
4Before leaving Météo-France

Logistics of departure: before leaving Météo-France, you
will have to carry out some practical formalities:
- payment of accommodation dues,
payment of possible invoices that are sent to you
(e.g. telecom services),
- return of loaned documents and equipment (e.g. laptop,
cell phone),
- return of badges.

Evaluation interview with your supervisor: it establishes the
summarized assessment of your stay.
Please leave your contact details so you can be reached for future research or cooperation purposes.
For ENM training courses you will need to fill out the “instant” evaluation form.
For visiting researchers please leave a copy of your report and the computer files to your supervisor.

5Post-training course evaluation of your stay (for courses only)

For training courses, post-training assessment is conducted in the year following the training course to evaluate medium-
term benefits.
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We are pleased to welcome you to a Météo-France
facility. To help you in your endeavours you will find
below the necessary procedures, whether you wish
to apply for a stay/visit, or if you have already been
accepted.

Staying at a Météo-France facility is subject to
certain regulations, and it is therefore necessary to
comply with the terms described below. They
relate to all Météo-France sites.
According to the location, local practices will
complement this guide.

2Your application is successful: preparing your stay 3 Your stay in Météo-France

1 Sendingyour application toMétéo-France

Training/visit: training courses on offer appear on the
www.enm.meteo.fr website, in the training courses
catalogue (English version available) of the National
School of Meteorology (ENM) or in job offers. You can also
visit the BIEP (inter-exchange of public employment
www.biep.fr) which advertises internships at Météo-France.
Moreover, Météo-France organizes trainings/visits as part
of bilateral cooperation, research, etc.

Application: your application must be accompanied by
an up-to-date Curriculum Vitae (*). For trainings, your CV
should include your level of language proficiency (English
or French as appropriate). For French, the B1 level of the
French international Test (TFI) is required.
Your CV must be received at least two months before the
start date.

As appropriate, your application will generally be sent to:

• École Nationale de la Météorologie
42 avenue de Coriolis, BP 45712,
31057 Toulouse cedex 1, France
Phone : +33 5 61 07 80 80
Fax : +33 5 61 07 96 30

• Centre National de la Recherche Météorologique
42 avenue Gaspard Coriolis,
31057 Toulouse cedex, France
Phone : +33 5 61 07 90 90
Fax : +33 5 61 07 96 00

• Direction Générale de Météo-France
73 avenue de Paris,

94165 Saint Mandé cedex, France
Phone : +33 1 77 94 77 94
Fax : +33 1 77 94 70 40

• Director of the Service requested

For national meteorological services or government
employees, your correspondence must have the stamp of
the meteorological institute and be signed by the director.

Météo-France agreement: your director
will receive official approval from Météo-
France which, if necessary, includes a nomi-
native certificate that he/she will have given
to you. The nominative certificate is a manda-
tory requirement if you need to apply for a visa.
Further information can be found on the website
of the French Embassy in your country or on the
website of the French Ministry of Foreign and
European Affairs: http://www.diplomatie.gouv.fr/
fr/entrer-France_ 4063/index.html

Contacting your supervisor: you will need to
contact your supervisor whose details can be found
in the certificate. He/She is your course coordinator
for the ENM training courses. He/She is usually your
scientific contact for visiting scientists working on projects
for which the subject must be clearly defined.

Finalizing your scientific project/visit program: you will
need to finalize the details of your scientific project/
program visit with your supervisor.

Return tickets: they are to be purchased by you unless
otherwise indicated. It is advisable to arrive one day in
advance of the start date and to leave the day following its
completion. You are required to inform your supervisor of
your precise arrival and departure dates.

Fellowship/grant: if you are awarded a fellowship or
grant, you must make sure of its timely implementation by
the relevant agency. Any change of date will have an
impact on the fellowship and on the insurance that is
general included in the fellowship.

Visa and passport: if applicable, as soon as possible file a
visa request and ensure your passport will still be valid for
a minimum of three months after the expiry date of your
visa.

Accommodation: booking accommodation is your res-
ponsibility and must be done as soon as possible upon
acceptance, and according to the instructions provided.

Medical insurance and personal liability insurance: you
must have medical insurance and liability insurance
including repatriation for the duration of the entire stay.
You are requested to provide Meteo-France with a copy

of all relevant certificates. Please note that as part of your
fellowship, insurances are included.

Non-disclosure: please sign and return the non-disclosure
agreement in which you agree to respect the confidentia-
lity of “non-public” information provided during your stay.

Computer Resources: if you need to use Météo-France
computer resources during the stay, please sign and return
the relevant agreement. It details the charter of good
conduct in using Météo-France IT resources and you must
abide by it.

Confirmation of your arrival: in the days before your
arrival at Météo-France, you will need to confirm your date
and time of arrival to your supervisor.

Welcome logistics: for transfers from the airport or train
station, ask the supervisor of your stay.

Information about Météo-France: before your arrival, it is
advisable that you become familiar with Météo-France
(e.g. annual report: http://entreprise.meteofrance. com/
nous_connaitre/rapports_annuels/).

Other practical advice:
- refresh your language skills
- make sure that you have in your possession a minimum
amount of euros (check with the supervisor). In this
respect, it is good idea to speak with people who have
already stayed at Météo-France.
- etc…

PhD students, and also fellowships or grants of more than
two months.

Welcome by your supervisor who will:
- review the scientist project/visit program,
- ensure that you have no difficulty with the fellowship/
grant,
- guide you in the completion of the welcome formalities,
- inform you about your rights and obligations and about
local practices, hygiene and safety instructions, access
controls, etc..(Moving about within the premises of Météo-
France is regulated; access to some aeras is restricted),
- inform you about potential risks for your physical safety,
- give you, if necessary, an access badge to the canteen,

the internal procedures manual,
additional documentation, etc.

Library: sites of Paris Saint
Mandé, Toulouse, Trappes, and
Lannion, are equipped with a
library. Photocopies of docu-
ments are subject to intel-
lectual property laws. You
will need to request autho-
rization from your supervi-
sor to make copies. This
also applies if you plan to
distribute documents.

Photographs and/or vi-
deos: in restricted and reserved areas, an au-

thorization is needed for shooting photographs and/or
videos.

(*) Your CVmust contain:

• SURNAME

• First name

• Sex

• Date and place of birth

• Nationality

• Business contact information (phone, fax, email, address)

• Current position

• Organization

• Purpose and duration of the visit or training

• Functions / positions / researches over the last five years : places,
organizations, periods and references

• Level of proficiency in English or French as appropriate (basic,
average, good, excellent - read, spoken, written).

Arrival at Météo-France: upon
arrival you will need to present your
invitation and proof of identification
to the reception or to the person who
welcomes you.

Your stay in Toulouse Météopole: the
keys to your room in the apartment
blocks will be given at the guard station.
You will receive a badge which you must
wear visibly and permanently on the whole
Météo-France site.

If you are on a fellowship/grant: if you
have not received your fellowship/grant,
please contact the agency in charge. As much
as it is possible, it is best to arrive at least the day before
the first day of your stay. If needed, use this free time to
finalize the process of obtaining your fellowship/grant. In
case of difficulty, contact your supervisor.

Purpose of fellowship/grant: fellowship/grant monies
are provided as support to daily expenses such as accom-
modation, transportation and food.

If you are under contract: you must sign your contract,
and in case of foreign citizens, proceed with social security
registration.

For longer stays: you must open a bank account. This
mainly concerns foreigners but also Master 2 or
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website of the French Ministry of Foreign and
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fr/entrer-France_ 4063/index.html

Contacting your supervisor: you will need to
contact your supervisor whose details can be found
in the certificate. He/She is your course coordinator
for the ENM training courses. He/She is usually your
scientific contact for visiting scientists working on projects
for which the subject must be clearly defined.

Finalizing your scientific project/visit program: you will
need to finalize the details of your scientific project/
program visit with your supervisor.

Return tickets: they are to be purchased by you unless
otherwise indicated. It is advisable to arrive one day in
advance of the start date and to leave the day following its
completion. You are required to inform your supervisor of
your precise arrival and departure dates.

Fellowship/grant: if you are awarded a fellowship or
grant, you must make sure of its timely implementation by
the relevant agency. Any change of date will have an
impact on the fellowship and on the insurance that is
general included in the fellowship.

Visa and passport: if applicable, as soon as possible file a
visa request and ensure your passport will still be valid for
a minimum of three months after the expiry date of your
visa.

Accommodation: booking accommodation is your res-
ponsibility and must be done as soon as possible upon
acceptance, and according to the instructions provided.
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must have medical insurance and liability insurance
including repatriation for the duration of the entire stay.
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of all relevant certificates. Please note that as part of your
fellowship, insurances are included.

Non-disclosure: please sign and return the non-disclosure
agreement in which you agree to respect the confidentia-
lity of “non-public” information provided during your stay.

Computer Resources: if you need to use Météo-France
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Welcome logistics: for transfers from the airport or train
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nous_connaitre/rapports_annuels/).

Other practical advice:
- refresh your language skills
- make sure that you have in your possession a minimum
amount of euros (check with the supervisor). In this
respect, it is good idea to speak with people who have
already stayed at Météo-France.
- etc…

PhD students, and also fellowships or grants of more than
two months.

Welcome by your supervisor who will:
- review the scientist project/visit program,
- ensure that you have no difficulty with the fellowship/
grant,
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4Before leaving Météo-France

Logistics of departure: before leaving Météo-France, you
will have to carry out some practical formalities:
- payment of accommodation dues,
payment of possible invoices that are sent to you
(e.g. telecom services),
- return of loaned documents and equipment (e.g. laptop,
cell phone),
- return of badges.

Evaluation interview with your supervisor: it establishes the
summarized assessment of your stay.
Please leave your contact details so you can be reached for future research or cooperation purposes.
For ENM training courses you will need to fill out the “instant” evaluation form.
For visiting researchers please leave a copy of your report and the computer files to your supervisor.

5Post-training course evaluation of your stay (for courses only)

For training courses, post-training assessment is conducted in the year following the training course to evaluate medium-
term benefits.
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5Post-training course evaluation of your stay (for courses only)

For training courses, post-training assessment is conducted in the year following the training course to evaluate medium-
term benefits.
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