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1 INTRODUCTION

Starting 15 May 2018, the HRS4R HOOL is the European Commission's official platform,
facilitating the HRS4R managemenprocess It is an instrument developed and managed by DG
RTD,B7 Unit (Academic Research & Innovation

These guidelineswill help institutions who are interested in the HRS4R processnd outline the
practical steps that need to be implemented in order to applyor the "HR Excellence in Research
Award". Additional information on implementing the European Charter for Researchers and the
Code of Conduct for the Recruitment of Researchers (C&Qh the policies and practicesof
institutions is also provided.

The templatesfor use at each stage of the processin be found in the ANNEXA tailored approach
will be needed tomatch the specific caseof your institution, which may be at an earlier or amore
advancedstage of the C&Cimplementation, or which may be more creative anthr ambitious in
setting targets.

Should you consider that these guidelines do not cover your questionplease ontact the Help
Desk for technical issues:support@euraxess.orgor the RTDCHARTER teanfor details about the
HRS4Rprocedure: RTD-CHARTER@ec.europa.eu
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2 Generaldescription of the HRS4R procss

Involvement in the HRS4R is a voluntary processnastitution s should be aware that the HRS4R is a
long-term commitment covering severalyears, including joint efforts and coordination with various
internal and external stakeholder groups.

Before making the decision to enrol in the application process for the "HR Excellence in Research
Award", interested institution s should first analyse the 40 principles of theC&GC aspublished on
EURAXESSuttps://euraxess.ec.europa.eu/jobs/charter.

Based on the 40 principles of the C&QGhe institution will need to further develop and implement
the action plan of its customisedHRS4R.

The HRS4R conssts of three phases:

@ nmaLprase © rerewa

1. Initial phase for the application for the "HR Excellence in Research Award",

2. Implementation phase of:
1 the Initial Action Plan (24 months after the HR Award was granted, followed by an Interim
Assessment).

1 the Revised Action Plan (36 months after the Interim assessment).

3. Award Renewal phase
1 Renewal with Site Visit (five years after the initial HR Award was granted).
1 Renewal without Site Visit (36 months after the Renewal with Site Visit).

Please note that sitevisits will be resumed gradually as of the fourth quarter of 2018. Guidelines
and planning of site visits will be published on the EURAXESS website in due course

The graphic below indicates the timeline according to which institutions are to undergo the
subsequent cycleswhile moving from progress to quality in Human Resources Management.
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The European Commissionmust screen each application, irrespective of the phase for
administrative eligibility. The administrative eligibility check makes surethe application hasall the
required documents and elements necessary for assessment. If the administrative eligibility check
is not passed, the institution may be required to make coections and resubmit the application.

Once an application is considered eligible from an administrative point of view, thapplication
documents are sent for assessment tothree individual peer reviewers from three different
countries other than theapplicant country.

The assessors use standard assessment forms for eacycle to ensure equal treatmentfor all
applicant institutions.

One of thethree experts is assignedhe role of lead-assessor for the preparation of the commonly
agreed consensus report, which is shared with the institution as an offici@locument containing
pertinent recommendationsin terms of the specific application.

The applicant institution will need to consder the recommendations provided by the experts in the
consensus report and will address them with tailored actionsThis will ensure the completion of a
cycle and the transition tothe nextstage in the implementation process.



3 HRSA4R ETool: Before youget started: Administration Elements

Once an institution makes a decision to endorse the C&C and apply for the "HR Excellence in
Research Award", itmust secureaccesso the HRS4R ETool.

3.1 Your accounson the EURAXESS portal

1 Toaccess the HRS4R-Eool, you need to have amdividual EURAXESS member account.
Registration and membership are free of charg&ead belowfor information on how to
create an account.

1 Yourinstitution must havean organisation profile on EURAXESSf one does not exist
already, you can create it from youindividual EURAXESS member accouas described
below.

V Having an organisation account on EURAXESS offers #ueled benefit of publishing jobs,
funding or hosting opportunities for free on the EURAXESS main portabs well as the
opportunity to search for talented researchers in our database, including researchers
from more than 40 European countries.

1 You mustrequestthe role of HRS4R Oganisation Administrator (Admin)  for your
registered organisation Only you will have access to thtHRS4R Hool to upload data andto
be the interface with the European Commission, on behalf of the institution, regarding the
HRSA4R process.

3.2 Registration of the EURAXESS organisation account and assigning of the HRS4R
Administrator role

3.2.1 Individual EURAXESS member account
If you do not already have an EURAXESS account, you: can

1. Navigate tohttps://euraxess.ec.europa.eu/

2. #1 EAE 11 OEA O,/7').72% )34%2d6 I AT O EOAI
B Done e O e o Q@
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Manage your application process. Create new account
Registration at EURAXESS is free and comes with a lot benefits for researchers and entrepreneurs. Once
you have registered you will be welcomed to your My EURAXESS private area, which is where, a part from
many others, you will fill out and manage your profile, CV data, collaboration preferences

E-mail *

It's quick and simple. Register now and you will have your own EURAXESS account in no timel
| agree with the Privacy Statement and
Specific Conditions. *

Manage your recruiting process

As a research institution, university or business, My EURAXESS area let's you manage your profile, I'm not a robot

collaboration preferences, post job, funding and hosting offers, search for the best candidates and many
morel

™

Register an account with us and join EURAXESS' large research community today!
CREATE NEW ACCOUNT

After performing the steps, you willreceivean emailwith a link to the EURAXESS portathere you
have to complete a form

3.2.2 Organisation Profile

3.2.2.1 Check if your organisation has a EURAXESS profile.

Youcan checkif your organisation has a EURAXESSofile by performing anorganisation search

j £FOT 1T OEA T AT O OA1I AAO O0AOOT A Omdnigation éehréh isOE AT 0O&
available only for authenticated EURAXESS users

JOBS & INFORMATION EURAXESS MY @
‘ FUNDING PARTNERING & ASSISTANCE WORLDWIDE EURAXESS RANET Q

FIND MEMBERS £+ 22
FIND ORGANISATIONS

UPDATE YOUR P@HLE S .
Y Ye

From the organisation search page you can search via keywords and other filters for your
organisation.

EURAXESS

INFORMATION EURAXESS MY

JOBS &
ﬂ FUNDING EARTNERING & ASSISTANCE WORLDWIDE EURAXESS

ORGANISATION TYPE

COUNTRY
COLLABORATION WITH INSTITUTIONS

COLLABORATION WITH RESEARCHERS

-\




3.2.2.2 Register an organisation
If your organisation does not have a EURAXE$S&file, you cancreate anorganisation profile using
the organisation registration tool available in theEURAXES8ashboard:

1. Login to the EURAXESS portal
2. Navigate to the dashboard (click MY EURAXESS item in the menu)

“ European |
Commission

EURCPEAN COMMISSION » EURAXESS » MY EURAXESS » MY ORGANISATION

EURAXESS

PARTNERING

‘ﬂ JOBS & CAREER INFORMATION EURAXESS MY Q @
FUNDING DEVELOPMENT & ASSISTANCE WORLDWIDE EURAXESS

3. If there is not anyprofile registered for the organisationthat you represent, you have the

i DOETT OF O3AAOAET2ACE O@lodbuttchon tie@gbtA T EOAOET |
Join an organisation Search/Register
Based on your email (grenoble-univ fr) you cannot auto join any Flease search for an existing
existing organisation. organisation_You can also

register a new organisation if
you cannot find the
organisation you are looking
for.



4. Fill in the "Organisation Name" and the website "URL" of the organisation. Then click
"Search". Note that you shoulahot enter a Department or Laboratory Name since the
procedure applies to the whole organisatiomapplying for the HR Awardand not a subsidiary
entity.

Z A £ X oA L A 5

Also, you need to provide thteJRLOOAOOET ¢ xEOQOE e¢EOODPdT¥ec 1 O OE
Search for an organisation

You can search for an organisation by name, depariment, laboratory and URL. If a match is found you can ask the
administrator to add you as a member. If no match is found you can proceed and register your new organisation.

Organisation Name * URL*

Department Laboratory

A message will appear, to confirm that there are no exact matches and you can proceed to

OACEOOAO A TAx 1T OCATEOAOCEITh AU Al EAEETC 11
5. Registeran organisation

The fields already filledin in the previous step are being transferred to the registration

form.

!0 OEEO DI ETO Ul O xEIl AA OANOGAOGOAA O DO (

O#EOUO6 AT A TPOETTAI T BAOBAT ODBAOAT AAIGBET AAOG
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Help Desk for validation.The Help Deskx E1 1 AEAAE EZ£ OEA 1T AxI1 U

domain of activity is related to research andf there are duplicate registrations of the same

organisation. Once theorganisation account passes the administrative check performed by

the Help Desk, you will be informedaccordingly in a dedicatedemail (normally registration
requests are treated withn the same working day).



3.2.3 HRS4Rorganisation administrator role
To become an HRS4R organisation administrator:

1. Login to the EURAXESS portal

2. From The Human Resources Strategy for ResearchggageAl EAE 11 O7EI T ET C
(2 ! xAOA ¢ thendpénQi@ icdllapsiblemenusas shown below to expose th€® ( 2 3 T 2
I OCAT E OA O Huittdn orlclisi hEré to jump directly.
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HRS4R E-TOOL — ACCESS ELEMENTS —

In order to access the HRS4R E-Tool, interested insfitution need an organisation account on EURAXESS. Registration and
membership are free of charge.

Organisation has to assign a contact person to be granted the role of HRS4R Organisation Administrator (Admin}. Only this
designated person will have access to the HRS4R E-tool to upload data and to be the interface with the European Commission,
on behalf of the institution, regarding the HRS4R process.

+ Howto register an organisation account on EURAXESS

— How to be granted the role of the HRS4R Organisation Administrator
Request the role of HRS4R Organisation Administrator using the button below:

HRS4R ORGANISATION ADMIN

You now haveto choose the organisation in whichto becomeHRS4R organisation administrator.
You will be presented only with top level organisation(s) (i.e. without department) whose URL
match the domain ofyour email address.For example if your email is user@organisation.com the
URL ofthe registered organisation must be of xxx.organisation.com.

You canchooseonly one top level organisation, even if multiple organisations are displayeith the
form.

If none of the displayed organisations matoisyour organisation, you can proceedwith registering
a new organisation, or contact the support team gupport@euraxess.orgy using the email link
presentedbelow the formto request assistance.



https://euraxess.ec.europa.eu/jobs/hrs4r
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Granting the 'HRS4R Organisation Administrator' role to
hr_admin@umed.wroc.pl

The following rules apply for granting the role to a user for a specific organisation:

® The domain of your email (umed.wroc_pl) must be in the URL of the organisation.
m The organisation must be a top level one without department.

® Only one user per organisation can be granted the role.

Please choose the organisation for which you will be granted the HRS4R Organisation Administrator role. *

Uniwersytet Medyczny we Wroctawiu, Dziekanat Wydziatu Lekarsko-Stomatologicznego
(http://www.stomatologia.umed.wroc.pl)

Wroclaw Medical University (http://www.umed.wroc.pl/)

If none of the above suits you, please register your own top level organisation and come back to be granted the role.
Alternatively, you can also contact the support team to grant you the role.

Please check the above before confirming.

Cancel

For any assistance please contact the support team

10



3.3 Management of MMEURAXESS dashboard of HRS4R Admin

Onceyou have been grantedthe HRS4R Organisation Adm role, you can log in and have acceds
the HRS4R dedicated section frothe MY EURAXESS dashboard.

Important: Go to EURAXESS and log in using the credentialyaidr individual member account.

- R
Commission

EUROPEAN COMMISSION » EURAXESS » LOGIN/REGISTER

EURAXESS

FUNDING PARTNERING & ASSISTANCE WORLDWIDE REGISTER

‘ﬂ‘ JOBS & INFORMATION EURAXESS LOGIN / Q @

After log in, the main menu of the EURAXESS website will include a dedicated tab for MY
EURAXESSsshown below:

EUROPEAN COMMISSION » EURAXESS » MY EURAXESS

EURAXESS

S
'ﬂ JOBS & PARTNERING INFORMATION EURAXESS MY

FUNDING & ASSISTANCE WORLDWIDE EURAXESS

Browse the different sections ofthe MY EURAXESS dashboard ahdcome familiar with the
content.

11



&b Dashboard

E Content

& User Profile

¥ HRS4R
mOrganisation
y‘ Job Offers

f Funding Offers
f Hosting Offers
* Favorites

‘* Saved searches
," Account settings
A Notifications
© Need Help?

= Logout

User profile:
This section includes the general identification details of each user, such
as name, living country, organisation, position, etc. Each user can choos
if he wants his/her profile displayed in search results.
There aretwo check boxes which can be ticked if intended:

9 to hide apublic profile from searchresults,

9 to hide first, last name and email from the public profile

HRS4R:This is the section you need to access in order to manage the
HRS4R process.

Organisation: If you want to update the profile details of your
organisation, you need to access this section. The name of the
organisation can be changed only through the Help Desk.

Job offers, funding offers, hosting offers z These sections will be
available only if youare also the EURAXESS Organisation Admin.

Favourites:
In this section you can review the jobs, hosting, funding offers and event
which you have "SAVHOFAVOURITE'.

Saved searches:
In this section there will be the list of all saved searches sués job,
funding, hosting offers, members, organisations.

Account settings:
If you want to change the email or the password of your EURAXES
account, or you would like to upload a new profile picture, you can
easily do it here.

Notifications:

In this sedion you can find the list of all the content updates included in
the pages to which you have subscribed on EURAXESS, and you can al
set the frequency of notifications (daily, eventhree days, and every
sevendays).

Need help?
In this section you will find detailed explanationson how to manage your
EURAXESS profile and account.

12


https://euraxess.ec.europa.eu/my/help-page-general-section-dashboard

NB: The European Commission is committed to personalata protection. Any personal data is
processed in line with the Regulation (EC)45/2001. All personal information processed by the
Directorate-General for Research and Innovation is treated accordingly.

User data is retained as long as the user continues use EURAXESS. Accounts are removed after
five (5) years of inactivity. After one year, an email is sent to the data subject to offer the possibility
to delete or update his/her account.

You can easily have access to your personal data and even expofbitanalysis. You can also delete
your account any time, without having to contact the Help Desk. In order to do that you should
access your MY EURAXESS dashboard, the "User profile" section.

Please note that when an account is deleted, all related datee deleted with it.

You can read ouPrivacy Statementon the EURAXESS portal, for more details on how we protect
and respect your privacy.

3.4 Update the organisation profileon EURAXESS

From your MY EURAXESS dashboard, access the section called "Organisation” by clicking on the
dedicated icon and make surelbthe mandatory fields are duy filled in.

Edit Organisation
Crganisation mnamde =

Depariment Laboralony

ABOUT THE ORGANISATION

ORGANISATIONS LOCATION

OTHER INFORMATION +

SAVE

The organisation's name cannot be changed by the EURAXESS Organisadmin or the HRS4R
Organisation Admin. Such requests should be addressed to the Help Déslkpport@euraxess.org)

If there are different persons covering the two abovementioned roles within the institution, we
recommend collaborating on this section as there are elements whiclshould be taken care of in
terms of employer branding (i.e. essential when publishing jobs on EURAXESS).

The institution's logo can be uploaded, as well as the Horizon 2020 "Seal of Excellen(8bE)
certificates, for example.

If the SoE is uploaded, as part of the institution EURAXESS profile, the institution in question will be
labelled, for increased visibility, as below:

13
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UNIVERSIDADE DE SANTIAGO DE COMPOSTELA, VICERRECTORADO DE
INVESTIGACION E INNOVACION

Organisation Type: Public Research Institution WEBSITE hitp://www.usc.es

LOCATION Spain = Santiago de
Compostela

14



4 |nitial Phase

Once the access details for the HRS4RTBOL are set, the HRS4R Organisation Admin can initiate
the application processfor the "HR Excellence in Research Award".

The whole process will be managed through MY EURAXESS dashboard, the section called
 HRS4R

General overview: t asks, responsibilities and timelines:

The graph below details the flow othe main activities performed during the Initial Phase by both

Institutions = and the EuropeanCommission (EC, , based ora best case scenario:

P o -
— 1l Gap Analysis, OTMR

Tl  Commitment Letter ~ & Action Plan I
8 Confirmation of 8 Initial Assessment
Endorsement Letter
INITIAL PHASE
m GAP Analysis,
COMMITMENT LETTER OTM-R checklist,
ACTION PLAN 1r
5.
The institution CONFIRMATION LETTER
submits the letter The 3 assessors will
endorsing the C&C produce in
and commiting to O = consensus the Initial
implement the O Assessment Report
HRSAR. INITIAL ASSESSMENT whichis
communicated to
The EC checks the the institution by
endorsement letter 12 months . the EC.
If the application
and sends back to the >
passes the

administrative
eligibility check, the
EC will send the file to
The institution must external assessment,

submit to the EC the based on assessors’
Gap Analysis, the availability (it may
OTM-R checklist and take up to 2 months).
the Initial Action Plan
(12 months after the
confirmation letter).

institution the
confirmation within

10 working days.

m Institution E‘) European Commission ﬁ External assessors

15



NB: Theinstitution will have access to the consensus report within approximately three months
after the confirmation of the administrative eligibility check.

4.1 Creation of an applicationfor the institution in the HRS4R ETOOL

The HRS4R designated admin for the organisation account on EURAXESS will acttesdMY
EURAXESS dashboard, the HRS4R section, and by clicking on the yellow button "Crzatse &
apply for the HR Award will be able to fill in the required tasks of this stage, as follows:

My HRS4R Case

K HRS4R Procedure &
University college of applied science Hrvatsko zagorje Krapina

CREATE A CASE & APPLY FOR THE HR AWARD

4.2 Endorsement of the C&C and submission of the Commitment Latte

When the institution is ready to get involved in the processhe first step is to senda commitment
letter to the EC, issued from the Rector/President or other senior level position such as the Vice
President for Research, or other person representing the legddody authorized to make a
commitment on behalf of the institution.

The letter should clearlyexpress that the institution is committed to start the procedure and will
undergo all subsequent cycles of the implementation phases.

The institution can useits own text and format to draft the commitment letter, however the
elementsbelow should beconsidered as mandatory requirements:

o The letter should be written in English.

o The letter should be signed by the current highest management representative within the
organisation.

0 The letter should be recently dated (not older than 12 months before subission).

0 The letter should clearly state both the endorsement of the 40 principles of the European
Charter for Researchers and the Code of Conduct for the Recruitment of Researchers, as well
as the commitmentto start the procedure and toundergo all subgquent cycles of the
implementation of the Human Resources Strategy for Researchers (HRS4R).

If the letter is not compliant with either one or multiple requirements as detailed above, it will be
declined and the institution will have to resubmit an updated versionYou can @t inspiration from
examples of endorsement lettergublished in the Annex

The pdf version of theendorsementletter will have to beuploaded in the HRS4R HOOL.

16



Part of the initial application procedure is to also provide the contact details of the persons who
will represent the interface with the EC in terms of the HRS4R pcess.

Endorsement & Commitment Letter

« Endorsement Letter: The endorsement letter is an official document signed off by the 1st level of

management in your organisation, including the signature of the person responsible and the stamp of the
organisation.

» The letter should be written in English
= The letter should be signed by the current highest management representative within the organisation.
= The letter should be recently dated (not older than 12 months before submission).

» The letter should clearly state both the endorsement of the 40 principles of the European Charter for
Researchers and the Code of Conduct for the Recruitment of Researchers, as well as the commitment to

start the procedure and to undergo all subsequent cycles of the implementation of the Human Resources
Strategy for Researchers (HRS4R).

Contact Person for the HRS4R: HR Director or any employee within the organisation, responsible for the

organisation's application and implementation process of the HRS4R on EURAXESS. This person will be the
HRS4R Organisation Administrator on EURAXESS.

« Management mandated to engage the organisation: Rector/President/General Manager, or any other 1st
level management lines within your institution, who signs off the official letter for the endorsement of the 40
principles of the Charter & Code and commits on behalf of the institution to implement the Human Resources
Strategy for Researchers (HRS4R) in the next 12 months

Endorsement Letter *

Browse... | No file selected. UPLOAD

More information

Contact Person for the HRS4R Management mandated to engage the organisation
Name * Name *
Position * Position *
Email * Email *
Office Telephone * Office Telephone *
SAVE

17



Clicking the "Save" buttonsaves the provided information and still allows the information to be
edited before it is submitted as shown below.

The status of the application will be changed into "Pending" ahown below:

M CEC Endorsement Commitment Letier

Endorsement Letter

78.78 KB

Contact Person for the HRS4R

Contact Person
Jang Dop HR Consuitang

Emmail: Office Telephone: 0032 485 403 555

Once the "Submit"button is clicked, the application cannot be edited any longer and the action
cannot be undone. The status of the application will consequently change into "Submitted".

I C&C Endorsement Commitment Letter

Endorsement Letter

(7o 78 KB

Contact Person for the HRS4R

Contact Person
Jane Doe HR Consultant

Email: Lant Ofmice Telephone: DD32 485 403 555

At this point, the application reaches the EC, which will check the compliance tbe commitment
letter based on the previously detailed four main criteria. The institution will be informed if the
application is accepted or declined within 10 working days.

The HRS4R dashboard will highlight the phasef the application, as well as theurrent task and the

deadline. The institution will have the EC's official feedback on the application by the deadline
stated.

Case Number: Pending ¢ HRS4R Procedure &
@ mimaL pHase © renewaL PHASE
Current Task: C&C Endorsement Confirmation of Endorsement Deadline: 23/04/2018
Letter

The approval of the endorsement letter by the EC will change the status of the# Q# %1 AT OOA
Confirmation of Endorsement, A O O A Oftom €Per@iEd to "Accepted. Once this stage is
completed, the institution will be able toproceedto the next task of the HRS4R process

18



& C&C Endorsement: Confirmation of Endorsement Letter

Date: Tue, 08/05/2018 - 15:42 by Anka RTD Accepted

NOTIFICATION OF COMMITMENT [§
4EA O.1 OEEEAAOQEI 1T 1 £ #Bndodsdménit Adf Othe TCEdrtdt dn® AGode'
principles and commitment to thémplementation of the HRS4Ronfirmation by the EC.
Oncethe Endorsement Letteris approved, the EC will allocate a case number to the application. An
application that has not been confirmed or has been declined Whave a "pending” status.
Important: The case number allocated to the institution will be an essential code in all future
interactions with the EC regarding the HRS4R process.
If the application is "Accepted”, the HRS4R dashboard of the institutiowill highlight the case

number allocated and the deadline of the next task: & Analysis, OTMR, Action Plan Design,
calculated at 12 months from the date the endorsement letter was confirmed, akown below:

Case Number: 2018LU165813 lfll_' HRS4R Procedure &
© AL Prase © renewaL prAsE
Current Task: Gap Analysis, OTMR & Action Plan Design Deadline: 13/04/2019

The institution can also assess its progies in terms of the completion of the tasks included in the
Initial Phase, as marked in the top horizontal menu, as below:

illi Gap Analysis, OTMR
m Commitment Letter = & Action Plan

® ® hf

8 Confirmation of
Endorsement Letter
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If the endorsement letter is "Declined",a notification will appear in the institution 8 ®IRS4R
dashboard.

& C&C Endorsement: Confirmation of Endorsement Letter

Date: Wed, 21/03/2018 - 11.21 by EC USER Declined

Show more ~

The "Show more" feature willexpand the reasons forefusal.

& c&C Endorsement: Confirmation of Endorsement Letter
Date: Wed, 21/03/2018 - 11:21 by EC USER Declined

Decline reason

B The letter should be in English.

B The letter should be signed by the current highest management representative within the
organisation.

B The letter should be recently dated (not older than 12 months before submission).

B The letter should clearly state both the endorsement of the 40 principles of the European
Charter for Researchers and the Code of Conduct for the Recruitment of Researchers, as well as
the commitment to implement the Human Resources Strategy for Researchers (HRS4R) in the
next 12 months.

In this case the institution will have to resubmit the application based on the recommendations
provided by the EC. The top horizontal menu will reflect the position of the institution at thdirst
task of the flowz Commitment Letter. The institution will have to resubmit the application within
one month.

4.3 The Gap Analysis

What it is:

The gap analysisseeks to answer the questions "where are we?" (current state) and "where do we
want to be?" target state), as an institution, with regard to the 40 principles of the Charter and
Code.

Why it is important for the application to the "HR Excellence in  Research Award":

The gap analysiswill provide a clear picture of the development needs while identifying any
deficiencies or shortcomings to be overcomeOnce the gaps aredentified, it becomes easier to
prioritize and quantify them, and establish the work effort that will be required to address them.
There should be a clear connection between the gap analysis and the subsequaetisures outlined
in the action plan.

How to handle it :

The Gap Analysis, together with the OTM checklist and the Action Plan arghe three mandatory
documents required to be completed byinstitutions, within the 12 months period after the
confirmation of their endorsement letter. The three documents as standard forms/templates to be
completed in the HRS4HRE-tool make up together the application for the "HR Excellence in Research
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Award". The submission of these documents through the HRS4Rtdol is possible only as a
package.

The institution will get indications in the HRS4R dashboard about thexpected deadline by which
the submission should take place.

The institution can request an extension, before the deadline is dudlrovided that sound
justifications are offered,the EC will approve the extension ana standard period of one month will
be added tothe previously established deadline.

il Gap Analysis, OTMR & Action Plan: Design
Date: Fri, 13/04/2018 - 16:28

© Request Extension = Deadline: 13/04/2019

Important:

V The template of the Gap Analysis can be found in the Annex. We recommend working on
it offline together with the wide range ofinternal and external stakeholders whom the
institution intends to consult andinvolve in the process,based on thespecific working
mechanismeach institution will be willing to set. The Gap Analysis should not be the
outcome of a unilateral approach, but ofa participative, collaborative cumulated
feedback, comprishg the overall views and needs othe stakeholders involved in
working groups and committees Once the preparatory phase of the template is
considered completed, the HRS4R Organisation Admin can proceed with the integration
of datain the HRS4R Hool.

Key elements to consider:
The Gap Analysis consistsf two parts:

1. Process - how the institution organised itself to consult and involvethe required internal

and external stakeholder groupsfor the design of the gap analysisThey will typically
include all management departments directly or indirectly responsh 1 A &£ O OAOAAOC
issues (i.e.the ViceRector for Research, the Head of Personnel, and other administrative
staff membery.

In addition, the institution must consult and involve arepresentative community of researchers
ranging from R1 to R4 as well as appoint a Committee overseeing the process and a Working Group
responsible for implementing the process.

For adetailed description of R1-R4 researcher levels, pleasecg:
https://euraxess.ec.europa.eu/europe/career-development/training -researchers/research
profiles-descriptors

The institution can chooseits own channels and tools to consult and involve stakeholders (i.e.
surveys, workshops, etc.), but they should detaihese intheir methodology in the "Process" section
of the GapAnalysis.

2. Overview z how the institution rates its performance with regard to the 40 principles of
the C&C, what corresponding gapare identified, how they will be addressedand if any
barriers are currently impeding implementation.
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The 40 principles are listed underthe four thematic headingsof the C&C
1 Ethical and professional aspects
1 Recruitment and selection
1 Working conditions and social security
1 Training and development

The potential options to rate the performance or the states of achievement in terms of the
implementation of the 40principles of the C&C arghe following:

++ fully implemented
+/- almost but not fully implemented
-+ partially implemented

— insufficiently implemented

If the institution is already fulfilling some of the principles the rating will be "fully implemented”.
Nevertheless, the institution is required toprovide evidence of the specific case (i.eexamples of
programmes,policy in practice, etc.).

If the rating is "almost but not fully implemented”, "partially implemented" or "insufficiently
implemented", theyshould be accompanied by the description of the gap, as welllagdetails about
the measuresthe institution will undertake in order to fill the gap andaddress it.

Comments should bealsoaddedon whether aspects of the national or local legislative environment
support or constrain the implementation of a principle

After filling in the Gap Analysis template in the HRS4R-tRol, it is essential to click the "Save"
button, in order to be able toreview and update dataat later stagesjf needed. The "Submit" button
will be enabled only after the OTMR checklist and the Action Plan sectits are completed.

4.4 The OTMRchecklist

What it is:

It is aspecific selfassessment checklist provided to report on the status of achievemeint terms of
the implementation of Open, Transparent and Meri#Based Recruitment (OTMR) policies and
practices, which aims at makingresearch careers more attractivewhile facilitating mobility and
equal goportunities for all candidates.

Why it is important for the application to the "HR Excellence in Research Award":

The OTMR checklist builds on the C&Qrinciples related to the Recruitment of Researchers.
Coupled with the Gap Analysisit will further provide to institutions a clearer picture of their
development needs,which will be prioritized and addressedwith concrete actions, part ofthe
action planto be implemented in theupcomingtwo years.
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How to handle it :
The OTMR template consistsof a list of questionscovering the various steps of the recruitment

process, from job advertising through to the appointment phase.

Each specific question mentioned in the OTMR checklist should be considered in the setkeflection
exercise of the institution.The state of achievement in terms of each issue will be rated, as below, i
the column dedicated to "Answer” For each situation, there should be details included on the
indicators to measure performance either those used or to be further used, at later stages, if
applicable.

Suggested indicators (or form of
Open Transparent Meritbased Answer: measurement)

OTM-R system

Have we published a version of our OTM-R policy online (in the . X .
national language and in English)? ++ Yes completely web link

Do we have an internal guide setting out clear OTM-R procedures and

X X +/- Yes substantiall
practices for all types of positions? v

Is everyone involved in the process sufficiently trained in the area of -I+ Yes partially
OTM-R?

—No

S ——

Do we make (sufficient) use of e-recruitment tools? X X

Key elements to consider:

V The "Open", "Transparent” and "Meribased" checkboxes are indicative ofhe type of
policies and practices the questions refer to, as detailed in the C&They are preset in
the HRS4R Hool and cannot be changed. bl action is needed from institutions inthis
respect.

V The difference between "+F Yes substantially" and “/+ Yes partially” ratings is that in
the first case the volume of thaemaining work to be done until completion is little as
compared to the effort that has been put so far in that direction, whereas fd-/+ Yes
partially”, the remaining work is either the same in volume or more than what has been
achieved.

V For the "Suggested indicators" column, whenever the user hovers the mouse in the row
dedicated to each question, a small text bowill pop up, indicating options of potential
indicators to use. However, ach institution should identify own measurements of the
effectiveness of its OTIVR policy which should be further reviewed and adapted.

Important:

V The OTMR checklist is available as a template in the Annex. As in the case of the Gap
Analysis, it is highly recommended to be handled first offline, in order taollect the
information needed based on a collaborative approach, with the consultation and
involvement of the stakeholder working groups. Once the final version is internally
validated, the information can be uploaded in the HRS4RtBol.

V If the institution has a recruitment strategy which implements the principles of Open,
Transparent and Meri-Based Recruitment, it is mandatory to publish it on the
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instituti on's website in a visible place. The web link will be provideds part of the action
plan template.

V A step-by-step guide to better OTMR practices, as well as examplesf good practice can
be found in the Annex.

After filling in the OTM-R template in the HRS4R fool, it is essential to click the "Save" button, in
order to be able to review and update data, at later stages, if needed. The "Submit" button will be
enabled only after the Gap Analysis and the Action Plan sections walle completed.

4.5 The Action Plan

What it is:

The action plan is a sequence of activities that must lmarried out in order to help the institution
pass from the curent state to the target state, with regard to the implementation of the 40
principles of the C&CThey will address the improvement needs identified in the Gap Analysis and
the OTMR checklist.

Why it is important for the application to the "HR Excellence in Research Award":
The action plan establishes the foundation of an HRS4R management by objectives process inside

the institution. It stems directly from the Gap Analysis anthe OTMR checklist and it presents the
institution's strategic vision in terms of the priority areas and implementation steps to be
undertaken in the nexttwo years.

N.B.The actionslisted in the HRS4Ronline form should be concise, but detailed enough for the
assessors to evaluate the level of ambition, engagement atfeé expectedimplementation process.
The institution should strive to provide a detailed plan, not just an enumeration of actions.

How to handle it :
The action plan templae to be used for reporting in the HRS4R-t0l comprises four separate
parts:
1. Organisational information
2. Strengths and weaknesses of the current practice
3. Actions
4. Implementation/Embedding the HRS4R process.

Key elements to consider:

1. Organisational information
V This section is intended to illustrate the larger contexin which the institution performs, its
structure, its impact upon the communities it serves, as well as the resources leveraged.
There are two categories of data required:
1 Staff indicators to be presented as fultime positions (FTES) at the moment of
reporting in the HRS4R Hool and
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Budget and funding, if applicable, to be expressed as amounts in euror countries using other
currencies than euro, official currency conversion tools to be useduch as currency convesion
calculators of national banks.

2. Strengths and weaknesses of the current practice

Vv

\%

\%

\%

In this section, the institution must provide an overview of its current state and practice
under the four thematic headings of the C&(Ethical and Professional aspects, Recruitment
and Selection, Working Conditions and Social Security, Training and Development).
Information on current practices related toOTM-R should bealsoincluded here.

We strongly recommendelaborating on both strengths and weaknesss (although there is
only one text block provided for both headings), as they will highlight the institution's
rationale for setting actions as priorities in the action plan.

. Actions

In order to help connect actions to improvement needs,all principles with their
implementation ratings will be retrieved automatically from the Gap Analysis to theaction
plan.

The proposed actions can address either individual anultiple Principles.
A list of Gap principles, not selected in any actionis provided.

Our proposed approach is based on SMART action planning, which incorporatése
characteristics of a goal: specific, measurable, attainable, relevant and tirhased.

More specifically, theAction Plan should:

1
1

specifically include tasks thatovercome existing/emerging gaps, as identified in the Gap
Analysis.

indicate ownership and responsibility of these (i.e. assigned to a specific department,
specific person/role within the institution),

have a clear timeframe for implementation (at leastwo years up to the first internal
review),

state how the state of achievement will be measuredy means of key performance
indicators (KPIs).

No Proposed ACTIONS GAP Principle(s) Timing (at least by year’s quarterisemester) Responsible Unit Indicator(s) / Target(s)

\%

Vv

Select principle

The timeline should cover at leastwo years up to the first internal review. Timing should be
indicated by quarters of a year.

The actions should reflect a balance between shorterm interventions (i.e. such as
organising a workshop) and longterm systemic actionsthat bring about culture change.
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V The institution can customize planning based ofits own priorities and creativity. There is
the possibility to add as many new fields as needed in order to include the desired volume of
actions.

Add another row +

The Action Plan also includes a dedicated section to OTR/policy and practices.

The establishment of an Open Recruitment Policy is a key element in the HRS4R
strategy . The applicant institution must also indicate how the organisation will use the
Open,Transparent and MeritBased Recruitment Toolkit and how it intends to implement/is
implementing the principles of Open, Transparent and MeriBased Recruitment.

Although there may be some overlap with a range of the actions already planned as emerged
from the Gap Analysis, the institution must provide a short commentary demonstrating this
implementation. The institution will have to make the link between the OTMR checklist and
the overall action plan in a free text section.

If the organisation alreadyhas a recruitment strategy which implements the principles of
Open, Transparent and MeriBased Recruitment, it must provide the web link where this
strategy can be found on the organisation's website.

4. Implementation/ Embedding the HRS4R process:

V This section mustinclude information on how the HRS4R will be coordinateédind embedded
inside the institution through working groups, alignment with HR policies/internal
mechanisms, etc.

V Besidesdescribing actions ina free text field, there is also amandatory checklist with
guestions to answer as below. The answer to each question should be detailed in maximum
500 words.

How will the implementation committee and/or steering group regularly oversee progress?* v

How do you intend to involve the research community, your main stakeholders, in the implementation process?* v

How do you proceed with the alignment of organisational policies with the HRS4R? Make sure the HRS4R Is recognized in the organisation’s research strategy, ~*
as the overarching HR policy

How will you ensure that the proposed actions are implemented?* v
How will you monitor progress (timeline)?* v

How will you measure progress (indicators) in view of the next assessment?* v

V Should thesameanswer be applicable to more than one question, please state clearly tihis
is the caseinstead of duplicating replies.

Important:

The Action Planand HRS4R strategynust be publishedin an easily accessible location of the
[ OCAT E OA QE THe 8RL toxhk AchdsivAdéhg webpage must be included in the template on
the HRS4R Eool.
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The application for the "HR Excellence in Research Award" can be submitted to the EC only if
the three mandatory documents Gap Avalysis, OTMR checklist and Action Plan) are duly
completed and saved in the HRS4RtBol. Once the "Submit" button is clickedthe institution

will no longer be able to update the files and the action cannot be undohaitial
Assessment
5.1 Description and timeline of the assessment process

After the successful submission of the'HR Excellence in Researthaward application, the
institution proceedsto the next level of the process, which consists of two separatesgis.

1. The administrative eligibility check of the application Z performed by the EC, and

2. The assessment of the application z performed by a group of external experts/individual peer
reviewers.

flii Gap Analysis, OTMR
il Commitment Letter = & Action Plan I
8 Confirmation of 8 Initial Assessment

Endorsement Letter

1. Administrative eligibility check

2. Assessment of the application ¢

1. The administrative eligibility check is intended to validate an application in terms of its
compliance with the application procedure (i.eall formal requirements are met; i.e. templatesre
completed in the HRS4R #ool: Endorsement Letter, the Gap Analysis, the OTFRI Checklist, the
Action Plan; i.e. templates contain sufficient information for the application to be further assessged
etc.). The check has nothing to do with the quality of the data provided, but with the quality tfe
application as a whole, as suitable or not for assessment

The institution will be informed if the application is compliant and has passed the administrative
eligibility check within four weeksafter submission.

If the application is considered noncompliant, the institution will be required to update it based on

the feedback providedby the EC In this case, the institution's task ismoved backwards on the
process flow and the templates of the initial application can be further edited.
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fili Gap Analysis, OTMR
m Commitment Letter = & Action Plan

8: Confirmation of
Endorsement Letter

If required to make changes in the application templates, the ingtition will have to resubmit the
updated version of the application within two months, after it receives the outcome of the
administrative eligibility check.

2. The assessment of the application is the second step of the Initial Assessment phase awdn
only be initiated if an application has passed the administrative eligibility check.

How the experts are selected :
The expertsare selected by the EC in a transparent process on the basis of the following criteria:
1 Personal competence and experience ithe HRS4R field or any similar HR strategy
development/implementation;
1 Gearaphical distribution amongEU-28;
1 Institutional spread (i.e. research institutions, universities, research funders etc.)

Prior to the involvement of the experts in the assessmenthey receive appropriate training on all
issues and requirements. Also, mior to any assessment, the experts sign a declaration of
confidentiality covering issues such as @formance, obligation of impartiality and of
confidentiality. Theseconfidentiality obligations are binding on the expert unless the confidential
information becomes public through disclosure of the confidential information by the institution or
the Commission services.

How the assessment process is organised:
Each appliation will be assessed bythree experts/individual peer reviewers who are from a
different country than the applicant institution.

The experts use standard templates and criteria for all applications in order to ensure fair
treatment for all institutions.

The experts will specifically be interested to find:

Qear information on the contextual overview in which the HR Strategy is designedassets
and barriers).

Coherence between the Gap Analysis and the Action Plan

Concreteactions for the implementation of the principles of the &C, with clear indicators
and timelines.

Examples of how theinstitution consulted and involved the required internal and external
stakeholder groups in their HRS4R process.

The HRS4R strategy published on the ititution's website in English, in a visible place.

< < << <

One of thethree individual peer reviewers will be assigned the role of leaehssessor and will
prepare the commonly agreed consensus reporintegrating the input provided in the individual
assessments.

The consensus report is the official feedback that the institution will receive in terms of their
application to the "HR Excellence in Research Award". ltatsobased on astandard template,but it
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includes besides the result of the general assessmefwhether the institution should receive the
award), customisedrecommendations in terms of their ambition and planning of the HRS4R

The institution will have access to the consensus reportwithin three months after the
confirmation of the administrative eligibility check.

Important:

The template used by the individual assessorand the one used by the lea@ssessorcan be found

in the Annex. It is strongly ecommended to look into them carefullybefore submitting the
application for the "HR Excellence in Research Award", in order to make sure every specific
requirement has been considered.

5.2 General assessment

The general assessmentprovided as part of the consensus reportsimply indicates whether the

ET OOEOOOEIT EO COAT OAA OEA O(2 AxAOAS6 AAAT OAET
1 Accepted
The application meets the criteria and the HR award is granted by the EC.

The experts may comment on the submission asking for future focus on a particular
aspect/criterion, if appropriate. For example, they may say that they would like to see
something addressed in the longer term, but acknowledge that the submission meets the
criteria for the Award.

_~

u Gap Analysis, OTMR
fili  Commitment Letter — & Action Plan I
8 Confirmation of "O“ Initial Assessment

Endorsement Letter

1 Accepted pending minor modifications
The institution broadly meets the criteria but the external assessors havesome
concerns/questions about specific areas, in which case the institutiols moved backwards
on the HRS4R procestow in order to reflect on the feedba& andact uponit.

il  Gap Analysis, OTMR
m Commitment Letter — & Action Plan

® ® ® I'lf

8 Confirmation of 8 Initial Assessment
Endorsement Letter

The institution should consider for immediate action the recommendations mentioned as
mandatory in order to obtain the award. The other recommendationsan be addressed
during the second phasef the HRS4R processhe implementation phase.

29



The institution is required to update the documentation in the HRS4R-ol and resubmit
the application for review within two month s.

The assessors will review only how the institution has followed umn their feedback which
is why it is strongly recommended to act upon the specific recommendations and clearly
detail the actions in the revised application.

Important: Special attentionis neededwhen resubmitting the revised application as only
oneresubmission is allowed at this stage.

Should the institution face difficulties in complying with the deadline, there is always the
possibility to ask for a deadline extension provided that the deadline is not overdue. The
extension is offered only once ad it is standard for all institutions (one month from the
previously set deadline).

Declined (major revisions )
The institution does not meet the criteriato get the HR awardand is required to makethe
appropriate changestaking into account the reecommendations of the assessordn this case
the institution is moved backwards on the HRS4R process flow in order tmplement what
is requested inthe feedbad.

i Gap Analysis, OTMR
E Commitment Letter = & Action Plan

8 Confirmation of g Initial Assessment
Endorsement Letter

The institution is required to update the documentation in the HRS4R-fol and resubmit
the revised application for review within 12 months.

The assessors will review only how the institution has followed up on their feedbackvhich
is why it is strongly recommended to act upon the specific recommendations and clearly
detail the actions in therevised application.

Important: Special attentionis neededwhen resubmitting the revised application as only
two resubmissions are allowed at this stage.

Should the institution face difficulties in complying with the deadline, there is always the
possibility to ask for a deadline extension provided that the deadline is not overdue. The
extension is offered only once and it is standard for all institutions (one month from the
previously set deadline).
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