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 OBJECT  
 
 
This procedure defines the responsibilities and arrangements for planning, preparing, executing and monitoring the arrival of trainees 
in the unit, in line with IRD's internal reception procedure. 
It involves researchers, technical staff, administrative managers and trainees. 
 
 

 REFERENCE DOCUMENTS 
 
 
ISO 9001 : 2015 standard 
IRD internal welcome procedure 
 
 
 

 WELCOME PROCEDURE 
 
 

• The supervisor follows the “procedure for allocating a pitch to a new host”, available on (intranet and/or synology?) 

• The supervisor contacts us to submit an application via: accueil-mivegec@ird.fr 
 
 

In order to anticipate requests as far as possible, and to respect the 6-week deadline for sending applications imposed by 
PEPS, please send your applications 2 months before the start of your stay. 

 
 
 
 

mailto:accueil-mivegec@ird.fr
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INTRODUCTION OF THE APPLICATION 
 

 Receipt of request : 
 

 
- IRD forms to be completed and signed + list of documents to be supplied to us  
              - Areas to which access is restricted by the center (L2 bacteriological, L2, insectarium, P3, animal house) => submit the 
request for access to high-risk premises (if possible before the start of the course, in consultation with the supervisor). 
              - For the animal house, please also submit the form for working in the animal house. 
- Specify that the entire application must be returned to us at least 2 months before the start of the course. 
- Ask whether the site allocation procedure has been completed.  
- Ask whether it is necessary to open an IRD e-mail address (via IRD Compte from SAP Portail) and send an e-mail to Valérie 
Delplanque to register on the MIVEGEC lists if the stay is longer than 1 month.  
- Ask the supervisor to complete the “welcome of new staff” form and forward it to his or her DS managers for validation. 
- As soon as the administrative welcome is complete, forward the completed “trainees, PhD students and partners” file to the person 
in charge of scientific welcome to prepare the laboratory visits with the relevant PAs (see scientific welcome procedure). 
 
 

❖ A “prevention & safety skills base” training course is offered once a month to make new arrivals aware of IRD's 
health, safety and prevention rules and general regulations. 
Registration is systematically carried out by the IRD's management assistant after new entrants have been entered into 
the IRD database. They are notified by e-mail. 
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List of documents MUST be returned by the supervisor: 
- Completed “newcomer” form 
 
FOR ALL : 
 
- New welcome form “according to status 
- Confidentiality agreement 
- Lab access form (if access is required) 
- Premises and canteen access form 
 

 
- Health insurance certificate 
- Civil liability certificate 
- Certificate of financing 
- Identity document 
- RESUME 
 
FOR TRAINEES (from 3rd grade to university students) : 
 
- Internship agreement 
- Photocopy of student card 
- BANK DETAILS 
- VISA (if from abroad) 
- Passport (if from abroad) 
 
 

* All hostings attached to the UMR's other supervisory bodies (UM, CNRS, INRAe) no longer go through PEPS* (see p.5). 
 
 

Documents sent to guests to complete, 
sign and return to the MIVEGEC 
manager in charge of reception 

Personal documents to be provided 
by guests to the MIVEGEC manager in 

charge of reception. 
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FOR THE PHD STUDENTS : 
 
- Certificate of scholarship 
 
ONLY FOR DOCTORANTS FROM SOUTHERN COUNTRIES: if the amount of the scholarship is less than €15,000 (poverty line), 
you must apply for a scholarship supplement from Campus France with the agreement of your supervisor. 
*Scholarship supplement procedure to be discussed with the management department*. 
 
- Student card 
- VISA (if from abroad) 
- Passport (if from abroad) 
 
 
FOR PARTNERS / POST-DOCS / COLLABORATORS : 
 
- Proof of financing (contract, payslip, etc.) 
- VISA (if foreign) 
- Passport (if foreign) 
 

❖ The “Convention d'accueil chercheur” is provided by the “Gestion des accueils” if required to obtain the VISA*. 
*point 4 of the agreement requires a research stay agreement* if the stay exceeds 2 months*. 

 
 

 When the file is complete : 
 
- Send the electronic file to the Partners, Students and Trainees Center* (PEPS*) 
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 PEPS returns the internship agreement signed by IRD: 
 
 
- Send the internship agreement by e-mail to the student for final signature. 
- The fully signed agreement must be returned to PEPS to finalize the file. 
 
 
 

❖ WELCOME TO OTHER TUTORS (CNRS, UM, INRAe..) AT IRD : 
 

This procedure applies to all staff members, except trainees, from the UMR's other supervisory bodies. 
 
- The IRD badge application form is completed and sent to acces-dro@ird.fr via BAR. 
- Réséda creation form completed and sent to BAR 
 
 
 

❖ PROCEDURE FOR WELCOMING CNRS TRAINEES 
 
An internship file must be prepared and sent to DR13 dr13-srh-stagiaires@cnrs.fr via BAR at least 6 weeks before the intern's arrival. 
This file includes: internship agreement, ID card, bank details, bonus simulation, student card, civil liability certificate, health 
insurance card, HR welcome form, IRD badge application form, “new arrivals” form. 
 
 
 
 
 
 
 
 

mailto:acces-dro@ird.fr
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❖ PROCEDURE FOR WELCOMING UM TRAINEES 
 

- Send the internship file to UM dfe-stage@umontpellier.fr via BAR 6 weeks before the intern's arrival. The file includes: internship 
agreement, CNI, RIB, bonus simulation, student card, IRD badge application form, Réséda creation form, “new entrants” form. 
 
 

All the documents you need to know about working at IRD are available on the MIVEGEC intranet site. 
 
 
 

 SCIENTIFIC WELCOME PROCEDURE 
 

On the day of arrival, the “welcome guest” receives the Mivegec Welcome Booklet, which he or she must read during the 1st week of 
the stay, before entering the manipulation laboratories: 
 
For all : 
- welcome booklet (the newcomer must read it and validate the acknowledgement of knowledge, online 
https://enquetes.ird.fr/index.php/388461?lang=frlivretaccueil) 
- satisfaction survey (to be validated at the end of the stay, online 
https://enquetes.ird.fr/index.php/737493?lang=frsatisfactionstagiaire) 
 
Depending on the activities to be carried out during the stay, hand over the corresponding documents: 
- Access sheet for high-risk areas 
- L2 rules and regulations 
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 Technical activities (molecular biology, insectarium, etc.) : 
 

- Skills inventory form (newcomers must complete this form and have it checked by their technical supervisor each time a new 
technique is taught. Once all techniques have been acquired, the form must be validated, online at 
https://enquetes.ird.fr/index.php/411349?lang=frvalidationcompetence) 
 
- Molecular biology activities => contact Déborah Garcia to arrange a visit to the laboratories 
- Access to the electrophoresis room (BET) => hand in the electrophoresis room rules and regulations and contact Arnaud 
Berthomieu, who will organize a visit to the room and sign the document. Once the tour has taken place, the newcomer must sign the 
rules and return them to the host. 
For access to the Vectopôle, requests for access to high-risk premises must be submitted to the platform's technical managers, 
Bethsabée Scheid, and visits are carried out by the prevention assistants: 
   - I1 Marie ROSSIGNOL 
   - I2 Arnaud BERTHOMIEU 
   - I3 Davy JIOLLE (please note that I3 access times are subject to medical procedures, with delays of up to 2 months). 
- A specific procedure is in place for L1, L2 and L2 healthy cell contact: 
 - L2 Bacterio :Remy Froissart 
 - L2 Parasito Anne Laure Banuls 
 - L2 Healthy cell Rodolphe Hamel 
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INTERNSHIP GRATIFICATION 

 
 If an internship bonus is paid : 

 
- Retrieve the internship agreement signed by all parties (MANDATORY) 
- Print out a gratuity simulation (from the Service Public website: https://www.service-public.fr/simulateur/calcul/gratification-stagiaire ) 
- Fill in and sign the Procès-Verbal d'Installation (PVI) form  
- Fill in the bonus decision and administrative certificate for the current month (to be done each month) 
- Create a Purchase Order (PO) in the trainee's name and attach all supporting documents, i.e. : Agreement, Decision, CA, signed 
PO, RIB and PVI. 
- Make a copy of the file to be filed and send a dematerialized version to PEPS for transmission to the manager of the unit 
management department. 
 

 If the trainee does not exist in SIFAC : 
 

- Create the trainee in SIFAC using transaction XK01 : 
- Complete the supplier creation request form, and provide the agent's bank details and ID card. 
- As soon as the trainee has been created, go to “Display supplier” transaction XK03 and submit the attached documents. 
 
 
*Gratuities on credits : 
   - CNRS: are managed directly by DR13 after the internship file has been forwarded by the MIVEGEC Reception Manager. 
   - UM: awards set up by the BAR according to the procedure imposed by the UM.  
 
 

 ARCHIVING 
 
Everything is done electronically. Non-permanent staff are now recorded in the CNRS Réséda tool, which tracks all the unit's 
personnel. 
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 END-OF-STAY REMINDER E-MAIL 
 
An e-mail is sent every 3 months to the generic address mivegec-tous to remind non-permanent staff to fill in and validate the 
scientific welcome forms (satisfaction survey / knowledge validation form) online, to enable us to evaluate our indicators (appendix 1). 
 
 
Evolution table : 
 
Created on 07/11/2019 
Modified on 10/09/2024 with additional information 
Next review before 05/09/2025 
 

Version Date Création Rédaction Vérification Approbation 

V1 07/11/2019 Création J.PLA SORIANO M.ROSSIGNOL F.SIMARD 

V2 31/03/2020 Modifications J.PLA SORIANO M.ROSSIGNOL F.SIMARD 

V3 08/12/2020 Modifications J.PLA SORIANO M.ROSSIGNOL F.SIMARD 

V4 19/05/2022 Modifications J.PLA SORIANO M.ROSSIGNOL F.SIMARD 

V5 05/09/2023 Modifications J.PLA SORIANO M.ROSSIGNOL F.SIMARD 

V6  05/03/2024 Modifications J.PLA SORIANO M.ROSSIGNOL F.SIMARD 

V7 10/09/2024 Modifications J.PLA SORIANO M.ROSSIGNOL F.SIMARD 

V8 13/01/2025 Modifications J.PLA SORIANO M.ROSSIGNOL F.SIMARD 
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APPENDIX 1 
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ANNEXE 2 : rappel suivi des fiches  
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ANNEXE 3 : rappel suivi fichier nouveaux entrants 

  


