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About the
' _,_M#J niversity

Organization and Governing Bodies

The Office of the Executive Councili s t h e U prdimaeyrgevierniggbbedy.

It is made up of the President, the Vice Presidents, the Administrator, the
Manager and the General Secretary. It is also known as the Executive Council

of the Board of Governors.

The University of Navarra in Figures

For general information about the University of Navarra, see the website section
t he

University reports, which summari zes
Institutional aspects, Teaching, Research and University life.

Uni versityd

Ethics and Professional Responsibility

Like all professional activities, research has a significant impact on society and
peopl eds |ives. Thi s r e gtwohg aevareness sfdleir c her s
professional responsibility. Only this inner attitude can guarantee that their work

leads to robust, reliable results.

This section includes some documents to help guide researchers on the standards
of professional integrity and correctness that must underpin their work and are key

to carrying out research activity at this University.
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https://www.unav.edu/conoce-la-universidad/organizacion/rectorado
https://www.unav.edu/conoce-la-universidad/impacto-sociedad/memorias
https://www.unav.edu/web/instituto-core-curriculum

2025Strategy

The 2025 Strateqy of the University of Navarra

aims to contribute to solving the challenges posed
by society through research, teaching and
healthcare work, and by collaborating with other
people and institutions.

The 2025 Strategy is based on three pillars:

Clinica Universidad de Navarra

The Clinica
Universidad de
Navarra is a Spanish
private university
hospital based in
Pamplona (Navarre)
and Madrid
(Community of Madrid)
and is part of the
University of Navarra.

6 University of Navarra

Transformative
learning

Impactful, focused
research

Interdisciplinarity

Schools

School of Architecture

School of Sciences

School of Communication

School of Law

School of Canon Law

School of Economics and Business Administration
School of Ecclesiastical Philosophy
School of Education and Philosophy
School of Education and Psychology
School of Pharmacy and Nutrition

School of Humanities and Social Sciences
School of Medicine

ISSA School of Applied Management

IESE Business School

ISEM Fashion Business School

Institutes

Core Curriculum Institute

Institute of Family Sciences

Institute of Medieval Studies

Institute of Modern Languages

Institute of Spanish Language and Culture (ILCE)
Institute for Business and Humanism

Martin de Azpilcueta Institute

: . l. . .
Higher Institute of Religious Sciences
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https://www.unav.edu/conoce-la-universidad/estrategia-2025
https://www.cun.es/
https://www.cun.es/
https://www.cun.es/

Research Centres

The Centre for Documentation and Research on._.Q
Josemaria Escriva This centre houses an extensive
collection of literature on the figure of Josemaria Escriva de

Balaguer and Opus Dei.
See website

,

The Biomedical Engineering”’
Research Centre This centre encompasses and combines
the know-how and synergistic capacities of the
technological and biomedical field on the Pamplona and
San Sebastian campuses.

See website

The objective of this institute is to
find solutions for the diagnosis, treatment,
prevention and control of diseases in
developing countries, and to share training \
and transfer technology to those areas.

Institute of Tropical Health (ISTUN)

See website Q

Centre for Nutrition Research (CIN) This -
basic and applied research body focuses on issues
related to diet, health, lifestyle and, above all, the
origin and mechanisms of_obesity.
See website

Institute of Culture and Society

(ICS) This institute seeks to address some of the
key challenges in today©os

academic research. With the ICS, the University

has managed to apply a high-quality research

model to the humanities and social sciences.

wor |

See website
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O--Centre for Applied Medical Research (CIMA)
The research carried out at this centre is supported by novel
biological knowledge and seeks to find therapeutic solutions to the
needs of patients. For this reason, CIMA and the Clinica

Universidad de Navarra share a common mission: to put patients at
the centre of research.

See website Q
\ Guiputzcoa Centre for Studies and
Technical Research (CEIT)
The main task of this centre is to carry out industrial
applied research and technological development
projects in collaboration with the R&D departments of
companies in a range of sectors (rail, aeronautics,

automotive, health, manufacturing, energy and the
environment).

See \l/vebsite

7/ Institute of Data Science and

, Artificial Intelligence

, This centre for research, innovation and

, ' training at the University of Navarra seeks

' to carry out collaborative work among
different groups and people at the

o University, with a strong focus on data

B} science and artificial intelligence.
i See website

Institute for Biodiversity and Environmental Research (BIOMA)

q The goal of this multidisciplinary centre is to use scientific evidence

tidabcPedsdH keS/ én9ir8nrm8nfhlschallenges faced by our planet,

such as climate change, loss of biodiversity, pollution, deforestation,
soil degradation and invasive alien species.

See website
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https://www.unav.edu/web/centro-de-estudios-josemaria-escriva
https://www.unav.edu/web/centro-de-ingenieria-biomedica
https://www.unav.edu/web/instituto-de-salud-tropical
https://www.unav.edu/web/centro-de-investigacion-en-nutricion
https://cima.unav.edu/en/
https://www.ceit.es/
https://www.unav.edu/web/instituto-de-ciencia-de-los-datos-e-inteligencia-artificial
https://www.unav.edu/web/instituto-cultura-y-sociedad
https://www.bioma.es/

Research Groups: Research Thematic Map

LIMITE POR AREA -

Find out more about research groups here. ‘ =

Humanities ) \ 1 B o L/}_],,p

and Social
Sciences

Biomedicine 3 < N %
and Health ¢ - = T;Mo.s -~ .
"4 = _.' 5 / ~

HRS4R Seal of Excellence

g’éreenrggental ' P, Since it was founded more than 50 years ago, the
Environment 3 , R University of.Navarrfel has always bgen committed
and \ s - - to research in the fields of both science and the
Sustainability A v i humanities. Its continuous commitment to research

Y 2o % and its desire to improve at all levels has led it to

join the following European initiatives: the
European Charter for Researchers and the Code HR EXCELLENCE IN RESEARCH
of Conduct for the Recruitment of Researchers.

Architecture
and
Technical
Sciences

After having obtained the HR Excellence in Research Award on 14 September
2020, which recognized the University of Navarra as an entity committed to quality
in the management of human resources in research, it continued to work on the
continuous improvement of its human resources policies in the field of research.
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https://www.unav.edu/investigacion/nuestra-investigacion/grupos-de-investigacion
https://euraxess.ec.europa.eu/jobs/hrs4r

Research Management Service

O 3 The fundamental mission of the Research Management Service, which is part of

the Vice Rectoroés Of fi cae, Supgport aRdefacditate c h , i
Researcher ]
- g octoral School
SerVICeS The Doctoral School i s part of the ViceseaRbartdor 6s C

research activity among teaching staff, researchers and research groups.
coordinates, pl ans and monitors t he Uni v

establishes and regulates the University's general strategy for third-cycle study
programmes, serves as a support centre and monitors the doctoral programmes
on a yearly basis, along with the Quality Assurance Committee of each centre.

g

Administrative Office for Research

The Administrative Office for Research i s
and the Doctoral School.

Its main functions include administrative procedures for the Doctoral School,
management of predoctoral financial aid, procedures relating to the assessment
of research staff and the assessment of six-year research periods and
management of intramural calls.

IT Services

If you have an IT problem, please contact IT Services on extension 802992.

You can also open a ticket at the following link.

Personnel Management Service

The Personnel Management Service is responsible for coordinating all policies
affecting human resources at the University of Navarra, including members of the
teaching staff, researchers and the administrative and service personnel.
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https://www.unav.edu/investigacion/nuestros-servicios/para-investigadores/gestion-de-la-investigacion/servicio-de-gestion-de-la-investigacion
https://www.unav.edu/investigacion/escuela-de-doctorado
https://www.unav.edu/investigacion/escuela-de-doctorado/personal-contratado-predoctoral
https://www.unav.edu/investigacion/nuestros-servicios/para-investigadores/evaluacion-de-la-investigacion
https://www.unav.edu/investigacion/nuestros-servicios/para-investigadores/evaluacion-de-la-investigacion
https://www.unav.edu/web/investigacion/evaluacion-de-la-investigacion-profesores-pdpi-sexenios
https://www.unav.edu/investigacion/nuestros-servicios/para-investigadores/evaluacion-de-la-investigacion
https://www.unav.edu/investigacion/nuestros-servicios/para-investigadores/evaluacion-de-la-investigacion
https://www.unav.edu/web/it/
https://projects.unav.es/servicedesk/customer/portal/1
https://www.unav.edu/web/direccion-de-personas

Health and Safety Service

To ensure the safety and health of all people who work in its facilities, and in
compliance with Law 31/1995 on the Prevention of Occupational Risks (and Law
54/2003 that supplements this law), the University of Navarra has created the
Joint Service for the Prevention of Occupational Risks (SMPRL).

Every year, all professionals are offered a medical examination to assess the risks
of the job. Staff members are invited to attend an appointment via personalized
letter sent to their workplace. You can contact the medical area of the Joint
Service for the Prevention of Occupational Risks by telephone on 948 296 666
(extension 2055#) from outside CUN and 822055 from the University and CIMA,
from Monday to Friday, 3:30 to 5 p.m., or by emailing citacionsprlicun@unav.es.

You can also consult the manual of basic rules on how to act in the event of an
emergency by clicking on the following link.
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Management of Facilities

The Facilities Management Service includes different activities as part of its function
at the University of Navarra, which is to streamline and improve day-to-day life on
campus.

If you are coming by car and want to use one of the car parks, you must register your
vehicle through the following link.

If you are planning to arrive by bike, please read the following recommendations.

Security Unit

The Security Unit is responsible for ensuring security on campus.

Financial Administration Service

The Financial Area includes the Financial Administration Service, the purchasing
service and the economic planning service.

You can find out more about the services by clicking on the following link.

Welcome Pack for Researchers University of Navarra 15


mailto:citacionsprlcun@unav.es
https://www.unav.edu/web/prevencion-de-riesgos-laborales/empleados
https://www.unav.edu/web/gestion-de-espacios
https://www.unav.edu/web/gestion-de-espacios
https://www.unav.edu/web/gestion-de-espacios/aparcamientos
https://www.unav.edu/web/gestion-de-espacios/bicicletas
https://www.unav.edu/web/unidad-de-seguridad/consejos-de-seguridad
https://www.unav.edu/web/area-economica
https://www.unav.edu/web/area-economica

Publications Service

The objective of the Publications Service is to publish and distribute the University
of Navarrad6s journal publications, which a
out by its academic staff.

University Chaplaincy Service

Library Services The services offered by the University Chaplaincy are available to all members of
the University of Navarra community. In addition to helping all those who wish to

The function of Library Services is to select, acquire and organize the grow in their faith through the sacraments and prayer, the University Chaplaincy

collection and to facilitate access to the scientific information in the also supports initiatives related to other noble human interests.

Uni versityb6s documentary, el ectronic and aud material s, t ask

i ovi sual i brary n .as. a
With that in mind, the Chaplaincy facilitates spaces for meeting, dialogues and

to support the teaching and research activities carried out at the institution. 4 .
prayer. It also collaborates on projects that help those most in need.

You can find out more about the range of services by clicking on the following link.

Other Services

Office of the Registrar

> Legal Advice > Cleaning Service
The rocess to enrol for the different undergraduat degrees, ma s ros degrees
P . . . . g General %\rch?ve 9 > I\}IaFntenance Serwge
and doctoral degrees is carried out at the Office of the Registrar.
L . N . . . > lity and Innovation Servi > Works Service
The office is also responsible for issuing diplomas and academic transcripts, Quality and Innovation Service -
processing formal requests sent to the Office of the Executive Council and all > Sports Service > Alumni Office

matters related to the student academic information portal.
> Garden and Landscaping Services
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https://www.unav.edu/web/servicio-de-publicaciones/funciones
https://www.unav.edu/web/biblioteca/conocenos/servicio-bibliotecas
https://www.unav.edu/web/biblioteca
https://www.unav.edu/web/capellania
https://www.unav.edu/web/oficinas-generales
https://www.unav.edu/web/asesoria-juridica
https://www.unav.edu/web/archivo-general
https://www.unav.edu/web/calidad-e-innovacion
https://www.unav.edu/web/deportes
https://www.unav.edu/web/jardineria
https://www.unav.edu/web/limpieza
https://www.unav.edu/web/servicio-de-obras-y-mantenimiento/mantenimiento
https://www.unav.edu/web/servicio-de-obras-y-mantenimiento/mobiliario-y-traslados
https://www.unav.edu/web/servicio-de-obras-y-mantenimiento/mobiliario-y-traslados
https://www.unav.edu/web/alumni

Documentation Required

Before you join the University, the Personnel Management Service will contact
you and send you the following documentation:

- Personal data form.

- Application for digital credentials.
Health and safety form.

- Personal Data Protection Act.

In addition, you must submit:

- A photocopy of your DNI (National IdentityCar d) or NI E (Foreigner
Number).

- A photo in JPG format.

Initial Medical Examination

Once the health and safety form has been completed, the occupational medicine
department will contact you for a medical examination.

Employment Contract

The Personnel Management Service will email you an employment contract,
which must be signed and returned to this service. If required, you can collect
the original from the Personnel Management Service.

Digital Credentials

IT Services will send you your digital credentials. Should you have any
queries, you can contact this service on 802992 or via the following form.
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https://projects.unav.es/servicedesk/customer/portal/1

Access Card

On your first day, you must collect your access card from the
Personnel Management Service.

Welcome Sessions

Every year, welcome sessions ar e organi zed for
receive an email from the Personnel Management Service inviting you
to one of these sessions.

new

Employee Portal

All employees can access their credentials through the Employee Portal,
rel

where youol !l find evant informati

training, regulations and social benefits.

on

recruit

on

20 University of Navarra
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Salary and Social Benefits

In Spain, salaries are paid monthly, at the end of each month.

Payslips contain the following information:

> Heading
a F|r§(t pame ?nfj surname(s)
- Category and salary month
- DNI (National Identity Card), Social Security number and employment start date

> Body

- Payments: Base salary, prorated additional payment and other
remuneration items
- Deductions: Social Security and income tax

oyment procedures,
> Foot

- Total deductions and total payments
- Net salary

To consult your payslip
Go to the University of Navarra

Website (https://www.unav.edu/)

\V4
and go to:

-About the University Vv
-Organization v

-Central Services v

- Personnel Management/Service

- Highlighted link: Employee Portal
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https://portaldelempleado.unav.edu/
http://www.unav.edu/)
http://www.unav.edu/)
https://www.unav.edu/web/direccion-de-personas
https://portaldelempleado.unav.edu/

Social Security and Income Tax

I
Work, including

. ) Leave due to
accidents in

In Spain, two types of tax are deducted from salaries: Social Security and

1 I

; . : :
. A : 1 | common or :
income ax. | travelting to or | professional
> Social Security | from work) ! ! :
These deductions are used to pay for the Social Security system. This : : e il '
includes unemployment benefit, vocational training and illnessesor . T[T T7
accidents at work, which form part of the contributions for common Where do 1 go? Once you have —  Where do | go?
contingencies. . Emergency service  peen attended to, Your GP

at the Clinica
Universidad de
Navarra, where

you should fill out
the internal

at your health centre
> Income tax

Income tax deductions are advance payments made by employees to
the Treasury in anticipation of what they will later have to pay in their
annual tax return. In Navarre, the deductions are calculated based on an

you should specify
that it was an
accident at work

accident
investigation claim
form, which is
available from the

You must submit
your sick leave
certificate to the

. . Personnel
employeeds gross annual income and number children. I f you EWaERY o Management

. . Service agement
check what percentage corresponds to you, you can find out at the following Service within a
path: maximum of

L— The next day,

three days. For
long-term leave,

you should contact
the Family Medicine

you must submit the
confirmation certificate

Employee Portal
- Personal area v
- Payroll management

Temporary Disability and Maternity/Paternity

In the event of leave due to common or professional illnesses, you must submit
the discharge, leave or confirmation certificate issued by the health centre within a
maximum of three days. It may be delivered by the employee or a family member,

or emailed to sdp@unav.es.
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within the same
time frame.

The same process
applies to the
discharge certificate.

Service to request that
they issue the
corresponding accident
claim form

In the case of maternity/paternity leave, please contact the Personnel Management
Service.

Reconciliation and Equality

The University strives to create a culture that allows its employees to achieve a
genuine balance between work, family and personal commitments. The following
measures have been created to achieve this objective: flexible working hours, new
forms of organizing work and the introduction of specific services such as more
activities for the children of employees during the summer. For more information,
click on the following link.

Welcome Pack for Researchers

University of Navarra 23


mailto:sdp@unav.es
http://www.unav.edu/web/horizonte-2020/conciliacion-e-igualdad

The requirements to legally reside and work in Spain depend on your
05 nationality and the purpose and duration of your stay in Spain. For

more information, see Euraxess Spain.

Researchers

Citizens of an EU member state or another state that is party to the Agreement

on the European Economic Area or Switzerland who are planning to work in
Spain must carry out the following procedures:

Personnel from the European Union must apply for a

Foreignerés Il dentification Number
e rSpain. An appointment can be requested at the following link.

On the day of the appointment, you must take the following

One: Apply
for a
Foreign
Identificati

on Number documentation with you:

NIE -
(NIE) Preliminary contract.

\V4 - Passport (original and photocopy of the whole passport).
FormEX-15 (application for a Foreign
Number - NIE), duly completed.
-Form 012 fee, paid and stamped at a bank.

Location for appointments:

In Spain: Pamplona
Av. de Gipuzkoa, 40,
31012 Pamplona.
Tel. 948 979 203.

Outside Spain: at the Spanish diplomatic mission or consular
office corresponding to your place of residence and
addressed to the General Commissariat for Immigration and
Borders.
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http://www.interior.gob.es/web/servicios-al-ciudadano/extranjeria/control-de-fronteras/estados-que-integran-la-union-europea
http://www.interior.gob.es/web/servicios-al-ciudadano/extranjeria/control-de-fronteras/estados-del-espacio-economico-europeo-eee-
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https://sede.administracionespublicas.gob.es/icpplus/index.html
















