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Located in four buildings at Glashaugen

Realfagbygget

Natural Science Building

Vannkraftlaboratoriet

Waterpower Lab

Varmetekniske laboratorier
{(VATL)

Stremningstekniske
laboratorier

Fluid Mechanics Lab
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m Professors and Associate
Professors

m Adjunct Professors and Adjunct
Associate Professors

Researchers

m PhD Candidates

Postdoctoral Fellows

employees

m Assistant Professors

m Research Assistants

m Admin. and tech. staff
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Professional support

DION

Interest organization for PhD Candidates,
Postdocs, and temporary academic employees
at NTNU

Trade Union

Membership of a trade union is common in
Norway and is encouraged by NTNU and EPT

NIRS - international researcher support
Dual career and spouse support
Social activities
Seminars (tax, culture etc)

EPT Women in Science
Provides opportunities for networking,
professional development, and developing a
meaningful community for women scientists at
EPT. Offers diverse activities, e.g. workshops,
mentorship, Get Together Lunch, guest events

INCLUDE
Network for staff with functional diversity
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Social and fithess activities at EPT

S WA
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@ NTNU |

Norwegian University of
Science and Technology

Work environment

Health, safety and a positive work
environment is prioritised by EPT

A good work environment requires active
contributions from all employees

Bullying, harassment or other serious and
reprehensive conditions should be reported

Injuries, _danqer_ou_s situations, violations, illegal
or unethical activities etc. should also be

reported

Find your safety representative on Innsida

Unsure about whether to report? Occupational
health services and labour unions are bound by
confidentiality.


https://innsida.ntnu.no/hms
https://innsida.ntnu.no/hms
https://innsida.ntnu.no/hms
https://innsida.ntnu.no/hms
https://innsida.ntnu.no/hms
https://innsida.ntnu.no/hms
https://innsida.ntnu.no/hms
https://innsida.ntnu.no/wiki/-/wiki/English/Safety+representative

Ambulanse

N&r ulykke inntreffer

Den som forst blir oppmerksom p3 at
ulykke har skjedd, er ansvarlig for varsling.
Du skal opplyse om:

* Hvemvarsler

+ Hva har skjedd

* Hvor er ulykkesstedet
* Hvor mange er skadet

When an accident occurs

The first person at the scene is
responsible for notification.
Report:

¢ Whois calling

¢ What has happened

s Accident location

* How many are injured

Viktige telefonnummer:

Vaktberedskap ved brann og ulykker NTNU

800 80 388
Beredskapstelefon SINTEF
73535000
NTNU vakt etter arbeidstid
918 97 373
Legevakt
07352
Giftinformasjonen

22591300

Rer. akt. 2010

Important Phone numbers:

Emergency NTNU
800 80 388
Emergency SINTEF
73 535000

NTNU Security Guards after working hours

918 97 373
Medical Emergency
07352
Paisons Information Centre

22591300

Mateplasser ved brann for
~Closhaugen: Varmetelaisk og Kijelluset

Moteplass

BRANN-
INSTRUKS

Gjer deg kjent med:

- Remningsveiene

- Naermeste brannmelder

- Slokkeutstyrets plassering og virkeméte

Hvis brann oppstar:

- Prov & slokke branntillep

- Utlgs manuell brannmelder

- Ring brannvesenet pa telefon 110

Ved alarm:

- Lukk derer og vinduer

- Steng gasskraner og flaskeventiler

- Forlat bygningen

- 64 til mpteplass

- Meld fra dersom du vet rsak til utlest alarm

Heis skal ikke benyttes ved brannalarm!

Meeting point

;=
1S

FIRE
REGULATIONS

Make yourself familiar with:

- Evacuation routes

- Nearest fire alarm

- Location of extinguishers and how they work

If a fire starts:

- Try to extinguish the fire

- Activate the manual fire alarms

- Call the Fire Department at tel. 110

If the alarm sounds:

- Shut doors and windows

- Shut off gas taps and cylinder valves
- Leave the building

- Go to the assembly point

- Please report if you know what caused the alarm

Lifts must not be used during fire alarms!
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EVACUATION Xk 4
The first person to arrive -

at this board shall: Search through ALL rooms in
this part of the floor, see
e Wear the west map on the back of this card,
. . to be sure all personnel
* Bring the action card have left the area.
 Perform the tasks MIND YOUR OWN SAFETY
described on the action Report status on your section

to the person wearing a
yvellow west at the meeting
point outside Kjelhuset

card

Return this card and the west
after use.
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Simple steps to ensure a good working environment in shared offices

1. Digital meeting — Use headset and inform colleagues of the meeting in advance, or book a meeting room.

2. Longer discussion with a colleague — Book a meeting room, find a social seating area in your building, or take a
walk to fetch a coffee/ tea together
3. Eating food — Use our social seating areas or cantine and maybe take a colleague with you to eat together

4. Private phonecall — leave the office so that you don’t disturb your colleagues

It's best if everyone contributes to keeping the shared office neat and tidy. At EPT we have pleasant social seating areas and well-equipped
meeting rooms in all our buildings, so please take advantage of these.

Feel free to discuss together how you would like your shared office to be. Perhaps there are other things that are also important to you which
would help create an even better working environment.
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Innsida: NTNU'’s intranet

* NTNU'’s intranet and main
communication platform

* Please check daily

« See EPT Bookmarks for
information about administrative
procedures and contacts

* Need help? Innsida - How to get
started

« Can't find what you’re looking for?
Google NTNU Innsida + what
you're looking for
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https://innsida.ntnu.no/wiki/-/wiki/Norsk/ept+-+department+of+energy+and+process+engineering
https://innsida.ntnu.no/wiki/-/wiki/Norsk/ept+-+department+of+energy+and+process+engineering
https://i.ntnu.no/en/hjelp
https://i.ntnu.no/en/hjelp
https://i.ntnu.no/en/hjelp
https://i.ntnu.no/en/hjelp

Update your profile on Book an apointment to Subscribe to relevant
Innsida have a portrait photo channels and newsletters
taken
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https://i.ntnu.no/wiki/-/wiki/English/Edit+your+profile+page
https://i.ntnu.no/wiki/-/wiki/English/Edit+your+profile+page
https://i.ntnu.no/wiki/-/wiki/English/Add+or+remove+message+channels+on+Innsida
https://i.ntnu.no/wiki/-/wiki/English/Add+or+remove+message+channels+on+Innsida

DF@ — Self-service portal

« NTNU’s salary system

Register absences and holiday
Submit travel expense claims
Apply for expense reimbursements

Find your payslip and employment
details

Academic staff do not register
regular work hours, but may need to
register project hours

< Browser or app on your phone

*  More information on Innsida: Self-service
portal

© NTINU | Norwegian university of
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https://i.ntnu.no/arbeidstid-og-fravaer
https://i.ntnu.no/ferie
https://i.ntnu.no/wiki/-/wiki/English/Travel+expense+claim
https://i.ntnu.no/wiki/-/wiki/English/Reimbursement+of+personal+expenses
https://i.ntnu.no/wiki/-/wiki/English/Payslip
https://i.ntnu.no/wiki/-/wiki/English/The+Self-service+portal
https://i.ntnu.no/wiki/-/wiki/English/The+Self-service+portal
https://i.ntnu.no/wiki/-/wiki/English/The+Self-service+portal
https://i.ntnu.no/wiki/-/wiki/English/The+Self-service+portal

NTNU Hijelp

* Administrative portal for
employees and students

« Knowledge base, Q&A,
support from centralized
administrative staff

 Access via Innsida
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https://innsida.ntnu.no/wiki/-/wiki/English/NTNU+Hjelp
https://innsida.ntnu.no/wiki/-/wiki/English/NTNU+Hjelp

Important reminders

Please update your user profile in DFQ:
— Address
— Phone number
— Next of kin x2
— Bank account number

* Please update via NTNU Hjelp:
Norwegian |ID number

* Always inform the Tax Office if you
change your address:
www.skatteetaten.no

* Non-EU citizen? Ensure that you always
have the correct work/residence permit
(important if your employment changes
or is extended)
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https://dfo.no/en/user-profile
https://hjelp.ntnu.no/tas/public/ssp/content/serviceflow?unid=e5183958d4e74c4380b2ce9b9b59b6d3&from=ee3b2cf4-50e4-4d7a-8ea3-f62c100ff3a1&openedFromService=true
http://www.skatteetaten.no/

NEW AT NTNU

Useful information

VISIT EPT
TRONDHEIM BOOKMARKS

© NTINU | Norwegian university of
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https://i.ntnu.no/ny-ved-ntnu
https://visittrondheim.no/en/
https://visittrondheim.no/en/
https://i.ntnu.no/wiki/-/wiki/Norsk/ept+-+department+of+energy+and+process+engineering
https://i.ntnu.no/wiki/-/wiki/Norsk/ept+-+department+of+energy+and+process+engineering

Contact HR

HR@EPT.NTNU.NO

This is the shared email for all members in the HR group at EPT

© NTNU | omwegian university of
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