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1. [bookmark: _Toc119263976]On-boarding. Registration. Compliance.

Name: ___________________
1. After arrival: Introducing yourself	
· Introduce yourself personally in your first team meeting on Monday
· Introduce yourself to the team per email (in German and English as well as with a picture to maba3@keramik.tu-berlin.de and stuba3@keramik.tu-berlin.de
· Get a guided tour to our building, mensa and campus by a colleague 

2. TU Digital Registration / Services
· Provisioning (inclusion to the central EDP system of TU Berlin) 	(signed by Peter)
 	____________
· Activate by yourself the TU-Account and email (Instructions at https://www.tu.berlin/campusmanagement/it-support/howtos/anleitungen-tutorials)
· Get your TUB ID Card (Campusmanagement)
· Ask Peter to send an email to Kai to ask for FGKW IT account.	(signed by Peter)
· Email should have: 						____________
Picture, status (Bachelor, Master, HiWi, Phd, Postdoc), Supervisor and that you want to have all IT-Services of our chair
· Within a few days you will receive an email from Kai with accommodations 

3. Access to the labs
· Delf will invite for a meeting regarding general lab safety instructions and lab rules 
· Safety instruction, confirm in the safety instruction form 		(signed by Delf)
_____________

· If you’ll work with X-rays, UV-Light or Laser you’ll need a safety training by Kai
· your supervisor sends an inquiry to Kai			(signed by Kai)
_____________

4. Registration forms for Team and Secretary
· Fill in both registration forms for team and secretary digitally
· [bookmark: _Hlk125485145][bookmark: _Hlk125485211]Send both per email to Anne-Claude with “registration“ in the subject line 
· Upload the “registration form for team” to: 
https://tubcloud.tu-berlin.de/f/3523373227
· Print, sign, and give paper version of both forms to Anne-Claude 

5. Compliance form
· Print and fill the compliance form and give a paper version to Anne-Claude
[bookmark: _Hlk1227990331][bookmark: Checklist_Onboarding_PDF1]


[bookmark: _Hlk122799353][bookmark: _Hlk119251572][bookmark: Form_Homepage][bookmark: _Toc119263977][bookmark: _GoBack]Registration Form – for Team
[bookmark: _Toc119263978]
INSERT YOUR PHOTO ABOVE


	For Team

	Name


	

	Group (BSc, MSc, HiWi, PhD, post doc… select one and consider the specific workflow)


	

	Start and End date

	

	Office / Room Nr.

	

	Office phone

	

	TU Email address

	

	Working field

	

	Supervisor(s) (if any)

	

	Short description of your research focus 
(thesis, research stay) (50-100 words) 

	




	Anything else about you that you would like to have published at our homepage 

	


[bookmark: Form_Homepage1]


[bookmark: _Hlk1192515721]




[bookmark: Form_Secretary][bookmark: _Toc119263979]Registration Form – for Secretary


	Additional information for our internal use 

	Name


	

	Mobile Nr


	

	Birthday


	

	Permanent address 





	

	Address in Berlin/area 




	

	Emergency contact 1 (Name, Phone, Mail)




	

	Emergency contact 2 (Name, Phone, Mail)





	[bookmark: Form_Secretary1]


[bookmark: _Hlk1227993531]


[bookmark: Form_Compliance_PDF][bookmark: Form_Compliance][bookmark: _Toc119263980][bookmark: _Toc66119322]Compliance


NAME:  	____________________________________________

With my signature below I confirm that I know 

· the workflows and rules of our Chair (BA3-ChairManual, this Manual) 
· the Laws, Ordinances, and Contractual Regulations, especially the Constitution of Technische Universität Berlin and General Equal Treatment Act 
· the Rules of Good Academic Practice / Sicherung guter wissenschaftlicher of the TU Berlin and the DFG
Documents:

German:

Gesetze, Ordnungen und vertragliche Regelungen der TU Berlin
https://www.tu.berlin/arbeiten/wichtige-dokumente/rechtsvorschriften/

Grundsätze zur Sicherung guter wissenschaftlicher Praxis an der TU Berlin
https://www.tu.berlin/arbeiten/wichtige-dokumente/richtlinien-leitlinien/grundsaetze-zur-sicherung-guter-wissenschaftlicher-praxis

DFG - Leitlinien zur Sicherung guter wissenschaftlicher Praxis
https://wissenschaftliche-integritaet.de/kodex/

English:
Laws, Ordinances, and Contractual Regulations
https://www.tu.berlin/en/working-at-tu-berlin/important-documents/legal-provisions/

Statute on the Safeguarding of Good Academic Practice at TU Berlin
https://www.tu.berlin/en/working-at-tu-berlin/important-documents/guidelinesdirectives/statute-on-the-safeguarding-of-good-academic-practice

The DFG´s Guidelines for Good Research
https://wissenschaftliche-integritaet.de/englisch/

and oblige myself to comply with these rules.

Date:		_________________________________________


Signature:	_________________________________________



[bookmark: Form_Compliance_PDF1][bookmark: Form_Compliance1]
[bookmark: _Toc119263981]Off-Boarding Checklist 

1) Offboarding
· Handover documentation and training of established and implemented processes and/or equipment
· Give back Labbook
· Clean up office desk, books back to Aleks / Library
· TUBcloud folder is up to date
· sort out samples and store samples in sample storage sites (Cabinets in Hall)
· Clean up the workplace, return chemicals and glassware
· Return coats, glasses and masks
· Pay the coffee bill
· TU keys back to Anne-Claude

2) TU digital Offboarding						
· TU Berlin cancel automatically your account, please save important mails by yourself
· Make an appointment with Kai for databackup 4 weeks before leaving
· Send an email with offboarding information 4 weeks before leaving
· Your tubcloud, webexaccount, outlook calendar etc. will be deleted 


Date: _______________________

	Name:

	

	New affiliation / Working place 
If any
Contact data (mail, phone):
If any



	





Date: _______________________

Name: 




Delf Kober




Supervisor
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