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[bookmark: _WELCOME_FROM_HEAD]WELCOME FROM HEAD OF DEPARTMENT PROFESSOR MARINA BOTTO

[image: ]I am delighted to welcome you to the Department of Immunology and Inflammation at Imperial College London.
Our vision is clear: we seek to consolidate and expand our understanding of inflammation and immunology in health and disease, capitalising on our broad expertise from basic science to clinical trials. You are key to our ability to deliver this vision: you join us at an exciting time, as the COVID-19 pandemic has widely demonstrated the importance and impact of immunological research. Promoting the translation of our findings by ensuring alignment with our NHS partners is key in supporting this, as is our ability to nurture the next generation of scientists through training at both undergraduate and postgraduate level, and through championing the career development of young scientists.
Of course, our success depends not only on the excellence of individual colleagues such as yourself, but also on how well we work together. Within the Department we strive to promote a vibrant and collegial atmosphere, engaging our staff and students alike in every aspect of departmental life, and ensuring every individual is free to reach their full potential. Do take a look at our various groups and committees, and get involved.
While you are here you will have opportunities to interact with motivated colleagues who are world leaders in their fields, to conduct your research in state-of-the-art facilities, and to develop friendships and partnerships that will support you throughout your career. You can also access an excellent network of supervisors, mentors, and our outstanding support teams within the Department and beyond.
Welcome to the I&I family. We wish you a productive and enjoyable journey with us.

Marina Botto
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Imperial Expectations is a collection of statements which the College expects to guide the behaviour of its staff. They show colleagues should support and respect each other in achieving personal goals and the strategic objectives of the College, and also serve as a public statement for attracting new staff. To view the Expectations, please access the link below:

Imperial Expectations 
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Ms Cathy Tupman (c.tupman@imperial.ac.uk) 
Department Manager

Ms Rena-John Lewis (r.john-lewis@imperial.ac.uk) 
Divisional Manager [Inflammatory Disease]

Mr Jonathan Shepherd (jonathan.shepherd@imperial.ac.uk)
Divisional Manager [Haematology]

VACANT 
Section Manager [Inflammatory Disease]

Ms Agnes Lam (a.lam@imperial.ac.uk) 
Section Manager [Haematology]

Ms Claudia Rocchi (c.rocchi@imperial.ac.uk) 
PA to HoD and Centre Administrator [Inflammatory Disease]

Ms Anjli Jagpal (a.jagpal@imperial.ac.uk) 
Centre Administrator [Inflammatory Disease]

Ms Mandy Smith (a.sale@imperial.ac.uk) 
Centre Administrator [Haematology]

Mr Neil Galloway-Phillipps (n.galloway.phillipps@imperial.ac.uk) 
Senior Laboratory Manager and Safety Manager

Mr Paul Coote (p.coote@imperial.ac.uk) 
Laboratory Manager and Section Safety Coordinator [Haematology/Inflammatory Disease 5th floor]

Dr Kerry Rostron-Barrett (k.rostron@imperial.ac.uk) 
Laboratory Manager and Section Safety Coordinator [Inflammatory Disease 9th floor]
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Day one safety induction form
This form must be completed by all postdocs prior to any laboratory work taking place. It also needs to be signed off by a lab manager or Safety Adviser. The form can be accessed by clicking the below link:
Day One Safety Induction Form

ID card
The day one safety induction form must be completed before an ID card can be issued. ID cards can be acquired from the ID Card office on the ground floor of the Commonwealth Building, please speak to your relevant lab manager to arrange this. If an ID card is lost or damaged, one free replacement can be provided; any subsequent damage or loss requires one to pay £10 before a replacement can be issued. 

Lone Working
Standard access is 7am to 7pm, Monday to Friday. Anyone who requires access outside these hours or at weekends must complete the online Lone Working Application form. This must be approved by one’s line manager, Section Safety Coordinator and Faculty Safety Advisor before access is granted. More information on Faculty policy and how to apply can be accessed via the following link:
Faculty of Medicine Lone Working Policy 

Out of Hours Working
Out of Hours access comprises of access between 12am and 7am, as well as College Closure days. Signed authorization must be sought from your Head of Department or Departmental Manager to be able to apply. Lone Working authorisation must also be in place before Out of Hours access is granted.

Symplectic 
Symplectic Elements is the research information management system that Imperial uses to detail the publications, funding, equipment and professional activities of our researchers and faculty members. It is important to keep this up to date as the data is used to compile your academic profile and showcase your research and collaborations. 
To access Symplectic, please click on this link.

Meeting Rooms
There are a number of meeting rooms in the Commonwealth Building that I&I colleagues can reserve: one is on the 5th floor (5N2), one is on the 9th floor (9N11) and the Meghraj Room on the 1st floor can also be reserved for larger meetings. If you would like to reserve one of these rooms, please contact your relevant Centre Administrator. 

Accessing services when off-campus
Any College services on-cloud, such as your e-mail, Office365 and Blackboard, can be accessed anywhere and at any time, provided you have access to the internet. Other College services, including ICIS, require a private secured network before access is possible. Unified Access is used to access College services which require a private connection. I
If you are working remotely outside the United Kingdom, please note that some countries have greater restrictions on internet access which can impact access to College services and software. Guidance on this can be accessed via this link; the College also has dedicated guidance for those working from China with details on what can and cannot be accessed, please click the link below to access this information:
Imperial College - Guidance for those working from China 
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Annual Leave
Full time colleagues within the College receive an annual leave allowance of 25 days, pro-rated for part-time colleagues. The College’s leave year runs from February 1 – January 31. Staff must use their annual leave allowance within this period; carryover of no more than 5 days annual leave will only be permitted with the agreement of the Head of Department/Department Manager. The College uses a system called Teamseer, through which all forms of leave (annual leave, sickness etc) must be logged. It is imperative that staff log their leave through Teamseer so that managers and other relevant staff know when their colleagues are not present. 
Teamseer can be accessed via the below link:
Imperial College - Teamseer 

Sickness Leave
If you find yourself unwell, then you should notify your line manager as early as possible on your first day of absence, indicating your reason for absence and likely return date, as well as any urgent work or other colleagues who should be notified. Notification of absence by relatives or friends will only be permitted in exceptional circumstances, such as hospitalisation. Sickness must be logged via Teamseer so that the Department and College can accurately record sick pay etc – a return to work meeting/form should also be completed on return from absence. It is not necessary to provide a medical certificate if the absence is for a period of 7 days or fewer. 
For more detailed information on the College’s sickness leave policy, please access the link given below:
Imperial College - Sickness and Absence Policy and Procedure

[bookmark: _ICT/LIBRARY_RESOURCES]ICT/LIBRARY RESOURCES

ICT assistance
The first port of call for any issues with College computers and mobile devices should be the ICT Service Desk. They can be reached via telephone (020 7594 9000) or e-mail (service.desk@imperial.ac.uk). They can also provide help with installing software that has been downloaded through the ‘Software for students’ portal. 

Software for Staff
Staff at the College are able to download a wide range of free and discounted software. For a link to the software available for download, plus FAQs on accessing/downloading/purchasing software, click on the link below:
Imperial College - Get software for staff 

Library – Hammersmith Campus
The library at the Hammersmith Campus is on the ground and first floor of the Commonwealth Building; the main entrance is on the first floor, but on weekends, you enter via the ground floor swipe door next to the Security Office. The library’s opening hours are as follows:
Monday – Friday : 0900-2100 (1st floor); 0700-0900 and 2100-0000 (ground floor)
Saturday-Sunday: 0700-0000 (ground floor); 1st floor closed
The main librarian at the Hammersmith Campus Library for Medicine-related resources is Kirsten Elliott, who can provide training on use of library resources and take suggestions for new books for the library, and more besides. Her contact details are below:
E-mail: k.elliott@imperial.ac.uk 
Telephone no: 020 7594 9940

Please note that the library at the South Kensington Campus is the College’s central library. 
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Imperial Essentials

Imperial Essentials is a collection of mandatory training courses which must be completed by everyone employed at the College. New starters are expected to complete all of these courses within six months of joining the College and renew all bar the MOST course every two years thereafter; training completion rates will be monitored by the Department and reminders sent when necessary. The six courses are as follows:
· Month One Safety Training (MOST)
· Fire Safety and Awareness
· Information Security Awareness
· Equality, diversity and inclusion
· Data Protection
· Safeguarding
To access one’s Imperial Essentials Dashboard, please click on the following link:
 Imperial Essentials Training Dashboard
Other Training
There are other training courses which are mandatory and/or useful for working effectively and safely within the College. These include, but are not limited to, the following:
· Laboratory Safety – Foundation Training
This course focuses on general principles of safety, and also introduces one to GMOs and risk assessments. It is mandatory for staff new to laboratory research at Imperial. 
· COSHH Risk Assessment Training
This course gives an overview of the College’s risk assessment form for activities involving the use of hazardous chemicals, required under the control of substances hazardous to health regulations (COSHH)
· Emergency First Aid at Work + AED

This course, when taken in conjunction with the mandatory e-learning, trains participants to manage an emergency, treat some common injuries, use a defibrillator, and impart other basic principles of first aid.

· Fire Warden Training
This course teaches the key responsibilities of a Fire Warden, what to do in the event of discovering a fire, when not to tackle a fire and ensuring the safe evacuation of the premises.

· Cryogenic Gases and Decanting Liquid Nitrogen
This course is mandatory for anyone who requires the use of liquid nitrogen in the laboratory. It informs of the risk assessment and hierarchy of control measures. The hazards of compressed gases and gas systems along with user checks that must take place. It provides lessons from previous incidents and requires completion of a competency test. Further in person training is available
2
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Postdocs within the Department are subject to a probationary period of six months. This period is used to evaluate an individual’s performance with a view to confirming them in post. Support is available where necessary, and equality of opportunity is taken very seriously. A final probation review must be held no later than six months after one’s start date, with a mid-probation review also due three months into one’s start date. 
To access more detailed information on College policy concerning probation periods, please visit the link given below:
Human Resources - Probation periods
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Safety in the Department and College
The Department of Immunology and Inflammation takes the safety of its students, staff, visitors and contractors very seriously. Anyone interacting with the Department is expected to be aware of the necessary moral and legal obligations, and to comply with all safety-related policies and procedures. These include but are not limited to: reporting any accidents or near-accidents to the relevant person(s); attending appropriate training and induction sessions; ensuring that activities do not pose uncontrolled or unnecessary risks to other people; and wearing your College ID card while on College campuses or premises (lanyards are available from the Student Office or Security).  

Emergency Contacts and Accident Reporting
Campus phone emergency number: 4444
Mobile phone emergency number: +44 (0)20 7589 1000
While on campus, if you think you will need an emergency service (ambulance, fire brigade etc) it is essential that you phone one of the above numbers instead of phoning 999. Doing so allows the College to co-ordinate and direct the emergency service to the incident in the shortest possible time.
In the event of an accident or near-miss, you should log this via the SALUS online reporting system. This will allow the department and the Safety Unit to do a full investigation, with the aim of preventing any future incidents. SALUS can be accessed via the below link:
Imperial College - SALUS 

Fire Safety Policy
If you come across a fire on campus, you must activate the nearest fire alarm immediately. You should then warn anyone in the immediate vicinity and evacuate the building. Furthermore, if you hear a continuous siren in the building, you must evacuate. 
To access more information about the College’s fire safety policies, please click on the link below:
Imperial College - Fire safety 

Computer Health and Safety
The College offers a course through which all computer users can learn to set up their computer workstation safely, and refresh this knowledge when necessary. It can be accessed via the following link: 
Imperial College - Computer Health and Safety e-learning 
Departmental colleagues can also speak to Neil Galloway-Phillipps for advice on setting up your workstation correctly, give ergonomic advice on equipment and posture, and address workplace adjustments when required. The Advice and Self Assessment Form can be found on the College Occupational Health pages.

Personal Emergency Egress Plan (PEEP)
If you have impaired egress during an emergency situation, it is a requirement that a PEEP be set up for you. PEEPs can either be temporary (if you have been injured) or permanent (if you have a disability). They detail the egress procedure that you will have to follow, as well as people designated to provide assistance during an emergency if required to execute the PEEP. Please contact Neil Galloway-Phillipps who can assist putting the PEEP in place. The College page discussing PEEPs is linked to below:
Imperial College - Personal Emergency Egress Plans (PEEPs) 

Physical First Aid
Physical First Aid is the immediate response taken to manage an injury or illness; action which should prevent more serious consequences and help promote recovery.  First aiders are trained to assess and prioritise more serious injuries and seek medical assistance via the emergency services or local NHS walk-in services. On all campuses, the initial action when first aid is needed is to contact the nearest first aider on your floor. Details of your nearest First Aider can be found on posters in all shared offices and laboratories, all security staff are also trained in First Aid.

College Smoke-Free Policy
The College operates a policy which makes smoking by students and staff prohibited on or within 20 metres of College land. This covers all of Imperial’s campuses and properties, including the Hammersmith Campus and student accommodation. For further information, please access the below link:
Imperial College - Smoke-free Imperial  

SafeZone
The College has an app called SafeZone through which students can directly contact the Security team if required in an emergency. It allows students to immediately share their location and profile with the Security Control Room in an emergency, allowing for a quick and effective response, including the option of directly calling a security guard. Both iOs and Android versions of the app are available. 
Please click below to access the College’s SafeZone page for further information on the app, plus a user guide:
Imperial College - SafeZone 
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Postdoc and Fellows Development Centre
The Postdoc and Fellows Development Centre (PFDC) provides tailored support for postdocs and fellows, who are entitled to take a minimum of 10 days per year to attend training and staff development workshops. Services offered include, among others, one-to-one appointments where advice on fellowship applications, CV reviews, moving out of academia and networking opportunities can be given.
For further information concerning the PFDC, please click on the link below:
Imperial College - Postdoc and Fellows Development Centre (PFDC) 

Professional Review and Development Plan 
The Department’s PRDP process will be superseded by ‘Annual Review Conversations (ARC)’ from Spring 2024.
All staff within the College should undertake an annual Professional Review and Development Plan (PRDP) with their line manager. This gives staff the opportunity to focus on the work of the previous year and objectives and plans for the coming year. 
The College offers an e-Learning course which can help colleagues to ensure that PRDP meetings are fruitful, as well as how best to identify development needs and next steps. The module can be accessed via the below link:
Getting the best from your PRDP - e-Learning module 

LinkedIn Learning
All members of Imperial have free access to LinkedIn Learning, an extensive online library of instructional videos which cover an extensive range of business skills, IT and software-related courses, and more besides. The courses can also be accessed from one’s mobile device.
This facility can be accessed by clicking on the link below:
Careers Service - LinkedIn Learning 

Departmental Committees – getting involved
The Department has a number of committees, including the DoII Executive Board and DoII EDI Committee, which have regularly rotating postdoc representatives. Serving as a postdoc rep on a committee can be a good way to get involved in the administrative workings of the Department, and is viewed positively by many academic institutions, for both more senior academic positions and also fellowship applications. Please look out for the e-mails from Ed Wallace, the current Departmental Operations Assistant, seeking expressions of interest for these committees. 
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Physical health
The College offers membership of its gym – the Ethos Sports Centre – to postdocs and other staff at Imperial College. The gym has various fitness and aerobics studios, a swimming pool, squash courts, a climbing wall and more besides. Various categories of membership are available; the fees are competitive when compared to other private gyms
Imperial College - Ethos
There are a number of other gyms within a reasonable distance of the Hammersmith Campus. Details on these can be accessed further below in the document.
If you wish to keep active while at home, then the College is running a MoveFromHome campaign, which is running virtual workouts and activities for those who are self-isolating or otherwise unable/unwilling to attend gym classes. Please see the below for more information:
Imperial College - MoveFromHome 

Mental health
We take the mental health and welfare of our members very seriously indeed. You should not hesitate to seek support from the College if you feel that you need it, and the College offers various services to those who require support with their mental health. 
In the first instance, please contact one of our department’s Mental Health First Aiders, who can provide advice on possible avenues of further support. They are as follows:

Alice Denton (a.denton@imperial.ac.uk) 
Cathy Tupman (c.tupman@imperial.ac.uk) 
Kerry Rostron-Barrett (k.rostron@imperial.ac.uk) 
Anjli Jagpal (a.jagpal@imperial.ac.uk) 

If you are experiencing a crisis, then 24 hour support is available from numerous organisations and charities, some of which are listed below:
· Nightline – Provide crisis support to students at various London-based academic institutions, from 6pm to 8am during every night of term. 
020 7631 0101 | Live chat accessible via https://nightline.org.uk/contact-us/ 
· Samaritans – Provide a confidential, non-judgmental listening support service 24 hours a day, run by volunteers.
116 123 | Other contact details accessible through https://www.samaritans.org/how-we-can-help/contact-samaritan/
· Shout – Provide a confidential support service via a text message-based support line
Text 85258 | Further information accessible via https://giveusashout.org/get-help/how-shout-works/ 

Disability support 
If you are a disabled student or a student who thinks they may have a specific learning difficulty (SpLD) or autism, please contact the Departmental Disability Officer (DDO) in the first instance, as they facilitate support within the Department. Further information on the DDO role is accessible below: 
Roles and Responsibilities - Departmental Disability Officer 
The DDO for Immunology and Inflammation is Maggie Trela, who can be contacted at m.trela@imperial.ac.uk   
You should also make an appointment with the Disability Advisory Service so adjustments and support can be discussed.  More information can be found here:
Disability Advisory Service - Adjustments and support  

LGBTQ+ support 
At Imperial College and I&I, everyone is part of the same community and everyone is welcome, irrespective of their gender and sexuality. We feel it important that all postdocs should feel supported in their identity and able to flourish personally as well as academically. The department has an EDI committee which works to discuss all relevant issues and resolve anything which stops these aims from being achieved. The committee’s postdoc reps are Tassos Petri (anastasis.petri10@imperial.ac.uk) and Henry Xu (jiarui.xu15@imperial.ac.uk) both of whom would be very happy to help bring any LGBTQ+ welfare issues to its attention.
The College’s policy on provision of toilet facilities is currently under review, and the most recent version can be found here.  In the Commonwealth building, non-binary toilets are located on the sub-basement, ground and 9th floors (labelled as accessible).    
Every year, the College hosts a programme of events in aid of LGBT+ History month, which occurs every February. More information on what is being run, when it is published, can be accessed via the below link:
Imperial College - LGBT History Month 

Family and carers support
The Department recognises the impact that family and caring responsibilities can have on staff. A list of benefits and resources for both parents and carers can be found below:
Imperial College - Support for Parents 

There is a dedicated Parents Room located in room BS15 in the Commonwealth Building. The room can be used for breastfeeding, bottle feeding, expressing, etc. and is equipped with a fridge, freezer, nursing chair and sink. To gain access, please visit the Security office to obtain the digilock key code.  Alternatively you can e-mail either Darsi Wickham (d.wickham@imperial.ac.uk) or Ciaran McKeown (c.mckeown@imperial.ac.uk). Advanced booking is not required, but please use the vacant/occupied sign on the door to indicate/check availability.

Reporting bullying/harassment
The College uses a tool called Report and Support, which is designed to allow postdocs (and other parties within the College) to make either anonymous or named disclosures of bullying, harassment, racism, and other unacceptable behaviours. This allows the monitoring of any such issues across the College, and can serve as a precursor of a formal report. The tool, and further information on its use, is available via the below hyperlink:
Imperial College - Report and support 

Religion and faith
Postdocs who adhere to a particular religion or faith are welcome to use the College’s Chaplaincy Multi-Faith Centre, which is located at the South Kensington Campus. The Centre provides a place to confidentially explore one’s faith and provide support to get one through the challenges of student life. More information on the Chaplaincy Multi-Faith Centre and its services can be accessed via the below link:
https://www.imperial.ac.uk/chaplaincy/ 

Equality, Diversity and Inclusion Strategy
The College’s Strategy on integrating EDI into the staff experience, its management processes, and other similar objectives, can be accessed via the following College webpage:
Imperial College - EDI Strategy; aims of the Strategy 
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Great Exhibition Road Festival
The Great Exhibition Road Festival is a free annual festival, typically scheduled to take place in June, which celebrates science, art and culture. It is possible to get involved in the Festival, either by organizing a workshop/stall, submitting event ideas, or serving as a volunteer. 
More information on the festival can be accessed by the following link:
Imperial College - Great Exhibition Road Festival 

Societal Engagement
Societal engagement, the empowerment of the public through engagement with one’s research, is an increasingly important aspect of the College’s mission. This can involve engagement with patients, schools and the local community, and helps to ensure that our research can benefit society. 

Sharing What You Do
We are very happy to share the work and achievements of our colleagues across the Department, we just need to be informed of them! If you wish to promote anything of this nature, please contact our Communications Manager, Meesha Patel, via the following e-mail address: imminf.comms@imperial.ac.uk 
The College also publishes guidance on various aspects of promoting one’s research, including:
· Promoting Clinical Research and Clinical Trials Online
· Social Media Guidelines
· Brand and style guide
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Hammersmith Campus map 
The Department of Immunology and Inflammation is located at the Hammersmith Campus, in particular the Commonwealth Building. A link to a map of the Hammersmith Campus can be found below:
Imperial College - Hammersmith Campus map

Getting to Hammersmith Campus
When travelling to the Hammersmith Campus via the London Underground, we recommend getting off at White City station, although East Acton and Wood Lane stations are viable alternatives. White City and East Acton are on the Central Line, while Wood Lane is on the Hammersmith & City/Circle lines. 
The following TFL bus services can also be used for traveling to/from the Hammersmith Campus:
Bus number(s) 7; 70; 72; 272; 283
The bus stops in both directions are just outside the Hammersmith Campus on Du Cane Road. 

Local Facilities 
While the Hammersmith Campus is further away from Central London than some of the College’s other campuses, there is still a variety of shops, eateries and leisure facilities within a relatively short distance of the campus. 
WESTFIELD LONDON
The Westfield London is the largest shopping centre in the United Kingdom, and one of the largest in Europe. It is approximately one mile from the Hammersmith Campus. Its facilities include supermarkets, clothing shops, restaurants, a cinema, a gym and more besides. 
GYMS
· Phoenix Fitness Centre – Operated by the Better group, a wide range of facilities – including a swimming pool – and classes are offered at this venue. 
Bloemfontein Rd, London W12 7DB | 020 8735 4900
https://www.better.org.uk/leisure-centre/london/hammersmith-and-fulham/phoenix-fitness-centre-and-janet-adegoke-swimming-pool 
· Westway Sports & Fitness Centre – Operated by the Everyone Active group, this centre offers a wide away of sports facilities, including outdoor football pitches, a climbing wall, cricket nets and a gym. 
1 Crowthorne Rd, London W10 6RP | 020 8969 0992
https://www.everyoneactive.com/centre/westway-sports-fitness-centre/ 
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Term Dates
Autumn Term
FROM 30 September 2023 TO 15 December 2023
Spring Term
FROM 6 January 2024 TO 22 March 2024
Summer Term
FROM 27 April 2024 TO 28 June 2024

College Closures
Christmas/New Year
FROM 23 December 2023 TO 1 January 2024
Easter
FROM 28 March 2024 TO 2 April 2024

Bank Holidays
Early May Bank Holiday – Monday 6 May 2024
Spring Bank Holiday – Monday 27 May 2024
Summer Bank Holiday – Monday 26 August 2024
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