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1 Welcome

Welcome to the Laboratory of Analytical Chemistry! In addition to this document, you can find more information in Alma (https://alma.helsinki.fi/doclink/147755) – “Welcome Bag” (Alma –> Administration, finances and personnel -> International human resources -> Three Steps for Settling in -> Welcome Bag).
This document gives you some practical information about our laboratory. The document can be found at Alma Anlab workgroup.
Susanne Wiedmer (susanne.wiedmer@helsinki.fi) looks after updates and corrections to this file. 
General information on living in Finland:

· Orientation Handbook: http://www.helsinki.fi/admissions/materials/orientation_handbook.pdf
· Intranet Alma http://alma.helsinki.fi/ (Students > Studies and teaching > Living in Finland)
· International human resources: https://alma.helsinki.fi/tab/147720
· Guide for international researchers: https://alma.helsinki.fi/doclink/155980
2 Faculty of Science at the University of Helsinki

Faculty of Science: http://www.helsinki.fi/facultyofscience/
Department of Chemistry: http://www.helsinki.fi/kemia/english/
Laboratory of Analytical Chemistry: http://www.helsinki.fi/kemia/analyyttinen/
3 Your first day

3.1 Keys

Keys (usually a magnetic key for outside doors and a normal metal one for doors inside) are obtained by filling in a form (please contact Matti Jussila in room A309a). Take the form downstairs to the porter, from whom the keys can be picked up within a couple of days. If the magnetic key stops functioning (the validity period of the key expires or there is some other malfunction) or you need access to a specific door, contact Matti (or the porter). The metal key that opens the door to your room (marking 54/xx) will also give you access to all common areas in the laboratory, to the main staircases, corridors etc. Doors are usually locked on weekdays between 16:00 or 18:00 and 06:00 or 08:00. On weekends and on holidays the doors are always locked.) Your key also provides access to the lecture and seminar rooms downstairs.

3.2 Personal information form and tax deduction card

The personal information form (henkilötietolomake) is available from the lab office (room A313) and the completed form should be returned to the office. The tax deduction card, also available from the office, must be sent to the human resource management office on the Kumpula campus (Yliopiston henkilöstöhallinnon Kumpulan toimipiste, P.O. Box 68).

3.3 Identification card

The identification card, identifying you as a student or employee at the University, can be ordered from the office secretary, Hilkka Lintula (hilkka.lintula@helsinki.fi, tel. 50472).

3.4 Nametags for your post box and office door

Nametags for your post box and office door can be obtained from the lab office (room A313).

3.5 Safety at work

Liisa Heino (room A324) gives an introduction to work safety issues (use of gloves, goggles and lab coat; fume hoods; disposal of chemical waste; first aid kits; emergency showers; fire fighting equipment and actions to be taken when a fire alarm sounds). For first aid in the laboratory, turn to Matti Jussila (room A309a, tel. 50266). Note! In case of fire alarm, exit the building immediately. Do not use the elevators.

In case of fire, severe injuries or illnesses requiring emergency care contact the Emergency centre (tel. 112, 0112 if laboratory phone is used).
Instructions for accidents and emergencies (login in to Alma): 
https://alma.helsinki.fi/doclink/97117
In the event of minor injuries, you need to make your way to one of the Mehiläinen health centres (see sect. 6 Services) or to the nearest municipal health centre (Koskelan terveysasema). For more severe injuries, turn to the hospitals Malmi hospital or Haartman’s hospital. Serious eye injuries are treated at the Eye and Ear Hospital. All employees (also those working under a grant) must have valid personal accident insurance (ask your superior).
About compensations (change language in the right hand corner):
https://alma.helsinki.fi/doclink/97117
Reports on all accidents and near-misses must be given to Seija Lemittinen, who is the work safety representative on the Kumpula campus, tel. 50325 or 050-350 8525, e-mail: seija.lemettinen@helsinki.fi
Emergency clinics:
http://www.hus.fi/default.asp?path=59,403,19365
HUCH Töölö Hospital
Casualty Station
Töölönkatu 40,
Tel. (09) 4718 7351 or (09) 4711 (switchboard)
Töölö Hospital

Topeliuksenkatu 5, Helsinki
P.O. Box 266, FIN-00029 HUS
tel. (09) 471 87383


Eye and Ear Hospital

Haartmaninkatu 4 C

tel. (09) 471 73170

Metropolitan area health service telephone: (09) 10023.

In the event of accidents during office hours people should first seek help from their local health station (http://www.hel.fi/wps/portal/Terveyskeskus_en/?WCM_GLOBAL_CONTEXT=/terke/en/Etusivu/contact/health_centres/index.html).
People living outside Helsinki - contact (09) 10023 for advice.

The sites given below are primarily for people living in Helsinki. In the case of emergency, however, anybody can get first aid from any of the health stations during their opening hours. 
Koskelan terveysasema (Koskela Health Centre = closest health station) 

Käpyläntie 11 (F building, 2nd floor)  

00600 Helsinki

Tel. (09) 310 50222

Open: Mon-Tue, Thu-Fri 08:00-16:00, Wed O8:00-18:00

In the evening (16-22) and during weekends (8-22)

Malmi Hospital (Inhabitants of the Eastern, South-eastern, North-eastern and Northern Districts)
Talvelantie 6 Mon-Fri 16.00-22.00, Sat-Sun 08.00-22.00,
Tel. (09) 310 67468 or (09) 310 6611
Haartman’s Hospital (Inhabitants of the Southern, Western and Central Districts of Helsinki)
Haartmaninkatu 4, building 12, tel. (09) 310 63231 or (09) 310 5018/switchboard

At night 22-08:

Malmi Hospital Emergency Department 

(Inhabitants of the Eastern, South-eastern, North-eastern and Northern Districts)
Talvelantie 6, Tel. (09) 10023 or (09) 310 6611 (switchboard)

Haartman’s Hospital Emergency Department 

(Inhabitants of the Southern, Western and Central Districts of Helsinki)
Haartmaninkatu 4, building 12, tel. (09) 310 63231 or (09) 310 5018/switchboard

Chemical safety cards: 

http://www.ilo.org/public/english/protection/safework/cis/products/icsc/
3.6 Coffee and lunch breaks

Coffee and tea are available in the seminar room (room A307) at about 8:30 in the morning and 1:45 in the afternoon. If you are willing to join the coffee or tea group by bringing a packet of cofee/tea every now and then add your name on the list on the wall. Now and then, cakes and other delicacies are served at the afternoon coffee break to celebrate memorable occasions, real or fabricated.

A good place to have lunch is the UniCafe restaurant downstairs. If you prefer to bring your lunch, the seminar room is usually available for the purpose (check that there are no meetings scheduled). The seminar room is equipped with a fridge and a microwave oven. 

3.7 In the evenings

When you leave your office for the day, make sure to turn off all lights and close the windows. Also lock the doors. Fume hoods must be switched off (lights, gases and ventilation). No one is allowed to work alone in the laboratory!

4 Practical matters

4.1 Computers
If you do not already have a PC or Unix user account at the university of Helsinki, contact our IT-support person (Matti Jussila, room A309a). 
If you want a computer of your ”own” (old or new), please discuss this with your supervisor. Help with computers (programs, installations, purchase etc.) can be obtained from our IT-support personnel Matti Jussila (A309a, tel. 50266) or helpdesk (helpdesk@helsinki.fi, tel. 191 5555) 
To use your personal AD-home directory (1 GB with backup) offered by the IT-department follow the instructions in Alma https://alma.helsinki.fi/doclink/193727 . You have also access to the shared staff directory (instructions: https://alma.helsinki.fi/doclink/204084).
Intranet Alma:

The University of Helsinki Intranet Alma can be found at http://alma.helsinki.fi/
The intranet contains current and useful information on employment issues, decision-making, services etc.

Blank CDs and diskettes: CDs and diskettes for use in your work can be obtained from matti Jussila (room A309a).

Scanner: There is a computer with a scanner in laboratory A325. Also the photocopying machine works as a B/W scanner.
Laptop and video projector: The laboratory has a laptop and video projector that can be used for presentations in the seminar room, at seminars, or on business trips, weekends, evenings etc. To reserve the video projector and/or laptop, contact Matti Jussila (room A309a). A video projector belonging to the Department can be borrowed from the porter downstairs.

Printers: The HP LaserJet 4250 in the computer room (A325), HP Color LaserJet CP3525 (A314) and the photocopier Xerox WorkCentre 5645 in the lobby can be used for network printing. Printing to HP 4250 and Xerox 5645 is liable to a charge (a price of a single copy is charged for each page). You will need a driver on your own computer to access the network printers. Also the free printers in the laboratories are available for personal printing. Contact Matti Jussila for printer installation. Avoid unnecessary printing and, if possible, make double-sided printouts! 

Toners: Toners for printers can be obtained from Matti Jussila (room A309a). Toners for the fax and photocopier are in the lab office. Matti will help you to install the toners and he handles the book-keeping.

Paper: Paper for the photocopier and for printing is kept in the lab office. The photocopier paper should not be used in personal printers or instrument printers. Ask Merit Hortling about the choice of correct paper.
Transparencies: Transparencies for the photocopier and the bubble jet and laser printers are available in the lab office. Make sure you use the proper transparencies for each device!

4.2 Office supplies

Office supplies (pens, note books, folders etc.) are available in the lab office. Leave a note for the secretary if you take the last piece or you notice that some item is running low.

4.3 Phones

Every office and lab has a phone for use within the university. Most phones can also be used for local calls (09-area) by first dialling 0. Only a few allow long distance calls. 

The University phone book is available at http://www-db2.helsinki.fi/tto/puhelin.puhelinluettelo. Merit has a list of home phone numbers of lab personnel in the lab office.

4.4 Post

Name-tagged post boxes are in front of the lab office. Mail is delivered twice a day, at about 8 a.m. and 14 p.m. The box for outgoing mail is emptied at the same time. Outgoing mail can also be taken to the porter downstairs.

Mail inside the university is free. For internal mail, use the special envelopes obtainable from the lab office. Mark the name of the receiver and the P.O. Box number (PL in Finnish). For regular mail, use prepaid envelopes in the office. 

4.5 Fax

The fax is located in the seminar room A307 (user instructions next to the device). Our fax number is +358 9 191 50253. When sending something outside the university, dial 0 in front of the number.

4.6 Photocopies

There is a copying machine in front of the office and another downstairs next to room A128. Ask your supervisor or the secretary for a copying card.

4.7 Chemicals

Chemical storage in the laboratory and a List of Chemicals in store are maintained by Liisa Heino (room A324). Liisa also takes care of the Chemical Safety Sheets.

Chemicals are stored in the storage room A324, in the laboratories (exact locations are indicated on the List of Chemicals kept in room A324) and in the main storage downstairs. Distilled water is in room A314 and in tanks in the laboratories. Ion exchanged water is in room A322.

Chemical compound database of the Department of Chemistry: http://helsinki.chemit.at/index.asp
4.8 Chemical waste

The one who produces chemical waste is also responsible for packing and labeling the waste properly. Ask your supervisor for further information.

4.9 Purchase orders

If you need chemicals, discuss this with your supervisor. Orders, with the abbreviation of the research project, can be made through the main chemical storage downstairs or straight from the provider. Inform NN of new chemicals that arrive in your name so that they can be added to the list of chemicals. Take care that newly arrived chemicals are properly stored. 

For ordering chemicals and reagents, log in to Alma and fill in the form: https://alma.helsinki.fi/doclink/125351. Always the project and project number to which the bill will be allocated, must be mentioned. 

4.10 Meeting rooms

The seminar room (room A307) can be booked by marking the calendar next to the door of the room. As a reminder, put a note outside the door a day before use. Rooms elsewhere in the building are reserved through the departmental secretary Hilkka Lintula (hilkka.lintula@helsinki.fi, tel. 50472).

4.11 Publications

The first author of the publication transfers the accepted paper to the TUHAT-system in Alma: https://alma.helsinki.fi/doclink/142735.
4.12 Visitors to the Laboratory

The University has guesthouses for both domestic and foreign visitors. Rooms are affordable, of good quality and popular, so it is wise to book well in advance (tel. (09) 191 24727). https://alma.helsinki.fi/doclink/53114
4.13 Funding decisions

Official documents approving funding of research projects must be delivered to Merit.

4.14 Grants

If you obtain a personal grant, this information must be given to the Finance Department (kvestuuri) within one month of the decision.

4.15 The Quality document

The Quality document (toimintaohjeet) can be found at Alma Anlab workgroup and in the office (A313). The document is related to the quality work at the University of Helsinki.
5 Employment issues

5.1 University as employer

Information on employment issues, salaries, united actions etc. can be found at the university's personnel services’ pages http://alma.helsinki.fi/ (Administration, finances, personnel > Human resources)

5.2 Working hours

The full economic cost model requires the allocation of working time to show each project’s effective working time for the purpose of invoicing. Time Management (Sole TM) is a browser-based system for allocating working hours and planning the total working hours for each year (https://alma.helsinki.fi/doclink/115192). All employees (including part-time employees) must allocate their working time. However, those whose funding is paid as scholar, do not allocate their working time.

There is no clock to punch in the Laboratory of Analytical Chemistry. Working time is flexible and no one counts exact hours. However, abuse of this priviledge will be addressed.

5.3 Employment contract

Although employment contracts are usually issued for short periods, work for the initially discussed period of time (eg. Ph.D study) is usually ensured. It is wise to ask about a new contract before the old one expires!

5.4 Salary

Salary is paid monthly on the 15th or the last day of the month. If you have any questions about your salary, contact Merit.
5.5 Absence from work

If you become ill, please inform our secretary (tel. (09) 191 50252), your supervisor or your co-worker, who can then inform the others. Anyone who is paid by the University must deliver a medical certificate to the human resource management office of Kumpula campus (Henkilöstöosaston Kumpulan toimipiste, P.O. Box 64) if the sick leave is more than three days. 

Other leaves must be discussed with your supervisor. Absences should be marked beforehand on the list next to the office door. It is a good idea to leave a note on the wall outside your room as well. 

5.6 Annual holiday and its accumulation

Current information on annual holidays can be found at

https://alma.helsinki.fi/tab/3593
Civil servants and employees are entitled to a regular annual holiday equal to 

2 weekdays for each full holiday credit month, or

2.5 weekdays for each full holiday credit month if, by the end of March of the holiday year, the civil servant or employee has been directly employed by the State for at least one year, or if he or she has worked for 12 full holiday credit months by the end of the holiday credit year preceding the holiday period, or

3 weekdays for each full holiday credit month if, before the commencement of the holiday period (civil servants) or the commencement of the holiday (employees), the civil servant or employee has at least 15 years of holiday-entitlement service.

If, before the conclusion of the holiday year, a civil servant or an employee becomes eligible for the longer holiday (three days), his or her holiday period will be extended accordingly. The extra days of holiday must be taken before 1 May of the following year. 

5.7 Travelling

At the University of Helsinki the SAP-program is used for making travel plans and specification of travelling expenses (www.helsinki.fi/sap). The travel plan must always be done before the trip and the specification of travelling expenses after the trip. Use the Area Pro Online-system via SAP-program for ordering the trip (www.helsinki.fi/sap).

An informal report must be submitted on any conference trips you take. This report is distributed to the lab personnel through e-mail (Anlab-tiedotus@helsinki.fi) and is saved at: //Anlab/hlokunta/Research/TravelReports. Visits to other laboratories, companies or institutes are indicated on the list //Anlab/hlokunta/GeneralInformation/VisitByPersonnel.doc
Other travel-related links:

· State policy on travelling expenses: http://www.vm.fi/vm/en/04_publications_and_documents/01_publications/06_state_employers_office/20090107TheSta/name.jsp
· Daily allowance for travel abroad, listed by country: 

· Kilroy travels: http://www.kilroytravels.fi/ Affordable tickets for students.

· Currency exchange rates: http://www.oanda.com/convert/classic 

6 Services

Library of Kumpula campus: http://www.helsinki.fi/library/kumpula/about/hours.html
Reference library: Books and journals in the seminar room cannot be taken home, and preferably should not even be kept in your office overnight. Suggestions for new books for the lab should be made to your supervisor. 

Occupational health care
The University of Helsinki offers its personnel preventive health care and general medical treatment by general practitioners. Occupational health care is provided by Mehiläinen Oy in the Helsinki area and by Medivire Työterveyspalvelut Oy or municipal health centres in localities outside the Helsinki area. 

Occupational health care is provided automatically for those who are hired directly by the University. People working under a grant must make an individual agreement with their supervisor on the right to use the occupational health care services. Note: confidentiality rules apply, and no superior has the right to know why an employee has visited a doctor.

Services provided by the University are available between 8 a.m. and 16 p.m. Persons who use the service outside these hours must cover the cost themselves unless they have obtained a referral from one of the doctors. 

Lääkäriasema Mehiläinen Kumpula (Health Center Mehiläinen Kumpula)
Gustaf Hällstrominkatu 2 B

00560 Helsinki

Appointments and information: tel. 010 414 0666 (Mon–Fri 8.00–16.00).

Doctor

Sari Kultti
Nurse

Airi Hurula
Physiotherapist

Hannele Ura
Psychologist

Anders Keto

Health care laboratory services 

Mehiläinen Kumpula, Wed 08.00–10.00, tel 010 414 0666

Mehiläinen Ympyrätalo (Siltasaarenkatu 18 A, 00530 Helsinki), Mon-Thu 07.30–20.00, Fri 07.30–18.00, tel. 010 414 2204

X-ray service

Mehiläinen Ympyrätalo (Siltasaarenkatu 18 A, 00530 Helsinki), Mon-Thu 07.30–20.00, Fri 07.30–18.00, tel. 010 414 2205

A new university employee should within three months from the beginning of her/his employment see the nurse for a health inspection.

See: https://alma.helsinki.fi/doclink/145198
During her pregnancy an employee should not expose herself to chemicals which are classified harmful or dangerous for the reproductive organs or chemicals increasing the risk of cancer or causing genetic damages.
See: http://www.finlex.fi/fi/laki/alkup/2004/20041335 

Finnish Student Health Service (FSHS): 
http://www.fshs.fi/netcomm/default.asp?strLAN=EN
7 Personnel training

Alma -> Administration, finances and personnel 
General information: https://alma.helsinki.fi/tab/138305
Language Centre: http://www.helsinki.fi/kksc/english/index.html 

Wellbeing at work: https://alma.helsinki.fi/tab/3593
8 Communication

E-mail lists of laboratory personnel (Anlab-tiedotus and Anlab-huvi): The mailing list Anlab-tiedotus (Anlab-tiedotus@helsinki.fi) is meant for distributing information relating to work to lab personnel (undergraduates not included). The mailing list Anlab-huvi (Anlab-huvi@helsinki.fi) is meant for distributing information relating to leisure activities (undergraduates may subscibe as well). For more information about the e-mail list, contact Matti Jussila (A309a).

Staff meetings: Common issues are discussed about once a month at the staff meeting. E-mail is used to pass on information about upcoming meetings. 

Seminars and lectures: Seminars for advanced master’s students and doctoral students are held about once a fortnight (check for dates in the lab office). It is recommended that everyone attend these seminars. Seminars and seminar topics are announced at Anlab-tiedotus and listed on the notice board in the seminar room. Information on visiting lecturers is also given at Anlab-tiedotus. 

Notice boards: Information about upcoming seminars and other current issues is posted on the notice board of the seminar room. Information in regard to employment issues is posted on the notice board next to the seminar room, and general notices for staff can be found behind the photocopier. One of the notice boards in the lobby is for course information. Information on conferences is located next to Professor Riekkola’s office. 

Departmental information: Announcements of seminars, jobs, doctoral defences etc. at the Department of Chemistry: http://www.helsinki.fi/kemia/
Magazines and journals: Yliopistolainen and Yliopisto are delivered to all post boxes. Several scientific journals that are available for everyone can be found in the seminar room. Do not remove journals from the room except for copying! 

9 Staff organisations, recreation and leisure activities

Professional and labour organisations (click the link):

· AKAVA
· Akavan erityisalojen keskusliitto ry (AEK)
· Helsingin yliopiston ammattiosasto
· Helsingin yliopiston dosenttiyhdistys 

· Helsingin yliopiston henkilökuntayhdistys (HYHY) 

· Helsingin yliopiston lehtorit ry 

· Helsingin yliopiston luonnontieteiden akateemiset (HYLA)
· Helsingin yliopiston tieteentekijät ry (HYT)
· Professoriliitto - Professorsförbundet 

· Suomen akateemisten tutkijoiden yhdistys ry. (SATY)
· Suomen tutkijaliitto ry. 

· Yliopistojen ja tutkimusalan henkilöstöliitto - Universitetens och forskningssektorns personalförbund YHL ry.
Scientific societies:

· List of societies 

Alumni activities:

· Helsingin yliopiston alumni ry
Leasure activities:

· Art club: http://www.helsinki.fi/jarj/taidekerho/
· Chorus: http://www.helsinki.fi/jarj/hyms-kuoro/
· Gardening at Malminkartano: http://www.helsinki.fi/henkos/muut/puutarhapalsta
· Student organisations at the University of Helsinki: http://www.helsinki.fi/yliopisto/palvelut/opiskelijajarjestot
· Sports at the University of Helsinki: http://www.helsinki.fi/opiskelu/liikunta/
The staff of the laboratory plays floor ball in the Kumpulan liikuntakeskus. More information can be obtained from Kari Hartonen (room A329, tel. 50265). 
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