboration between researchers working in evolution and ecology. The CEE runs a seminar series hosted at UCL and two annual workshops or symposia on specific topics in evolution and ecology each year. 
Embedded within GEE, the CBER is an interdisciplinary centre with a goal to develop, undertake and communicate new research at the interface between biodiversity and environmental change. 

Activities in the centre will focus on a core research programme as well as bringing together UCL researchers drawn from a range of departments in the Life, Earth, Physical, Social, Computational & Mathematical Sciences. 
Centre for Life’s Origins and Evolution (CLOE), embedded within GEE. The research in CLOE is organised around three grand themes: the origins of life and its major innovations; the pattern of evolution at all time scales and across the tree of life; and the processes that underpin the emergence of biological complexity and diversity.


	Common Timetable


	Common Timetable
Be aware that the default display shows all lectures for the entire term.  Change the display to the week you would like to see. 

The students need to consult the Common Timetable for locations rather than the lecture list.  This way, room changes should not be a major problem.


	Communication of information


	News and events are updated on the departmental website on a regular basis. Colleagues are encouraged to contact the departmental Executive Officer with any news.
Academic Staff meetings occur termly where departmental and divisional issues are addressed and discussed.  A Departmental coffee morning is held weekly on Monday mornings.  Resources and information about GEE procedures are found on the GEE Staff Intranet.


	Computer Password


	If you have forgotten your password, you will be able to request a new password by via UCL MyAccount.  Passwords should be between 8 and 30 characters. A strength meter to show you how strong your password is before you submit it. Please register your mobile phone so you can reset your password if you forget it.


	Contact details for all teams in the GEE and the Division of Biosciences 
	· Department EO: Fiona Williamson Ext 32246

· IHA EO:  Michael Wright Ext 34380

· CBER Administrator Amy Godfrey Ext 09629
· Finance:  GEE Finance Officer Rob Williams Ext 65709
· Staffing: GEE Staffing Officer Khadija Bouzgan Ext 65469
· Teaching & Learning: Kathryn Ball Ext 31330
· Postgraduate Enquiries: Manu Davies 65460 
· Estates Darwin Building: James Michaels
· Estates & Health & Safety Medawar Building: Biosciences Operations Team
· Health & Safety Darwin Building: James Michaels
· Biosciences IT:  Biosciences IT Support Ext 32280


	Corporate template
	For all UCL corporate styling with logos, style-guides etc

http://www.ucl.ac.uk/corporate-identity
Departmental Letterhead Template


	Couriers


	Staff should go to the Stores counter to arrange a courier or email gee-orders@ucl.ac.uk.

	Cumberland Lodge


	Biological Sciences at UCL has been visiting Cumberland Lodge since 1982. The weekend is open to all members of Biological Sciences and is aimed at undergraduates and postgraduate level.  Places are limited to 50 and so 1st year undergraduates and those who haven't been before have priority. The visit is usually the first weekend of the second term and information is distributed to students at the beginning of the session. The costs of the weekend are heavily subsidised by the Foundation and by Biological Sciences. There are also bursaries available.



	D

	Data Protection and GPDR

	This guidance applies to UCL employees who are looking to process personal data, i.e. information relating to an identified or identifiable living person.  ‘Processing’ means any operation - collecting, storing, using, transferring, disclosing or destroying - performed on personal data. Everyone who processes personal data on behalf of UCL must ensure that they comply with the university’s data protection policy. All members of staff, students, and honorary members of staff are required to complete the UCL on-line GDPR Training

	Dignity at UCL

	Information on UCL's policy towards harassment, intimidation and bullying,

	Disability IT Support


	Assistive technology

Contact the Disability IT Support Officer who can advise you on software and hardware to meet your needs and advise on simple adjustments that can make your workstation more comfortable.



	Discovery
And Research Publication Service

	UCL Discovery UCL Discovery is UCL's open access repository, showcasing and providing access to UCL research publications, to journal articles, book chapters, conference proceedings, digital web resources, theses and much more, from all UCL disciplines. To meet the requirements of the UCL REF Open Access Policy, UCL researchers should upload all outputs to UCL’s Research Publications Service (RPS). The Open Access Team will make publications available in UCL Discovery according to the publisher’s copyright permissions (usually after a delay period). 

UCL Discovery supports UCL's Publications Policy.


	E

	Eduroam
	See Wireless below



	Expenses


	Should be claimed online via MyFinance.  For help or queries refer to the GEE Finance Officer, Rob Williams.

	E-mail & Calendar
	Live@UCL is the e-mail and calendar service for staff and student using Microsoft outlook.  
See also Desktop@UCL a service which allows remote access to UCL services, servers, storage as well as outlook email and calendars. 



Events at UCL
	F

	Fellowships 
	Fellowships in GEE.  

For guidance on Fellowship applications, contact Max Reuter or Seirian Sumner


	First Aid (See Health and Safety, below)


	

	FLS (Faculty of Life Sciences)


	This is our faculty:  FLS website 

The Faculty of Life Sciences comprises:

· Division of Biosciences (our Division)

· Gatsby Computational Neuroscience Unit

· UCL MRC Laboratory for Molecular Cell Biology
· UCL School of Pharmacy


	G

	Grant Applications
	GEE has a Grant Review and Submission process.  

	
	

	H

	Hardware
	Hardware purchasing offers pricing and recommendations for corporate IT equipment.  


	Health and Safety
	See UCL Safety Services for information on Reporting an incident, riskNET safety management tool, H&S governance and important contact details.  



	I

	IHA
	The Institute of Healthy Ageing

Embedded within GEE, the Institute is an interdisciplinary centre of excellence for research on the biology of ageing and ageing-related diseases. Its primary purpose is to bring together researchers working on the biology of ageing (biogerontology) with those working to understand the causes of ageing-related disease. 

By merging the two, they aim to develop a new translational biogerontology using the ageing process as a point of intervention to protect against the diseases of old age. 

Their goal is to improve the health and quality of life for older people.



	Information Technology


	Biosciences IT Support
· Looks after Department-owned computer systems - hardware and software
and local networking, data storage and HPC Services.  Telephone: 020 7679 2280(Ext: 32280 within UCL)
ISD (Information Service Division)  includes:  

· changing your password
· Service Help Desk:  Telephone: 020 7679 5000 (Ext: 25000 within UCL)
· Live@ucl web mail log-in:  servicedesk@ucl.ac.uk 020 7679 5000  Internal x 25000

· Desktop@UCL


	Insurance


	If you need to travel on UCL business you should be familiar with UCL Travel Insurance details. To insure your trip you should be registered via the online application form. 
If you are unclear or have specific queries, please contact Serena Ezra (53056) or June Campbell (53059).

Contact:, Serena Ezra (53056) Email: s.ezra@ucl.ac.uk


	IRIS
	Institutional Research Information System (IRIS)

IRIS is the internal and public research portal for UCL.  Use IRIS to maintain your own researcher profile and to identify the research activities of other researchers, research groups, research centres and interdisciplinary networks across UCL.



	J

	Je-S
	In the first instance, contact the GEE Finance Officer Rob Williams who will assist with JeS forms.
Je-S - Research Councils Electronic Submission System.  All the Research Councils (AHRC, BBSRC, ESRC, EPSRC, MRC, NERC and STFC) use the Joint Electronic Submissions (Je-S) system to submit applications.
Investigators must have a full Je-S account in order to be named as a Principle Investigator (PI) or Co-Investigator (Co-I) on an application.
Other on-line submission systems



	L

	Learning and Teaching

Lecturecast
	E-learning
Enhance teaching and learning by building better learning experiences with technology. Help to create interactive online content to encourage greater student engagement, collaboration and debate.

Learning spaces

Record your lectures and put them online with the Lecturecast service available in UCL’s larger lecturer rooms.  Try voting handsets to encourage great student engagement in large classes.



	Library
	UCL Library Services

You have access to hundreds of resources which UCL Library Services subscribe to on your behalf.

e-resources
For details of the Library’s Teaching and Learning Support Services see:

www.ucl.ac.uk/library


	M

	Maps


	UCL Maps


Self-guided tour


	Mentoring
	See the GEE Intranet for details of the Divisional Mentoring Scheme.


	Modules
	The prefixes for Teaching Modules codes in the Division of BIOSCIENCES:

SMB 

BIOC 

GEE 

BIOL and GENE

NPP 

NEUR, PHAR and PHOL

CDB 

ANAT (changing to CDEV)

History of Medicine

HMED 

Division of Biosciences

BIOS 



	MOODLE


	Moodle is UCL's online teaching and learning environment where you can interact with your course online by participating in activities such as quizzes and wikis, share thoughts and ideas in discussion forums, watch recorded lectures in Lecturecast, submit assessments through Turnitin and read resources. 

What can it do?

Moodle has a wide range of tools to support learning and teaching, including tools to:

- share resources (documents, handouts, readings);
- support communication (forums, chat, blog, wiki);
- enable groupwork (wiki, database, forums, glossary);
- support assessment (feedback, grades, assignments (including Turnitin) and quizzes);
- manage administration (groups, calendar, usage reports, gradebook, questionnaire).

Who can use it?

Moodle is available to all UCL staff and students.

Moodle Homepage


	MyFinance
	MyFinance is the finance system for UCL.  It is used to raise and process purchases, sales invoices, expense claims and all other forms of financial transaction as well as creating expenditure report of your grant.

	MyHR
	Use MyHR to check your personal details, pay and other UCL employment information via HR’s web pages. and to log annual leave and sickness. 




	N


	O

	OPEN ACCESS


	What is Open Access?

Open Access (OA) simply means making scholarly literature freely available on the internet without financial, legal or technical barriers. By increasing the dissemination and visibility of research, the impact and citations are also increased.  In 2004, a report by the UK House of Commons Science and Technology Committee recommended that HEIs establish institutional repositories to help reduce the financial barriers of increasing journal subscription charges. Following this report, nearly all UK research councils require fundees to deposit all published articles in an open access repository. Open access repositories do not replace the traditional publishing system, nor do they remove the peer-review process; instead they complement published literature by giving access to content where (and when) copyright or author’s rights permit. UCL’s Open Access Repository is called UCL Discovery.. 

To be eligible for submission to the next REF, journal articles and conference proceedings accepted from 1 April 2016 must have been deposited in an open access repository. Please see the UCL Open Access Policy which has implications for the next REF.
See UCL Open Access for further details on how to deposit. 



	Ordering
	Purchase Orders can be raised by emailing gee-orders@ucl.ac.uk 


	P

	Peer review (of grants)
Performance


	See GEE’s Grant Review and Submission process
All academic staff are expected to contribute to research, teaching and administration and to take on leadership roles in organising the various departmental activities. Performance is one element of discussion during appraisals (together with Personal Development (see below)).



	Personal development/ training

	Routinely, all staff are expected to undertake three training events per year.  See Learning and Development

	Personal Tutoring


	UCL Personal Tutoring Website


	PORTICO


	The Student Information System - Portico - is used across UCL to enable Administrators and Academics alike to deliver UCL's programmes.

· Enter module results

· Progress and award students

· Log studentships

· View and report on students' records

· View and confirm student module selections

· View and reconfirm external examiner appointments

· View your personal tutees skills records

www.ucl.ac.uk/portico


	Post


	Use of the UCL mail system
The mail system at UCL is provided for the collection, sorting, delivery and dispatch of mail and parcels relating to UCL's teaching, research and administration activities. Outgoing mail items are collected and taken to the Post Room in 1-19 Torrington Place where they are sorted. Unstamped mail for destinations external to UCL is franked before being placed into the Royal Mail system. 

There is a royal mail post box for stamped mail at the end of Torrington Place.

The postal delivery point for staff in the Darwin Building is Room 104


	Postgraduate 
	Essential information about the Post-Graduate Process in GEE.
GEE Postgraduate Adminsitrator: Manu Davies
GEE Postgraduate Tutors: Duncan Greig and Lazaros Foukas


	Procurement


	Procurement Services is part of the Finance Division of UCL, dealing with the procurement of goods and services.

Further information (including hotels/supplier agreements etc): http://www.ucl.ac.uk/procurement/


	Purchase Orders
	These are required against any and all procurement of supplies and services.  Email GEE-Order@ucl.ac.uk to request a PO.  Include the PTA Grant code and details of the items to be procured.  


	Promotion


	See the separate tabs on the UCL Promotions Process pages


	R

	Recycling

	Toner recycling (for charity, at no additional cost to UCL) is available.   You should place your toner cartridge in the box provided by Stores, Anatomy Building. 
Battery boxes are provided in the basement of the Anatomy Building (near Anatomy Stores).

Also see:  Green Champions, above


	R E F


Research Ethics

Research IT Services

Research Publication Service (RPS)

Risk Assessment
	Research Excellence Framework

The Research Excellence Framework (REF) is process by which the four UK higher education funding bodies (HEFCs) assess the quality of UK research and to inform the selective distribution of public funds for research (known as ‘QR’) by the HEFCs 

The first REF, which has replaced the Research Assessment Exercise (RAE), took place in 2013-14 (see details of the 2014 REF). The next REF will take place in 2021. 
The UCL Research Ethics Committee (REC) was established in recognition of the need for a system of ethical review for research involving human participants, particularly for social science research.  Details of how to apply for Research Ethics Approval.
See UCL Research IT Services for details of IT Services and Storage provided at UCL.
Access RPS (UCL’s research publications database) to review and maintain your publications data and to submit full text to the open access repository, UCL Discovery


Please visit:  http://www.ucl.ac.uk/estates/safetynet/guidance/risk_assessment/index.htm
where the various forms can be downloaded (for office, lab, fieldwork, GM etc.) There is guidance on that page about how to fill them in too

	RPS
	See above.


	S

	Seminars
	
All new staff are automatically added to seminar lists.  E-mails, posters and website announcements are routinely circulated.  Details are published on the GEE internet. 


	SLMS (School of Life & Medical Sciences)


	The School of Life & Medical Sciences encapsulates four faculties:

· Faculty of Life Sciences (our Faculty)

· Faculty of Brain Science

· Faculty of Medical Sciences

· Faculty of Population & Health Science



	Software
	Download free anti-virus software plus any site-licensed software to which you are entitled from the software database.

www.ucl.ac.uk/isd/software


	Staff 


	Staff Directory (find a person)
 

	Stationery and Stores


	A limited supply of basic stationery is maintained in the cabinet in room 104, as well as a small supply of white photocopier paper.  For other stationery or paper needs, please either order this via Stores (extn 33287) quoting your grant code or if none are stocked by Stores, then via Office Depot (a catalogue is available to borrow in our office, Room 111).  



	Students


	UCL Prospective student website
includes info for undergraduates and graduates.  Also prospectus to download.



	Student welfare  
	

	Info for Current Students
	This includes their rights and responsibilities, plagerism, money, accommodation, how to bind your thesis and much more.  So this is definitely a page the students should already know about and that you can direct them to.


	T

	Teaching Office


	The Teaching office is situated on the ground floor in the Medawar building in Forster Court. Teaching Office deals with the whole of Biosciences.  The main contact for GEE is Kathryn Ball


	Biosciences Teaching & Learning Web pages
	

	Timetables
	Use the Online Timetable to view your personal timetable or those of your students or department.

www.ucl.ac.uk/timetable


	U

	UCL Genetics Institute (UGI)

	Embedded within GEE, the UCL Genetic Institute is an inter-departmental centre concentrating on bioinformatics and statistical genetics research, especially related to the genetics of complex human diseases.

www.ucl.ac.uk/ugi


	V

	Visitors


	Request for visitor ID cards and building access - complete a form which is obtainable from the departmental office and the departmental EO will record the visitor on the UCL Service System.  
Once recorded on the UCL Service System, Honorary staff and Associate Staff will have full access to UCL services on request (computer account and library access).  An ID card will be generated automatically and will be ready for collection shortly after the visitor record has been logged on the services system.  Your visitors will need to be taken to Security Systems in the Andrew Huxley Building to collect their UCL ID – they will need to take a secondary form of ID with them.  

Computer Accounts are generated overnight and are usually available for collection from ISD Service Desk on production of an ID card the day after request. 
All visitors must have a Health & Safety Induction meeting before their ID card is activated.  These are normally held on alternative Tuesdays in the Darwin Common Room at 11:45am and you should contact James Michaels (j.michaels@ucl.ac.uk Ext 37374 to make the necessary arrangements.



	W

	Wifi

	Connect on the go using Eduroam
Eduroam is a free service available from many wireless hotspots throughout the campus.   Your visitors can also be provided access through our UCLGuest Wireless service.

How?

Follow the instructions from the wireless website on how to connect.  You will need your userid and password.  Your userid must be appended with @ucl.ac.uk e.g. ucaxxx@ucl.ac.uk


	Worktribe
	Worktribe is UCL’s Project Financial Appraisal and Costing Tool (web based costing and pricing tool for research projects and grants).
In the first instance, contact the GEE Finance Officer Rob Williams who will advise. 
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