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Follow-up of your human resources file

• Here are the informations that you must send or report to the 

human resources of the laboratory during your contract:

- any change of situation: bank details, address, telephone 

number…

-birth of a child, the person to contact in case of accident... 

- sick leave, maternity or paternity leave…

- Vacations: holiday’s requests must be submitted through

“AGATE” application https://agate.cnrs.fr/ BEFORE the 

departure date and after have had the approval of your supervisor.
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Your arrival at Paris Observatory
1/ Permanent and Short-term Contract Staff 

• Recruitment, careers, communication:

Carine Bingan 

• Internet & network access: Tarikakan Demirturk (office n°605) or 

info.lerma@obspm.fr 

• Access Card to the Observatory and Badge for the restaurant: 

Marie-Clarisse Etheve / Woihiba El Khchai
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1/ Permanent and Short-term Contract Staff 

• Recruitment, adding staff to mailing lists: Carine Bingan

• Internet & network access : info.lerma@obspm.fr 

• Office Assignment: Dominique Lopes

• Access Card to the Observatory and Badge for the restaurant: 

Dominique Lopes
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Your arrival at Meudon Observatory
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Your arrival at Sorbonne 

University

1/ Permanent and short-term contract staff 

• Recruitment, adding staff to mailing lists: Carine Bingan and 

Nora Roger

• Internet and network access: info.lerma@obspm.fr (for the 

Observatory’s account) and Nora Roger (for Sorbone 

University account)

• Office Assignment: Nora Roger

• Access key to Sorbonne University offices and Badge for the 

restaurant: Nora Roger



1/ Permanent and Short-term Contract Staff 

• Recruitment (except the staff recruited by ENS), adding staff 

to mailing lists: Carine Bingan

• Recruitment for staff employed by ENS Céline Paris

• Internet & network access : info.lerma@obspm.fr for the 

Observatory , Céline Paris for the ENS account)

• Office Assignment: Céline Paris

• Access card to ENS and Badge for the restaurant: Céline Paris
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Your arrival at ENS

mailto:info.lerma@obspm.fr
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2/ Visitors access

If you receive visitors, please inform the administrative team and

your manager/supervisor few days before their arrival. It will

allow me, Nora or Dominique team to prepare their arrival.

Informations needed before a visitor arrives:

• Name of the guest at LERMA

• Name, date of birth, nationality of the visitor...

• Status and laboratory assigned in the country of origin

• Length of stay at LERMA (dates of arrival and departure)

• Party responsible for the costs of stay

• Purpose of the stay

Depending on the sites additional information may be requested.
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Specific information for 

the non French speaking 

staff 

1/ French classes 

Cité Internationale Universitaire provides French classes

for researchers (and for their husband and wife) in Paris

and Île-de-France.

Contact : Bureau d'Accueil des Chercheurs Etrangers – BACE

http://www.ciup.fr/en/access-en/
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2/ Income taxes

From the 1st of January 2019 the income taxes will

directly be deducted from your salary.
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3/ Insurance

Home insurance is required to rent an apartment.

Home insurance also includes liability insurance.

Health insurance (“mutuelle”) is not obligatory but 

recommended. It complements the reimbursement 

of medical expenses paid by the Social Security 

Administration.
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LERMA’s web site
• Website:

- In French: http://lerma.obspm.fr

-In English: http://lerma.obspm.fr/?lang=en

• The Intranet provide valuable administrative 
information: forms, procedures…
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Some information available on the 
Intranet
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Observatoire de Paris’ organization

A general presentation of the Observatoire is available 

through the following URL : 

http://administration.obspm.fr/

More information in the Observatoire de Paris 

"international visitor welcome pack" will be sent to you 

by @mail.
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