University of Zurich
Institute of Physiology

The A to Z Guide for New Employees and Guests

Before you begin to work at the Physiological Institute, please:

¢ read these pages carefully.

¢ sign the last page to confirm that you have read it and agree with the contents.
¢ return the last page with your signature to the Institute Secretary (Philipp Gysin)

Absence - Please report your absence due to vacations, military service, illness, accidents or other rea-
sons to your group leader as well as to the Institute Secretary by filling in an Absenzmeldung form,
available in the post room (23 H 14). If an illness lasts more than five days, a doctor's certificate is re-
quired. In the case of an accident an insurance form has to be filled in (can be obtained from the insti-
tute secretary).

Auslanderausweis (registration ID-card for foreigners) - When you receive your Ausldnder-
ausweis, please make a copy and give it to the Institute Secretary. Also, hand in a copy of
your Auslanderausweis whenever it is extended.

Biochemical waste - resulting from recombinant DNA must be disposed of according to the guide-
lines: , Vorschriften zum Umgang mit rekombinanter DNA". The instructions can be obtained from Dr.
Gieri Camenisch, Tel 55075.

Chemicals - Group rules apply for ordering chemicals for research (Materialdienst, UZI - Universitat
Ziirich Irchel or other companies) - please ask your group leader about these rules. Orders for drugs
from the Kantonsapotheke (Zirich Cantonal Pharmacy) can be made through Mr. Emst Osterwalder,
Tel. 55015.

Disposal of chemicals - solid and liquid chemical waste is - except in the case of really harmless
products - not to be disposed of down the sink. Such chemicals must be disposed of according to
the University of Zurich quidelines , Beseitigung von Abfallen an der Universitat Zirich” (to be found
near the corridor telephones on level J, K and L).

Distillation apparatus in the labs must be switched off overnight.
EDP - please read the instructions on a separate document.

Electricity / Power supply. Ordinary circuit breakers located at the lab bench or in the lab switch
cabinet (i.e. those that switch off automatically) can be switched on again by the Institute employees.
The emergency breaker (big red button) can only be switched on by the , Betriebsdienst UZI". In case of
power failure only the emergency grid will be supplied with power. Only sockets, which are marked red,
are connected to the emergency grid and are reserved for the laboratory refrigerators.




E-Mail: Each employee of the Institute should have a University e-mail address containing first name
and last name (in that order, e.g. “John.Brown@access.uzh.ch”). Please ask Lajos Pécsi (23-J-70) to
create your e-mail address.

Emergencies - In case of an emergency (accident, fire etc.) call Tel. 112.

Examinations for medical students - During the practical medical examinations of the undergradu-
ate students, all employees must be available to ,volunteer” as experimental subjects. Please enter
your name in the lists, which are put up in the post-room (23 H 14) about two weeks before the exams
begin (from 2008: in mid-January till early February and July).

Migrationsamt (Immigration office) - Visa extensions / Permit extensions. You will receive a
reminder together with a new application form from the ‘Kreisbiiro’ a few weeks before your permis-
sion/visa expires. Please take this to the Institute Secretary as soon as possible if the employer’s ap-
proval is required (non-EU countries). All applications for visa-extensions must be done via the Institute
Secretary.

Gas bottles - For new orders please contact £mst Osterwalder, Tel. 55015.

Gas supply - During the day, gas supply can be switched on by pushing the appropriately marked
button on the main lab switch cabinet. During the night (7 p.m. - 7 a.m.) an interruption free supply is
possible by key-switch only. The Institute key must remain in the cylinder lock (hourly security switch
off)

Genetic engineering - must be reported to SKBS (Schweizerische Kommission fiir biologische Sicher-
heit). For further information please contact Prof. £ric Berger, Tel 55070.

Institute keys - will be ordered by the Institute. You can collect your key about t days after your first
day of work (at the ‘Information-desk’, 23 H 50, near the entrance). Assistants, guests as well as em-
ployees whose salaries are paid by the , Schweizerischer Nationalfonds” (Swiss National Science Foun-
dation) and , Drittmittel” (other funds) have to pay a deposit of CHF 50.-. Please don't forget to
return your key on your last day of work! Additional keys for the corridor lockers and labora-
tory cupboards etc. can be obtained from £mst Osterwalder (Tel 55015), and for office desks etc. from
Walter Elmer (Tel. 54113).

Lab coats to be laundered must be left in the marked cupboard in room 23 K 52 and must be picked
up there as well. Person in charge: £rmst Osterwalder, Tel. 55015.

Library - The Forschungsbibliothek (Research Library) is located in building 15 where you can find a
wide range of current and bound periodicals.

Mail - There are mailboxes for outgoing mail , Post-Mail-boxes” (nearby rooms 23 H 14 and 23 ) 14 -
round the corner). Parcels that do not fit into the boxes may be left on the floor next to the PTT-Mail-
boxes (or, if not too heavy, on top of the mail boxes) and will be collected by the University mail ser-
vice. Mail is usually collected around 8 a.m, 2 p.m. and 4 p.m. The University Post Office (Room 13 H
01) is open from 9.30 a.m. - 10.15 a.m.; 1.00 p.m - 2.15 p.m., and 4.00 - 5.00 p.m. (on Fridays till
4.30 p.m.). Information: Tel. 54053.
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Materialdienst UZI (Supplies Service University Zurich Irchel) (11 D 05) supplies chemicals, laboratory
equipment, consumables etc. - available on group charge account only. Opening hours: 9 a.m. - 11
a.m. and 2 p.m. - 4 p.m. Information: 54047/ 54052.

Mitarbeiterausweis (University identity card) - is issued by the Institute Secretary. The identity
card entitles you to enter the university during the evening or on weekends and public holidays - pro-
viding you have a key. Guests and non-salaried employees do not receive an identity card but can apply
for a special card issued by the University's security service, which also gives them access to the Univer-
sity out of hours (Zutrittskontrollkarte). - Please contact the secretary of the Institute. Also contact
the secretary before the identity card expires.

Office supplies - you will find office supplies for daily use in the cupboards of room 23 H 14.
Parking lots - Registration forms for reserved car parking lots are available at the Information (23 H

50, Tel 54401/54402). Please note that parking lots have to be cancelled one month in ad-
vance in writing.

Personal Post Boxes - Each employee or group receives a P.0. Box in the ‘Post Room' (23 H 14). All
incoming mail is distributed by the Institute Secretary. Parcels which do not fit into the boxes are left on
the table in the post room. All mail addressed to the Institute but not to a person or group will be
opened by the secretary. Please make sure that all mail sent to you at the Institute is
CLEARLY MARKED with your name. This applies particularly to goods ordered.

Photocopies and keys for the Canon copiers- group rules apply; please contact the secretary of
your group or your group leader.

Postage — Postage will be paid by the University. Special items such as registered- express- and EMS-
Mail should be taken to the University post office. You may also contact phone 5 22 22 for advice or
ask your group's secretary or your group leader for further details.

Radioactive Material - the SSVO - Strahlenschutz-verordnung regulates the handling of radioactive
material. All employees who have contact with radioactive material must be informed about possible
dangers and must have read the special instructions (available from the Institute Secretary). They also
have to be informed about the group rules concerning importing, auditing, handling and disposal of
radioactive material. For further information with regard to radioactive material please contact Brigitte
Herzog who is the Institute’s specialist on radioactivity (Tel. 55046/55040).

Repairs - If any machines, appliances, items of equipment or computers are faulty, please report this to
the workshops (PC: tel. 55048; Mechanical: Tel. 55045). Faults with fixed installations must be
reported to the University' Service Center (Tel. 541 41 - 24 hour service).

Rooms - Changing rooms and permanent use of ‘public rooms’, laboratories, dark rooms and archives
of the Institute by individuals or research groups are to be arranged with the room commission of the
Institute (contact E. Osterwalder, Tel. 55015). According to the fire brigade regulations, furniture or
other objects must not be left in the corridors.

Security -general — Please find details on the Home Page of the University's Security Department:
http://www.sidi.uzh.ch/taetigkeit/index.html
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Solvents - the stock of organic solvents must be kept low and stored on benches fitted with an ex-
haust hood.

Telefax - A Fax machine (FAX Nr. 01/635 68 14) is located in room 23 H 14 (Post room). Before you
use it the first time, please ask your group’s secretary or a colleague how to handle it.

Telephone - For information on how to operate the telephone, please contact the Institute’s EDP-
specialist (Lajos Pécsi, Tel. 55048). Private calls: add an * before the number of a private call if you
want to keep the tel. number dialled secret (privacy).

Vacations must be arranged in good time - please discuss your plans with your group leader. Aca-
demic staff should generally take vacations during the University vacations only. In exceptional cases
the Director of the Institute will make the final decisions. Vacations during the practical medical exami-
nations can be taken only if the group leader agrees.

Waste containing organic solvents and solvents of photochemicals have to be collected in
special canisters, which are available at ,Materialdienst UZI". Non-chlorinated organic solvents as well
as solvents of photochemicals must be stored separately and must be clearly marked. For disposal, the
full canisters are to be delivered to the UZI Materialdienst (every Tuesday between 3.00 p.m. and 3.45
p.m). The chemical contents of each canister must be marked on the canister. If you have any further
questions concerning waste disposal of chemicals, please contact Tel. 54410, Security Department.

Water jet pumps - must be connected to the cooled-water supply (not ordinary, cold tap water) and
filled with a liquid trap (Woulfsche" bottle). The pumps must be switched off over night.

Working time: 42 hours per week. All staff of the Institute is supposed to be present during the
‘Blockstundern’ (block hours) 9:00 a.m. to 4:00 p.m. (excluding lunch time). If you need to be away
during these hours, please inform one of your colleagues, your group leader or put a note on your office
door. Non-academic staff must complete the ‘Arbeitszeittabelle’ provided by the Human Resources
Dept. of the University or the Institute Secretary.

Workshops - Larger jobs which may be undertaken by either the mechanical or electronic workshop
are to be discussed beforehand with the responsible persons (Electronics/PC's - Mr. L. Pécsi, tel. 55048;
mechanic - /an Forster, tel. 55059).

IMPORTANT: Health insurance. All residents of Switzerland are required by law to join a
Swiss health insurance. Please apply for a health insurance immediately after arrival and
hand a copy of your health insurance certificate to the Institute Secretary within two
weeks upon arrival.

Zurich, 29.8.97 pg (update 16.2.2007)
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Please sign this page and return it to the Institute Secretary. Thank you!

| hereby declare that | have read and understood the ‘A fo Z Guide for New Employees and
Guests’, the 'Instructions for EDP’ and ‘Handling Radioactive Products at the Institute of
Physiology (UZ)).

Date: ZUNCh, .oooeeeeeeeeeee e
NAM: ..o

SIgNALUIE: .o
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