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MAIN OFFICE HOURS AND CORE  HOURS 
At TRIUMF, the main office hours for 
administration are 8:30am to 4:30pm.  Our main 
reception and front public access doors open and 
close at these times, and our visitor services hours
fall within these times as well.  Core hours are those 
‘peak’ hours falling within the normal hours of 
business, when employees are normally expected to 
be on site so they may interact more efficiently with 
other departments internally and externally.  At 
TRIUMF, core hours are 9:30am to 3:00pm, and 
work schedules should be established in such a way 
so as to include these hours.  Our Cyclotron and 
ISAC operations run 24 hours a day, and 
experiments may be running at anytime, day or 
night.  

SMOKING POLICY 
In keeping with the Vancouver smoking by-laws, 
and the Work Safe BC regulations, TRIUMF offers 
its staff and visitors a smoke-free environment.    All 
offices, hallways, wash rooms, meeting rooms, labs,
shops and plant areas are Non-Smoking at all times. 
The courtyard outside the cafeteria is also a non-
smoking area.   Smoking is permitted outside the 
buildings and ashtrays have been placed in the 
following general smoking areas, and staff are 
encouraged to use these areas whenever possible: 

• Alongside the bicycle rack area; 
• The North-West corner of  ISAC II; 
• The West side of the Nordion entrance at 

RCA-2 (Radio Chemistry Annex); 
• The Service Annex; and 
• The Plant Services Trailer 

As a courtesy to visitors and non-smokers accessing 
the building, smokers are asked to please refrain 
from using main entrance ways as smoking areas. 
This would apply to the main reception area, and 
back door of the main office building, and the front 
entrance to ISAC.  

 

STATUTORY and CIVIC HOLIDAYS 
The TRIUMF site is closed for all statutory holidays 
and TRIUMF paid holidays which are: 
 

• New Years (January 1st) 
• Good Friday 
• Easter Monday 
• Queen Victoria Day (3rd Monday of May) 
• Canada Day (July 1st) 
• BC Day (1st Monday of August) 
• Labour Day (1st Monday of September) 
• Thanksgiving Day (2nd Monday of October) 
• Remembrance Day (November 11th) 
• Christmas Day (December 25th) 
• Boxing Day (December 26th) 
 

If a holiday falls on a Saturday or Sunday, the office 
will be closed on either the preceding Friday or the 
following Monday, as determined by TRIUMF. 

GENERAL TRIUMF INFORMATION 

 

VISITORS  REFERENCE  GUIDE  TO  COMMON 
PROCEDURES  AT  THE TRIUMF FACILITY 



TRIUMF Facilities Information 

TRIUMF LIBRARY USE 
Library books and journals must be signed out in 
your own name.  All material must be returned when 
finished or when requested by the Library staff. 
TRIUMF employees may also use the UBC Library, 
and are entitled to the same privileges offered to the 
UBC faculty and staff.  If you wish to obtain a UBC 
Library card, you must first contact Visitor Services
for a letter of authorization. 

LUNCH ROOM FACILITIES 
TRIUMF provides on site cafeteria services at 
reasonable prices between 7:30am and 4:00pm, 
Monday to Friday, with hot and cold meals and 
snacks available for breakfast or lunch. 

RECYCLING PROGRAM 
Each office or work area is provided with a paper 
recycling box and staff are encouraged to recycle on 
a regular basis.   Recycling boxes are emptied by the 
janitors on a regular basis. 
 

 

BICYCLE LOCK-UP 
For those employees commuting by bicycle, 
TRIUMF provides a rack for locking up your bike. 
The bike-rack is located outside the shipping and 
receiving area. 

STORES 
 OFFICE AND STATIONARY  SUPPLIES 

Stationery and office supplies may be obtained 
through Stores between 7:00am and 4:00pm, 
Monday to Friday.  Larger or non-stock stationery 
items are available by special requisition, with 
orders being picked up before noon each Thursday. 
The Stores personnel will assist you in learning how 
to use the catalogues. Larger office equipment or 
furniture items are obtained through Purchasing.  All 
purchases or supplies must be signed for and 
charged to the supervisor’s account.   If you have 
ordered supplies and are waiting for their arrival, 
deliveries for most items are on Friday’s, and you 
can check the whiteboard in shipping and receiving, 
as all incoming orders waiting to be picked up will 
be posted at noon, for your information. 
 

PARKING 
TRIUMF provides unreserved, on-site parking at no 
charge to the employees.   Employee parking is 
restricted to the gravel parking lot on the North side 
of the TRIUMF property.  Parking in restricted areas 
may result in vehicles being towed at the owners 
expense.  Parking permits or decals are in effect. 

MEETING ROOMS 
To book a meeting room, contact the Information 
Office for details or book on-line at: 
http://admin.triumf.ca/NetData/i_meetings/display   
All employees using a meeting room are responsible 
for ensuring it is left in a tidy fashion for the next 
user. 

BULLETIN BOARDS 
A variety of bulletin boards are located in the 
corridor outside the cafeteria.  These boards contain 
information on conferences and seminars, health and 
safety, beam schedules, employee representative 
committees, personnel issues, updates from the 
Human Resources and Information offices, and 
general interest items.  Bulletin boards are also in 
place for job postings and information for students.  
All Postings must be dated and will be removed 
after 30 days



Office Services and Accounting information 
 

COURIERS 
Courier deliveries are handled by reception.  If a courier package arrives for you, you will be notified by the 
receptionist or by receiving.  If you have a courier package to send out, the package, plus mailing instructions 
and an account number, should be given to the receptionist.  All standard couriers are sent by DHL and must 
be at reception by 3:30.  Any couriers that need to be delivered by next day are sent by FedEx and must be at 
reception by 2:30.  For any international packages (including the USA) a commercial invoice must be filled 
out and they are available at reception.  Larger packages or equipment should be handled through the Shipping 
and Receiving department. 

PHOTOCOPY MACHINES 
Our two “main” photocopiers are located in the mail 
room.  Problems with the photocopier should be 
reported immediately to Office Services at #7475. 
TRIUMF photocopiers are not intended to be used 
for personal photocopying. 

FAXES 
The Mail Room area is our main fax receiving 
location.  Our fax number is 222-1074.  Incoming 
faxes are sorted and put into the appropriate mail 
slots on a daily basis.  When sending a fax, if you 
don’t have a fax cover sheet set up on your 
computer, standard TRIUMF fax cover sheets are 
available near the machine.  Long distance faxes 
which are “personal” should not be sent on the 
TRIUMF fax machine. 

TELEPHONE COMMUNICATION 
All employees and visitors are assigned a four-digit 
local, and certain designated phones have direct dial 
numbers.  TRIUMF offers automated voice 
messaging, and user instructions for voice mail are 
provided to all new employees.  In-coming calls to 
the listed TRIUMF number (222-1047) can be 
directed to any local by keying in the local when 
prompted, or you can choose to speak to the 
receptionist during the normal switchboard hours of 
8:30am to 4:30pm. Calls to TRIUMF outside of 
normal switchboard hours go to the Operations 
Control and should be avoided whenever possible. 
To place local calls outside TRIUMF, dial 9.   Long 
distance calls may be direct dialed from your phone, 
provided you have been issued a confidential 
authorization code which will authorize account 
billing by our long distance provider.  If you have 
access to long distance dialing, you will be given the 
sequence codes for placing such calls.  Personal long 
distance calls should be made only with your 
supervisor’s or sponsor’s approval, and the details 
(date, time, number called, and length of call) 
reported to him/her immediately after the call is 
made, for rebilling of the charges.   To have an 
individual paged, contact reception by dialing “0” 
during office hours, or the main control room 
outside of office hours (7333). 

MAIL 
All incoming mail is received daily by mid-morning. 
The mail is then sorted into the appropriate 
department or individual mail slots which have been 
assigned to the visitor.  Outgoing mail is sent to the 
post office on a daily basis.  If you have outgoing 
mail, or Campus mail, it should be brought to the 
mail room and placed in the appropriate bin for 
processing.  The TRIUMF postage meter is not to be 
used for personal mail.  It is the responsibility of the 
individual to ensure there is sufficient postage on 
any personal mail that is placed in the outgoing mail 
bin. Postage may be purchased from the mailroom 
staff.

GENERAL OFFICE FORMS 
Commonly used forms such as travel expense 
claims, and cheque requisitions are available from 
the shelf in the Accounting Office. 
 
 

 
 

EMPLOYEE LISTS 
A list of TRIUMF employees and their telephone 
locals is updated on a regular basis.  Copies are 
available from the web site, on the information table 
outside the mailroom, or from reception.  Also 
located on the information table, you will find a 
regularly updated list of employee mail slot 
locations 



 

KEYS AND BADGES 
Anyone entering the TRIUMF public-exclusion area independently must carry a direct reading dosimeter (DRD) or a 
Landauer badge at all times while they are in the area.  All employees who work, even occasionally in their normal 
duties, or who may have occasion to enter the area outside of normal working hours, must be issued Landauer badges.  
If you have a visitor, you must ensure they carry a DRD, or at the very least, ensure that they are accompanied by 
someone carrying one.  Badges are NOT to be taken home.  Employees requiring building keys will be given the 
necessary forms required to be issued the applicable keys.  Note:  Summer students or temps are not permitted to bring 
in visitors for tours, unless they are escorted by a supervisor. 

SECURITY BUILDING ACCESS CARDS 
For security purposes, all employees will be issued a 
building access card.  You are required to wear your 
building security access card at all times.   

EMERGENCY 
During business office hours (8:30am - 4:30pm) dial 0. 
After hours dial 9-911, or at any time, you may dial 
extension 7333. 

FIRST AID 
To ensure adequate first aid coverage between 7:00am and 5:00pm, TRIUMF currently has 6 employees designated as 
First Aid Attendants.  All accidents or injuries, no matter how minor, must be reported to one of the attendants.  To 
summon a First Aid Attendant during office hours you may call the switchboard at 0, or you may dial 7333, 24 hours a 
day, 7 days a week.  All First Aid pagers are called by dialing 6666 between 7:00am and 5:00pm, Monday to Friday.

Security, First Aid and Emergency information 

GENERAL COMPUTER USE 
For those who require it, one of our two Computing 
Services groups will assist new employees in setting up user 
ID’s on their computer, and will also assign the E-mail 
accounts.  Administrative staff should contact the Admin
Computing Group; while all others will need to complete 
the required forms you received in your orientation binder, 
or contact the Computing Facilities Group. 

SOFTWARE REGULATIONS 
Please note that any software required to do 
TRIUMF related business MUST be legitimate and 
licensed. 

Computer information  

FORBIDDEN FILE SHARING 
The following file sharing programs are forbidden at 
TRIUMF:  KaZaa, eDonkey and similar programs 
1. They can potentially incur large financial costs for 
Internet Traffic 
2. Viruses, Worms (as occurred today) and Spyware are 
known to use they programs and ports 
3. Copyright infringement is also a concern 
 
This is a friendly reminder to visitors, students and others 
whom may not be aware that use of these programs is not 
permitted on the TRIUMF network 

NETWORK / INTERNET USAGE 
Please know that commodity or commercial network traffic incurs a cost to TRIUMF, based on volume. This traffic is 
typically to or from the .com as well as the commercial ISP’s.    Significant traffic, such as radio re-broadcasting and audio 
and video file sharing create problems.  While we are aware that people do download audio and video files as well as listen to 
radio over the Internet, the bandwidth consumed is usually negligible.   However, many of these applications such as Kazaa, 
Morpheus, eDonkey and some radio stations, in particular CKNW, can use your desktop computers (if not configured 
appropriately) to re-broadcast to others on the Internet the information you have downloaded. In some instances this type of 
traffic has represented a significant portion of all TRIUMF's commercial traffic. Users should be aware that sustained traffic of 
the above type has the potential to incur a substantial cost - several thousands of dollars per month.   While we continue to 
monitor all network traffic into and out of TRIUMF for security purposes we are now monitoring the commercial traffic for 
bandwidth usage. We do not wish to globally limit legitimate TRIUMF traffic. Therefore, we ask that you do not open up 
your desktop computers to share audio and video files that are not work related. As the computing department is able 
to monitor individual use, please note that excessive commercial internet usage in general, may result in back charges 
to individuals or group accounts.   Please refer to the “Policy on Appropriate Use of Computing Resources at TRIUMF” 
which can be found at URL:    http://www.triumf.ca/internal/policy_internet.html 
 


