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[bookmark: _Toc399668487]Welcome
Welcome to the School of Natural Sciences. The ca. 46 principal investigators, ca. 15 postdoctoral fellows and ca. 140 graduate students in our School conduct research covering the biological, physical and social sciences – our School is truly multi-disciplinary. Built around the disciplines of Botany, Geography, Geology and Zoology along with the Trinity Centre for the Environment and the (virtual) Trinity Centre for Biodiversity Research – the School is in a process of evolution. This document is designed to provide you with useful information and web-links that will help you to settle in and is appropriate for all new academic, administrative, technical, postdoctoral and research staff members. Some of the schemes referred to herein are, however, not available to staff on part-time or temporary contracts and some of the links and information are more appropriate to certain staff groups than others.
We hope that you enjoy your time in the School and we look forward to working with you.













[bookmark: _Toc399668488]Mission Statement of Trinity College Dublin
 “Trinity College builds on its four-hundred-year-old tradition of scholarship to confirm its position as one of the great universities of the world, providing a liberal environment where independence of thought is highly valued and where staff and students are nurtured as individuals and are encouraged to achieve their full potential.

The College is committed to excellence in both research and teaching, to the enhancement of the learning experience of each of its students and to an inclusive College community with equality of access for all. The College will continue to disseminate its knowledge and expertise to the benefit of the City of Dublin, the country and the international community”.


[bookmark: _Toc399668489]Getting Started...
The following information is available from the Human Resources Office of the College. Induction information for new staff members can be found at https://www.tcd.ie/hr/assets/pdf/trinity-staff-induction-booklet.pdf. Please visit https://www.tcd.ie/hr/ and subsequent links for more detail regarding:

	Payroll
· Bank Mandate & P45
· Pension
· Medical Insurance 
· Tax and PRSI Matters
· Certificate of Tax Credits
· For more information visit: http://www.tcd.ie/financial-services/
	College Facilities
· ATMs
· Travel Pass Scheme
· Car Parking Permits
· Perimeter Gate Keys
· Sports Facilities
· Voice Mail
· Catering Facilities
· Shops on Campus
· Day Nursery: https://www.tcd.ie/about/services/daynursery/ 
· Green Campus

	Working in Ireland
· Work Permits
· Opening an Irish Bank Account
· Relocation Expenses
· Applying for a P.P.S Number
· For more information on relocating to Ireland visit:
https://www.tcd.ie/hr/resourcing/applicant/relocation.php


	Working in TCD
· Staff Numbers and staff ID cards
· Library Borrowing
· Building Access
· Computer Access
· Viva Forms
· Employee Assistance Programme
· College Holidays
· Accidents in College, Sick Leave, Sexual Harassment and Bullying: https://www.tcd.ie/hr/assets/pdf/dignity-and-respect.pdf 
· Working with Discipline or Research Accounts 



[bookmark: _Toc399668490]Information on general procedures 
· Staff representative bodies: https://www.tcd.ie/hr/assets/pdf/procedure42-staffrepresentativebodies.pdf
· Dignity and Respect Policy: https://www.tcd.ie/about/policies/respect.php 
· The staff common room (there is a monthly membership fee but it is worth joining): Membership is open to, amongst others, academic staff, research fellows, research associates, administrative (Administrative grade 3 and above), technical staff (Senior Technical Officer and above) and Senior Experimental Officers. There you get free tea/coffee/excellent hot chocolate, magazines and newspapers and a chance to relax over lunch away from your discipline – there is also a bar for those more stressful times! Enquiries should be made to extension (01) 896 1865. 
· Campus Maps: http://www.tcd.ie/Maps/  
· Retirement (https://www.tcd.ie/hr/pensions/model-scheme/retirement.php)
· Management of costs on Research Grants: https://www.tcd.ie/financial-services/assets/pdfs/Guidelines_Policies_Research_Grants_and_Contracts.pdf

[bookmark: _Toc399668491]Information on leave policies 
Information on various leave policies can be found here: https://www.tcd.ie/hr/az/. Direct links to these policies are included below. 
· Sick leave policy: https://www.tcd.ie/hr/assets/pdf/procedure33-sick-leave.pdf 
· Special leave of absence policy: https://www.tcd.ie/hr/assets/pdf/procedure24-special_loa.pdf 
· Force majeure leave policy: https://www.tcd.ie/hr/assets/pdf/procedure18-forcemajeure.pdf 
· Career break policy: https://www.tcd.ie/hr/assets/pdf/procedure21-special_unpaidcb.pdf 
· Maternity leave policy: https://www.tcd.ie/hr/assets/pdf/procedure23-maternity-leave.pdf 
· Paternity leave policy: https://www.tcd.ie/hr/assets/pdf/procedure17a-paternityleave-policy.pdf 
· Adoptive leave policy: https://www.tcd.ie/hr/assets/pdf/procedure16-adoptiveleave.pdf 
· Parental leave policy: https://www.tcd.ie/hr/assets/pdf/procedure17-parental.pdf 
· Carer’s leave policy: https://www.tcd.ie/hr/assets/pdf/procedure18a-carers.pdf 

[bookmark: _Toc399668492]Additional Information on: health, safety and other staff schemes and policies
· Health, Safety and Welfare is at: http://www.tcd.ie/estatesandfacilities/health-and-safety/ 
· Staff Safety Training schemes (the offered schemes vary from year to year) is at: http://www.tcd.ie/estatesandfacilities/health-and-safety/Safety-Training/ 
· Health and Safety of Pregnant, Postnatal and Breastfeeding employees is at: https://www.tcd.ie/estatesandfacilities/assets/pdf/Pregnant_Employees_Gen_App%20.pdf. A risk assessment should be undertaken for any pregnant employees and can be found at: http://tcd.ie/estatesandfacilities/assets/doc/Pregnant_Employees_Risk_Assessment_Form.doc. Policy for staff who are breastfeeding can be found at: https://www.tcd.ie/hr/assets/pdf/procedure-equality-breastfeeding.pdf 
· Probation is at: https://www.tcd.ie/hr/spr/probations/
· Promotion and review are at: https://www.tcd.ie/hr/spr/promotion-progression/
· Various staff schemes (House purchase, Outside earnings, Conference travel, Teleworking, Travel pass (very good value), Fee remission) are at: https://www.tcd.ie/hr/az/ 
· Travel insurance whilst away on College Business (including the form that must be filled in to avail of the College’s Travel Insurance) is at: https://www.tcd.ie/estatesandfacilities/shared-admin-and-support/insurance/. 
· The various wage scales are at: https://www.tcd.ie/hr/employee-services/pay-scales/.
[bookmark: _Toc399668493]Commuting and Buying/Renting a Property
· Commuting: TCD is well-served by bus, light rail (LUAS) and rapid transit rail (DART) services. TCD staff can avail of a discount scheme for these services (more information on this scheme can be found at: https://www.taxsaver.ie). Car parking permits for the campus are difficult to get and most staff do not, now, drive to work. Details on applying for a parking permit can be found here: https://www.tcd.ie/estatesandfacilities/travel-and-parking/StaffPermits/. 
There is also a tax break, via the bicycle purchase scheme, for those people who cycle to work. For more information on the bike to work scheme, contact hr@tcd.ie or visit https://www.biketowork.ie. 
· Buying/renting a property: www.daft.ie is Ireland’s biggest property website and along with www.myhome.ie is a good place to start a house search.

[bookmark: _Toc399668494]Information on mentoring opportunities
Formal mentoring can be arranged through Human Resources. Mentoring schemes available include the Early Career Mentoring Initiative for Academics (https://www.tcd.ie/hr/learning-and-development/mentoring/academic-mentoring/early-career-mentoring.php), the Momentum Program for Academics (https://www.tcd.ie/hr/learning-and-development/mentoring/academic-mentoring/mentoring-momentum.php) and the Professional Primary Skills for Researchers Programme (https://www.tcd.ie/hr/learning-and-development/research-leaders/).  


[bookmark: _Toc399668495]Information specific to new postdoctoral and other contract research staff	
Please note that additional supports and links are available through:
· Your designated Discipline postdoc representatives: please enquire and make contact with your existing representatives to participate in writing groups, research seminar series and a variety of social occasions.
Information for New Staff		School of Natural Sciences
· The Irish Research Staff Association: Visit http://irishrsa.ie to learn about the variety of supports available to you and the number of campaigns run in the interest of contract research staff members. You may also want to visit http://icorsa.org for information on the International Consortium of Research Staff Associations. 
[bookmark: _Toc399668496]Getting to know the Campus
[bookmark: _Toc399668497]Figure 1. Map of the Campus showing buildings mentioned in the text.
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See http://www.tcd.ie/Maps/map.php for an interactive version of this map. 
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[bookmark: _Toc399668499]College Library
· The Library dates back to the establishment of the College in 1592 and is the largest library in Ireland. Today it has 5 million printed volumes with extensive collections of journals, manuscripts, maps and music. The Library was endowed with legal deposit privilege in 1801 and therefore receives copies of every published manuscript in the United Kingdom and Ireland. It supports the learning and research needs across all disciplines of the College and provides multiple training courses in this regard (visit: http://www.tcd.ie/Library/ for more information). Take time to also visit the Old Library (Fig. 1) near to the Main Library entrance (Fig. 1). The Old Library houses the most famous of Trinity’s manuscripts, the Book of Kells, and the impressive ‘Long Room’ (staff can visit free of charge on production of a valid staff card and can take two guests along!). Star Wars fans may recognise the Long Room as a very similar facility appeared in ‘Star Wars Episode II: Attack of the Clones’ see http://starwars.wikia.com/wiki/Jedi_Archives. The Science Library is located at the Science end of the campus in the Hamilton Building (Fig. 1).
[bookmark: _Toc399668500]Centre for Academic Practice and Student Learning (CAPSL)
· CAPSL was established in 2003 to assist the College in developing a strong and integrated framework for supporting best academic practice and the highest quality of student learning. CAPSL provides a range of services and resources to support academic research and teaching staff in the college to enhance your University teaching and research experience. They offer a number of programmes for professional development and support, including workshops and seminars on various aspects of learning and teaching. In addition, CAPSL promotes e-Learning by supporting the academic community in developing their knowledge and skills in the use of new technologies.  Blackboard Learn is the College Virtual Learning Environment that offers lecturers tools to design and develop courses on-line. Visit https://www.tcd.ie/CAPSL/ for more information.
[bookmark: _Toc399668501]College Health Centre
· A service available to all staff and students, located in a modern, purpose built premises in House 47 on Trinity Campus (a residential block adjacent to the rugby pitch). Student consultations are free of charge, while staff are catered for on a fee per item basis (for example, there is a consultation fee). Travel vaccinations and physiotherapy sessions are also available here. Visit http://www.tcd.ie/collegehealth/ for more information on the health care facilities available on campus, as well as lots of information on staying healthy at Trinity.
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· An excellent facility available to all staff with a very competitive rate for annual membership. Staff can join at any stage during the year with options to deduct membership from monthly salaries also available. Facilities include a 6 lane swimming pool, sauna, steam room, fitness theatre, climbing wall, squash courts and massage therapy. The centre also offers a wide range of courses, lessons and classes. See http://www.tcd.ie/Sport/.

[bookmark: _Toc399668503]Information System Services (ISS)
· [bookmark: TreasurersOffice]IS Services is the central provider of computing facilities and services to students and staff of TCD.  They provide useful day courses free of charge in a range of general software packages, including Datadesk, Microsoft Office, Photoshop, Podcasting and SPSS. They also provide remote desktop assistance for staff of TCD. Visit http://isservices.tcd.ie/ for more information on the courses available and http://isservices.tcd.ie/staff/new-staff.php for specific detail pertaining to new staff members (including how to obtain a username, password and TCD email account, connect to Wifi on campus, etc.).


[bookmark: _Toc399668504]Financial Services Division
· The Financial Services Division is responsible for financial planning and administration of the College’s finances including aspects of payroll and student fees. As most transactions are now electronically processed the office is currently located off-campus at 3 College Green, which is down Dame Street and off the map in Fig. 1. Their web site is informative see: http://www.tcd.ie/financial-services/. 

[bookmark: Human_Resources][bookmark: _Toc399668505]Human Resources Office
· Your appointment to the College was managed through the Human Resources Office. They are responsible for the management of all personel functions in the College, including appointment, promotion and leave. Their website is http://www.tcd.ie/hr/.  You will also find their comprehensive induction booklet for new staff members here:  http://www.tcd.ie/hr/assets/pdf/trinity-staff-induction-booklet.pdf.

[bookmark: College_Officers][bookmark: _Toc399668506]College Officers
· The College Officers are generally responsible for the administration of the College. Their roles and responsibilities and titles are unique to TCD. They include academic staff, elected or seconded to their roles for, usually, a three-year period, who are mysteriously termed ‘annual officers’. Their roles and responsibilities are outlined at: http://www.tcd.ie/provost/college-officers/annual/. The Annual Officers work alongside professional full-time administrators. The more senior of the Annual Officers and professional administrators form the ‘Executive Officer’ group. The website of the Head of the University, the Provost, contains summaries of the Executive Officer group, see: http://www.tcd.ie/provost/college-officers/executive/.


[bookmark: _Toc399668507]School of Natural Sciences: specific information
The School’s website is: http://www.naturalscience.tcd.ie.
· Within that site a list of all staff in the School is available at: http://naturalscience.tcd.ie/people/.
· Within that site accounts of the Herbarium, Geology and Zoology Museums and Botanic Gardens are at: http://www.tcd.ie/naturalscience/museums/.
· Within that site accounts of certain core facilities are at http://www.tcd.ie/naturalscience/facilities/.

[bookmark: _Toc399668508]Physical Location of the School
The School of Natural Sciences is physically dispersed over the campus (Fig. 2). Off-campus are a number of Geology research laboratories, a Geology postgraduate area and the Geology Museum. These are that are located in the Trinity Technology and Enterprise Centre (TTEC) on Pearse Street (Fig. 2). The School’s Botanic Garden is also located off-campus (and outside the area of the map in Fig. 2) in Dartry (Dublin 6), adjacent to Trinity’s Halls of Residence.
The School’s teaching facilities are dispersed as follows: three seminar rooms in the Museum Building and two lecture theatres (one located in Geography – the ‘Haughton Lecture Theatre’ – and the other – ‘Museum 4’ – located in Geology but is under the College room system), one lecture theatre in the Botany Building and one seminar room in the Zoology Building. In addition, there are teaching laboratories located in the Museum Building (three located in Geology and one in Geography). There are also research laboratories based in all School disciplines.
The Botany and Environmental Science teaching laboratories (2) and the Trinity Centre for the Environment (including a research laboratory and staff and postgraduate accommodation) are located in the old Anatomy Building. The building is located next to the Zoology Building. 

Trinity has recently announced plans to establish an energy and environment initiative (known as E3). E3 is a collaboration between the School of Natural Sciences, the School of Engineering and the School of Computer Sciences and Statistics. Central to this will be the construction of the Learning Foundry, a state of the art 6086m2 facility which will house new teaching and learning facilities for undergraduate and postgraduate students. It will be constructed on a site behind the Zoology building (the old Biochemistry building). 

[bookmark: _Toc399668509]Figure 2. Map of the School of Natural Sciences.
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Contact details for the people that you will not be able to live without:
	Position
	Staff Member
	Telephone (01) 896 + Email

	School Administrative Manager 
	Ms Mary Foody
	ext. 2920
schnatsc@tcd.ie

	School Finance Officer
	Ms Anthea Cameron
	ext. 4218
mansfia@tcd.ie

	Senior Executive Officer (Taught and Research Masters Programmes)
	Ms Frances Leogue
	ext. 2990
snsmast@tcd.ie

	Administrative Officer (Taught Masters in Development Practice)
	Ms Elaine Elders 

	ext. 2414
mdpdub@tcd.ie

	Project Manager, Connecting Nature Horizon 2020 Programme
	Dr Emma Siddall	
	ext. 1005
siddale@tcd.ie

	E3 Research Programme Officer
	Mr Patrick Lansley
	ext. 4033
lansleyp@tcd.ie

	Botany Senior Executive Officer
	Ms Mandy Lockhart
	ext. 1274
zobo@tcd.ie

	Geography Executive Officer
	Ms Laoise NiChuinn
	ext. 1576
geography@tcd.ie

	Geology Executive Officer
	Ms Sarah Guerin
	ext. 1074
earth@tcd.ie

	Zoology Senior Executive Officer
	Ms Fiona Moloney
	ext. 1366
zobo@tcd.ie

	School Attendant
	Ms Rita Beinert
	0877003531
harteri@tcd.ie



For additional information regarding staff members in the School (including lists of academic, technical, administrative, postdoctoral and research staff), please visit: http://naturalscience.tcd.ie/people/. 
[bookmark: _Toc399668511]Administrative Structure of the School
The Head of School’s position is an elected one, normally held for one term of three years with an option of a second term. S/he chairs the School Executive Committee and sits on the Faculty Executive and Heads of Schools Committees.
Similarly, the Heads of Disciplines are generally elected for a three-year term, with an option of a second term. They sit on the School Executive Committee and chair their respective disciplinary committees.
As you can see from the diagram below (Fig. 3) the School has three principal committees. Each committee is chaired by a School Officer (Research, Undergraduate and Postgraduate) responsible for that area in the School and appointed by the Head of School for a fixed term – usually two to three years. The three School Officers sit on the School Executive Committee as well as the relevant College committee. Each discipline elects a nominee to sit on each of these School committees. 
In addition, the four School Disciplines (Botany, Geography, Geology and Zoology) have their own internal committees to deal with discipline specific issues. The composition, membership and meeting frequency of these committees is discipline specific. Most committees also have student representation. 
The School Executive also has representatives from the undergraduate, technical, chief technical and administrative staff of the School, and meets twice per term. 
[bookmark: _Toc399668512]Figure 3. Organisational chart of the School (excluding centres). 
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All purchasing for the School runs through the appropriate discipline-based Chief Technical Officer as follows:
	Position
	Staff Member
	Telephone (01) 896 +

	Botany
	Siobhan McNamee
	ext. 1309

	Geography/Geology
	Francis Hendron
	ext. 1364/1256

	Zoology
	Martyn Linnie
	ext. 1679



The above staff members can inform you about the process of purchasing and advise on the use of cost codes and account codes: NB these codes are necessary for any official purchases. Note that TCD has a very strongly enforced policy of using preferred suppliers – see: https://www.tcd.ie/procurement/.
The list of preferred suppliers is vast and ever-growing (see: https://www.tcd.ie/financial-services/procurement/suppliers/preferred-supplier-cat/). It is not possible to buy from suppliers outside of this list without seeking prior official permission from the Procurement Office. Such permission is rarely granted. If you do purchase from outside this list and do not have permission you (the Discipline) will be severely fined. Theoretically, buying through one of the preferred suppliers should be cheaper than not doing so. In some cases the equipment bought is specially tailored for TCD – e.g. desktop and laptop computers.
Chief Technical Officers also have overall responsibility for managing the space/physical infrastructure of the School and should be approached for any issues relating to office and laboratory maintenance.


[bookmark: _Toc399668514]Diversity and Inclusion
As a consequence of College’s commitment to creating and fostering an environment that nurtures and celebrates diversity, the Office of the Director of Diversity and Inclusion was created in November 2015. A comprehensive website has been designed and is an excellent resource for information and assistance in relation to all diversity and inclusion related issues: http://www.tcd.ie/diversity-inclusion/about/. Particularly useful is a list of policies supporting Diversity and Inclusion in college: http://www.tcd.ie/diversity-inclusion/policies/. The College’s Diversity Statement can be found here: http://www.tcd.ie/diversity-inclusion/diversity-statement/.

[bookmark: _Toc399668515]Athena SWAN
The Athena SWAN Charter is a recognition and award scheme for positive gender practice in Higher Education, administered by the UK’s Equality Challenge Unit (ECU). The School has been very active in supporting positive gender practices and secured a bronze level award in July 2015. Our school is currently applying for a silver award. Further information of the School’s Athena Swan activities is available at: https://naturalscience.tcd.ie/equality/.


[bookmark: _Toc399668516]Best of Luck!
We hope that this brief guide will help you settle into your new position in the School of Natural Sciences. There is of course plenty more information available on the many different websites mentioned throughout this document and also through the centralised college website at www.tcd.ie. Furthermore, we recommend speaking to your new colleagues and friends to gain invaluable “insider tips” and assistance on any of the issues that you might come across as you begin your new position in the School.

We wish you the very best in your new career here at Trinity College Dublin.

Best wishes,

The School of Natural Sciences’ Athena SWAN Self-Assessment Team on behalf of the School Executive
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