]
.

S Vg Mp—— m

,. | ,.A. . | ll‘.n‘do}/cy r __=

\\\\\\\\

.

: \

m B
R e
| 1

; _
: : , LOBRRRRLBELESERS £
DOUSPAARE S S - = e :

3000 A [ iy ,;

i \ AR ._...d

g\ ) 111 |
. _ | 1) !
) P 1 | |

W_;ﬂz 5 _ #

] d
ﬂ | il A
, 444 [FRRRRUSRREES \\\.\\...l\l\ll\,\ At
FUBREREE >

téz

0 "
M 1 1

\

W
\\
W
AN
//N

Institut Catala
de Recerca de I'Aigua

8,

ICRAR- O
WELCOME MANUAL

tute for Water Research

Catalan Inst

MEMBER OF

CE[J

TRUSTEES

Centres de Recerca
de Catalunya

CA

tat

1VErS1

de Girona

Un

N Generalitat
de Catalunya

S



O
Welcome to Szt

I C RA On behalf of all your colleagues, we warmly welcome you to the Catalan Institute

for Water Research (ICRA), a centre created to carry out high-quality
multidisciplinary research in the field of water. ICRA is located in the city of
Girona, within the Research and Innovation Park of the University of Girona. The
Institute provides a platform for researchers, students, and staff to contribute to

global development through research, innovation, and the transfer of knowledge
and technology.

We have prepared this welcome handbook to facilitate your incorporation and
Integration into our organisation. Both our professionals and | are at your disposal
to address any questions that may arise regarding the interpretation of this
document.

We hope that, through our Institute, you will achieve your professional goals and
that your experience at ICRA will be enriching and rewarding. It is a pleasure to
welcome you once again to our team.

Yours sincerely,
E: L1 LT, o

Director of the Catalan Institute for Water Research




ICRA is amultidisciplinary research centre in the field of
water, established on 26 October 2006 by the
Government of Catalonia within the framework of the
CERCA ResearchCentres programme, and affiliated with
the University of Girona. At ICRA both basic and applied
research are carried out across the entire water cycle,
and knowledge transfer to public administrations,
companies, and society Is actively promoted.



Our mission, vision & values

OUR MISSION OUR VISION el OUR VALUES

To generate and share knowledge

To contribute to a future where g o Multidisciplinarity: move beyond

: to help society understand, protect, water is a foundation for disciplinary boundaries.
and restore water systems. We sustainabillity, equity, resilience, and o Teamwork: collaboration within
i study hydrological processes, S, security. We aim to be an { ICRA and with external partners.
R freshwater ecosystems, and international reference in water .. O Inclusivity: ensure an inclusive and
f: > g chemical and microbial S e % ¢ research and innovation, inspiring G gender-balanced institute.

"‘f,‘;_f "é'a‘ contaminants during scarcity ek and driving solutions that transform - o People First:Respect, honesty, : '-
€ 5 and environmental stress. We SRR e @il e AP v and companionship. 3
f”‘ == develop innovative technologies for B el resources and freshwater @ 42" o Excellence and Impact: pursue

| water treatment, resource recovery, T ecosystems. i excellence in scientific research to

generate transformative impact.
o Commitment: focus on solutions to

% and reuse to ensure scientific insight
A "_; becomes practical, scalable, and

RET. sustainable solutions. current and emerging water
) challenges.
“ L ;;—f‘:?&:‘ g&,'ﬁ .
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I Arriving at ICRA

Required documentation to be submitted:

A Copy of ID card (DNI) or Foreigner Identification Number (NIE)

A Social Security Affiliation Number (NASS)

A Bank details (copy of bank booklet or official document showing the
account number): You must open a bank account with a Spanish banking
institution so that ICRA can process your salary payments.

Document sighing

A You will receive four documents by email: the Employment Contract,
Form 145, the CERCA Code of Conduct, and the ICRA Code of Conduct
and Good Practices, which must be signed electronically. In the
Employment Contract, you must sign on all pages, at the bottom where it
indicates “"The Employee.” In Form 145, you must sign at the bottom in
box 6, where it indicates "“6.- Date and signature of the declaration.” Once
all documents have been signed, they must be sent to the HR
department.




Information for Foreigners COO

e

Once your status in Spain as a foreign national has been regularised, the procedures you must carry out personally are:

A City registration

Issuance of a certificate confirming the applicant’s address in the city. This procedure must be carried out at the Town Hall of the
municipality of residence: https://seu.girona.cat/portal/girona_es/serveis/e-registre/AaZ/1366.htm|

A Health Insurance card

The health insurance card is the document that identifies and allows access to the assigned centers and services of the public
C@ health system: https://catsalut.gencat.cat/ca/coneix-catsalut/acces-sistema-salut/la-tsi/
W Access to My Health:
My Health is a personal digital health space that allows you to access health information, make consultations with professionals

and carry out procedures in a simple, secure and confidential manner: https://lamevasalut.gencat.cat/web/cps/welcome

A Schooling of Minor Children

If you have minor children in your care, you must send them to school (it is a right and obligation):
http://dps.gencat.cat/WebAcollida/AppJava/es/Menu_Principal/Educacio/Educacio.jsp@sub=0&pag=tcm_394-87560-64.htm|
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Catalan Institute

I Accommodation o0)

for Water Research

Accommodation in Girona is very accessible and easy to find. You have
the option of renting an entire apartment or sharing it with friends or
colleagues. In the following links you can find more information about
accommodation:

A https://www.depisoenpiso.com

A https://www.idealista.com/

A https://www.fotocasa.es/

A https://www.habitaclia.com/

AViu a la UdG > Serveis universitaris > Allotjament > Girona Housing

A https://web.girona.cat/omh
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In order to carry out internal procedures in ICRA (Settlement of
Expenses, Purchase Requests, etc.) according to the established
procedures, it is necessary to have a Digital Certificate legally
recognized in Spain for Electronic Signature (FNMT or IdCAT
Certificate).

A ENMT Certificate:
https://www.sede.fnmt.gob.es/certificados/persona-fisica

AidCat:
https://www.idcat.cat/idcat/ciutada/menu.do
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I Working day and Attendance Control COO

The schedule and calendar are approved by the ICRA direction. Access to the building is subject to the days established in the annual
calendar. In case of access to the building facilities, outside this calendar, it is necessary to follow the procedure for access to the
facilities. All trips made for work reasons must be authorized through the service commission.

Furthermore, all ICRA personnel are provided with a personal identification card for access to the building. The loss of the card must be
reported immediately to Reception. In reference to the Time Registration / Attendance Control System, we remind you that you must
comply with the Workday established in the Work Contract and in accordance with the Current Work Calendar, not being able to work
more or less than the hours/day stipulated to comply with the annual computation of hours. ICRA provides its staff with the netTIME time
control tool that facilitates the recording of the working day of its employees and compliance with the new time control law (Royal
Decree-Law 8/2019). Therefore, it is necessary to keep the working day record updated on a daily basis.

For more information, you can visit the human resources site at the following link: https://ficra.sharepoint.com/sites/ICRA-RRHH/
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All external visitors who must move around the H,O Building must
always be accompanied by ICRA staff, except for:

A Technical Assistance Services (TAS) - must be under the
supervision of the corresponding ICRA technician.

For more information about external visits, please ask the reception
staff.
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ICRA has regulated all the necessary preventive actions to comply with the Occupational Risk Prevention Law (PRL) (Law
31/1995) with the aim of promoting and improving the safety and health of workers.

All personnel have at their disposal in the following link the documentation with the basic health and safety instructions to
follow: https://ficra.sharepoint.com/sites/HEALTHSAFETY
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It is highly recommended to read all procedures and guidelines for proper integration into ICRA.
Please find attached the link with all the information about technical support:

https://ficra.sharepoint.com/sites/PTS




Corporate Identity

It is mandatory to always use the ICRA corporate image in all official
documents, which is applicable to any type of internal/external document,
such as:

| Comunicacions escrites en paper (carta o fax)
| Written communications on paper (letter or fax)
| Written communications in digital format (letter or fax)
| Email and email signature

| Agreements

| Reports

| PowerPoint presentations

| Publications

| ICRAlogo

| Conference posters

| Scientific publications

| Acknowledgements in publications and posters
| Interviews, print and online media

| Social media

| Anything related to your work at ICRA
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