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INTRODUCTION

The Human Resources Strategy for Researchers (HRS4R) is the tool for the implementation
of the European Charter for Researchers and the Code of Conduct for tRecruitment of
ResearchergCharter & Code)}

Enrolment into the HRS4R is a voluntary process. Institutions should be aware that the
HRS4R is a longerm commitment involving joint efforts and coordination with various
internal and external stakeholder goups.

There are no geographic limitations in undertaking the HRS4R process. In fact, institutions
from a dozen nonrEU countries have successfully undertook the HRS4R process and are
today among the institutions displaying the HRS4R award.

HRS4R is based ro a structured and monitored auditing mechanism, centred on a
continuous assessment in thregyears cycles (a sequence of deddased and onsite

assessments) basedongap1T A1 UOEO AT A AAOEIT PIAT O &£ O OE.
2A0AAOAE | AEKOAD DPEAOAxAOA6Q8 4EA O(2 wgAAIIlA
AEOPI AUAA 11 OEA ET A AAOGAOOO DPOAT EOEAA 11 %5

and promotional material.

These guidelinesare an instrument in support to the Institutions enrolled in the HRS4R
process,or interested to apply and enter the process.The guidelines provide additional
information to institutions on the implementation of the Charter & Code its policies and
practices, andoutline the practical steps to apply fo and maintainthe OGE ( 2 !.x AOA S
The HRS4R®OT 11 j EAOLON AQ A &OBEA EA OO0T AOGAAA 11 pouv -
official platform for the management of the HRS4Rrocess The etool is an instrument
developed and managed by EC/RTD, Unit AR&I Actors and Research Careers). Every
aspect of the HRS4R process (e.g. start of a new HRS4R case, internal reviews, assessments,
management of deadlines etc.) is managed exclusively via théoml. Those Institutions that
started the HRS4R process prioto its introduction, will be injected into the e-tool
according to the provisions described in this document.

The Policy Library of the EURAXES Portalprovides a collection ofuseful information and
contains examples ofa variety documents, either currently in useor that have beenused in
the past.

The documents included in the policy library are for consultation and inspiration
only: the sole official set of instructions is constituted by the most updated
guidelines . No manual templates are to be used anymore: t he only official documents
to be used in the HRS4R process are the online forms in the e -tool.

Should you consider that these gudlelines do notaddress your questions, or in case you
need further advice please contact

12005/251/EC , OJ L 75, 22.3.2005, m7/G&, https://eur-lex.europa.eu/eli/reco/2005/251/0j
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https://euraxess.ec.europa.eu/euraxess/policy-library#group-collapsible-strengthened-hrs4r-process
https://eur-lex.europa.eu/eli/reco/2005/251/oj

—

1 for technical issuesthe Help Deskat support@euraxess.org
i for details about the HRS4R procedureithe RTDCHARTER teamat RT
CHARTER@ec.europa.eu

Please, remember to include in your correspondence the case number assigned to
your file.

1 HRS4R dool: Before youget started

Before starting the application process for the HR Awardnterested institutions should first
analyse the 40 principles of the European Charter for Researchers and the Code of Conduct
for the Recruitment of Researchers ©&C), as published on he EURAXESS portal:
https://euraxess.ec.europa.eu/jobs/charter.

4EA tn DPOET AEPI AO 1T &£ OEA #0# AT 1 OOEOOOA OEA
further development and implementation ofthe Action Plan of its customised HRS4R.

Once the institutiondecideto endorse the C&C and apply for the HR Awarthe first step is

to secure access to the HRS4Rteol.

1.1 Your accounton the EURAXESS portal

To access the RS4R eool, you need to have gersonal EURAXESS member account
Registration and membershipto EURAXESSre free of charge.

Below are the stepby-step instructions to create an account:

1 Your institution must have an organisation profile on EURAXESS. If not done already,
you cancreate one from your individual EURAXESS member accouss described
below in the next section on the registration process.

U Having an organisation account on EURAXESS offers also the benefit of
publishing jobs, funding or hosting opportunities free of chages on the
EURAXESS portalas well as the opportunity to search for top talent
researchers in our database, including researchers from more than 40
European countries.

1 You must request the role of HRS4R Organisation Administrator (HRS4R Admin) for
your registered organisation. Onlythe HRS4R Admirwill have access to the HRS4R
e-tool to upload data and to be the interface with the European Commission, on
behalf of the irstitution, regarding the HRS4R process.

1.2 Registration process
1.2.1 Individual EURAXESS member account
If you do not already have a EURAXESS account, you can:
1. Navigate tohttps://euraxess.ec.europa.eu/
2. #1 EAE 11 OEA O. /') . ¥2% )34%26 1 AT O EOAI

JOBS & INFORMATION ~ EURAXESS LOGIN/ @
a| FUNDING  PARTNERING Q

& ASSISTANCE WORLDWIDE REGISTER


mailto:support@euraxess.org
mailto:RTD-CHARTER@ec.europa.eu
mailto:RTD-CHARTER@ec.europa.eu
https://euraxess.ec.europa.eu/jobs/charter
https://euraxess.ec.europa.eu/jobs/search
https://euraxess.ec.europa.eu/

3. 0AO&I 0f OEA OOADPO O1 AAO OEA O#OAAOA 1T Ax Al

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
more!

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

After performing these steps, you will receive an email with a link to th& URAXESS portal
where you have to complete a form and set a password.

1.2.2 Organisation Profile

Join an existing organisation profile

If the URL of an existing organisation profile matches the domain of the email address you
have used to register on the EURAXES portal, you will be automatically invited to join as a
member.

Navigate to your dashboard, located on MY EURAXESS in the main menu. The system will
notify you about the organisation profile(s) that matches your email domain. Select the
organisation youOAD OAOAT &6 AU Al EAEET C 11 OEA O*TET &6 A
Search for an organisation profile

If you are not notified about potential organisations you may belong to, you can search for
AT 1T OCAT EOAOQEIT AU OAI AAGET ¢ O3AAOAET2ACEOOAC

Join an organisation Search/Reqgister
Eased on yvour email (ext.ec.europa.eu) you cannot auto join any Flease search for an existing
existing organisation. organisation.You can also

reqister a new organisation if
you cannot find the
organisation vou are looking
for

SEARCH/REGISTER

001 OEAA OEA O/ OCAT EOAOQCEIT 1T AI Ao AT AOEGERRO gx1ATA0
AT A Al EAE O3AAOAE
If a match is identified, you can ask the administrator to add you as a member, by selecting

OEA O#i1 OAAO OEA / OCAT EOAOEIT !'AiETS6 THPOETT S
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Register an organisation profile

If no match is found, you can proceed to register the nearganisation profile by clicking on

theO2 ACEOOAO / OCAT EOAOQET 1Ad /OO @AIAI & UADEA 1 ¢ DIOA e
to the main organization, not to a Department or Laboratory: the HRS4R process is in fact
addressed to the whole organisatiorand not a subsidiary entity (vhich is referred to asa

Qinitd).

The information entered inthe previous step will be transferred into the registration form.

1O OEEO bl ET Oh DI AAOGA DOI OEAA OEA O/ OCAT EO/
I DOEITAITT U OEA O30A0AT0O01T OET AAd AT A OEA 00T OC

Register your organisation

University XYZ Mips MundversityxyZ com

#1 EAE OEA O3AOA OE Aserid e farimEoGQhe GlElp Dedk foA \@KI&ioNT O
4EA (AP $AOE xEIl AEAAE EZ OEA TAx1 U OACEOO,
to research and if there are duplicate registrations of the same organisation. Once the
organisation account passs the administrative check performed by the Help Desk, you will

be informed accordingly in a dedicated email (normally registration requests are treated

within the same working day).

1.2.3 HRS4R Admin role

Once you have become a member of an existing orgartisa profile, or have created a new
organisation profile for your institution, you need to become an®RS4R! AT ET EOOOAOI
(HRS4R Amin) by following the next steps:

1. Login to the EURAXESS portal

2. From The Human Resources Strategy for ResearchédsA CA Al EAE 11 O7EIl
£l O OEA (2 1 xAOAeo AOOOI T h OEAT 1T PAT OEA
Agbil OA OEA O(231t2 1 OCAT Elele®fuing dirdcth.il ET 6 A OO

3. #1 EAE OEA O(2312 1 OCAT EOAOQETT AAITET 6 AOOOI


https://euraxess.ec.europa.eu/jobs/hrs4r
https://euraxess.ec.europa.eu/jobs/hrs4r#access-elements-collapsible-2

HRS4R E-TOOL — ACCESS ELEMENTS =

In order to access the HRS4R E-Tool, interested institution 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-fool 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 HR84R Organisation Administrator
Request the role of HRS4R Organisation Administrator using the button below:

HRS4R ORGANISATION ADMIN

Choose the organisation for which you wish to become the HRS4R Admin. You will be
presented only with umbrella organisation(s) (i.e. without department), if the URL of the
organisation profile matches the domain of your email address. For example, if yoemail is
user@organisation.comp the URL of the registered organisation must be
https://organisation.com.

You can choose only one umbrella organisation, even if multiple profiles are displayed in
the form.

If none of the displayed organisations matches your institution, you can proceed with
registering a new profile, or contact the Help Desks(pport@euraxess.org using the email
link presented under the form.

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.
m 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.

CONFIRM Cancel

As arule, this role cannot be granted to a member that belongs to a unit profile (i.e.
laboratory). Please refer to the following section for more details.


mailto:user@organisation.com
mailto:support@euraxess.org

N.B.:You may change the contact person appointed as HRS4R Admin at any time during the

- application process. Send an email to the Help Deskufpport@euraxess.ory indicating the
name, email address (as registered irhe portal), function and contact details of the person
that should be granted the HRS4R Admin role.

Please, note that this role is granted only to one person per institution, and it is

responsibility of the institution to ensure a HRS4R Admin with a valid email at all
I times. Remember that only the HRS4R Admin will be the contact point of the
- Institution on HRS4R matters and will receive the e -Tool automatic communications

1.3 Management of MY EURAXESS dashbosdHRS4R Admin

Once you have been granted the HRS4R Admin role, you will gain access to the HRS4R
dedicated section from the MY EURAXESS dashboard.

Important: To access your @312 AAOAh UT O 1 6060 AAAHGDO OEA
EURAXESSt https://euraxess.ec.europa.eu/ and log in using the credentials of your
individual member account.

- P e
EURAXESS -

Jobs and Career . Information and National .
Home ) v Partnering v ) v Worldwide
Funding Development Assistance Portals

After log in, the EURAXESS website will includenadditional dropdown menu calledMY
EURAXESSwhich will contain the link to My HRS4R which will lead you to the HRS4R-e
tool.

aar Broflie
turenemar Log ou
Accourt Settings
Wy Razaarch Buday
. My Organisatic o nding Caresr Daveloprment | Partnering  ~  Informasbon and Assistance  ~  Nationsl Porlals | Worldwide  ~
Uy HRS4R

Home > My EURAXESS

My EURAXESS

The my Euraxess dropdown menu also includes the following links:

- User profile:
This section includes the general identification details of each user, such as name, fiyvin
country, organisation, position, etc. Each user can choose if they want their profile displayed
in search results.

There are two check boxes which can be ticked if intended:
9 to hide public profile from search,
1 to hide first, last name and emaifrom the public profile

- Account settings: If you want to change the email or the password of your EURAXESS account,
or you would like to upload a new profile picture, you can easily do it here.
9
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- Researcher profile:
- My research buddy

- My 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

- My HRS4R This is the section you need to access in order to manage the MR$rocess.

- Favourites : In this section you can review the jobs, hosting, funding offers and events which you
have "SAVE TO FAVORITES".

- Job offers, funding offers, hosting offers: These sections are available for members to
manage and publish vacancies on behalf of their organisation.

- Worldwide requests:

- Savedsearches: In this section there will be the list of all saved searches such as job, funding,
hosting offers, members, orgnisations.

- Notifications: In this section you can find the list of all the content updates included in the
pages to which you have subscribed on EURAXESS, and you can also set the frequency of
notifications (daily, every three days, and every seven days).

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

NB: The European Commission is committed to personal data protectiomny personal
data is processed in line with theRegulation (EC)2018/1725. All personal information
processed by the DirectorateGeneral for Research and Innovation is treated accordingly.

User data is retained as long as the user continues to use EURAXESS. Accounts are removed
after five (5) years of nactivity. 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 export it for analysis. You can
also delete your account any time, withot 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 data are deleted with it.

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

1.4 O) 1 E A & @dnial c8sés and the-&ol
As the e tool is now the sole instrument for the HRS4R pocess and no manual application
will be accepted anymorethe institutions that entered the HRS4R process manual prior to

its introduction on 15 May 2018will be transferred into the e-tool before they can take any
action.

Regardless of the HRER phase the Institution is in (nitial, implementation, or renewal), the
Institution shall proceed asdescribed inthe section@efore you get startedto the creation

10
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of a HRS4R case and to the selection oHRS4R admin. Once this don¢he EC will migrate
all the relevant documents related to the history of the HRS4R process.

N.B.: The RTD CHARTER teanfRTD-CHARTER@ec.europe.ewwill assist you in the

transiton T £ Ul OO0 ET OOEOOOEI 160 &£EI A0 &EOI I

The example at thepicture below illustrates the OE 1 E A pgkdddsdfdr @n institutions that
was awarded prior to the introduction of the etool and needs to prepare its internal review
for the 1stcycle of the renewal phase:

m

REGISTER EURAXESS ORG.

ACCOUNT

The institution
registers an
organisational account
on EURAKXESS if there
isn't any. It must be an
account of the top
organisation (not a
department/lab
account of the top
organisation).

ENROLLING INSTITUTIONS IN THE HRS4R E-TOOL

Scenario for institutions in the Award Renewal Phase

m

CREATE A CASE IN THE
HRS4R E-TOOL

m

GET HRS4R ADMIN
ROLE

The institution uploads

the endorsement letter of
the Charter & Code in the
HRS4R E-taol, as if it were

a newcomer to the
process. The old version

of the endarsement letter

must be used, not a new
one.

0

BUILD APPLICATION HISTORY
IN THE HRS4R E-TOOL.

Once the registration
of the EURAXESS
organisation account is
approved, you can ask
for the HRS4R Admin
role to secure access to
the HRS4R E-tool. The
domain of the email
must be in the URL of
the organisation.

Only one person per
organisation is granted
this role.

8
CONFIRMATION
LETTER BY EC

The EC uploads in the E-Tool all
the application, reporting and
assessment files which ensured
the institution’s progress from
one phase to another. The files
will be uploaded as pdfs.

INITIAL PHASE

IMPLEMENTATION PHASE

~
o

PLACE THE INSTITUTION AT THE

CORRESPONDING TASK IN THE

HRS4R E-TOOL

The EC informs the
institution via email that
the institution has been
placed at the
corresponding phase and
task in the HRS4R E-tool,
together with the history
of the application,
reporting and assessment

The EC checks the
endorsement letter
and sends back to the
institution the
confirmation within 10
working days.

1.5 Exceptional cases and mergers

Sincethe main purpose of the HRS4R process is to help an organisation in its effort to align
to the principles of the Charter & Code, the existence of an HR department and an HR policy

The EC will upload:

*  Gap —Analysis,

+ OTM-R Checklist,

* Initial Action Plan,

* Consensus Report
with the outcome of
the Initial
Assessment.

* Resubmissions, if any,
will be also marked in
the system.

hr

Thi

e EC will upload:
Internal Review,

* OTM-R checklist if

filled in at this stage,
not initially.

* Consensus Report with

the outcome of the
Interim Assessment.

* Resubmissions, if any,

will be also marked in
the system.

process.

hr
m institution

m

AWARD RENEWAL PHASE

PADPAO

The Institution can fill in
the Internal Review for
the Award Renewal
Assessment in the HRS4R
E-Tool. From this moment
on the reporting and
assessment process will
be handled online.

[ European Commission

constitutes afundamental element. Also, institutions should submit theirapplication when
they represent all the other units within its hierarchical composition

However, in case an organization considers to be a particular case (e.g an Institution

without direct application of HR policies or without a centralized HR departmensuch as an

alliance or a research centre using a mixed HR policy), an exception to enter the HRS4R
process in application of the other principles of the Charter & Code can be requested. In this

case, please contact us &TD-CHARTER@ec.europa.eu
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Below are a few typical cases and how the EC Services tackle them.

1.5.1 The unit has independent rules

If the unit provides sufficient justification to demonstrate that its individual HR and
institutional rules are different from those of the main organisation there are part of, the EC

Services will decide whether to accept the application on a catg-case basis. If accepted,

the field for the organisation profile name in the etool will include the name of the main
organiOAOET T ET AAAEOEIT O OEA OTEOGO 1T AI A8 | ES
XZY)

1.5.2 Merger of two or more organisations

In case of a merger of two or more organisations, there are several possible scenarios,
depending on the enrolment status in te HRS4R process of the merged organisations.
Possible scenarios are described below.

None of the merged organisations is awarded

If none of the merged organisations has been granted the award yet, the EC services will
close all the existing individual apgications and will clearly indicate the reapplication
under a merged organisation profile.

One of the merged organisatians awarded

The organisation that holds the HR Award should be encouraged to retain it, even in case
the merger involves one or moreorganisations not implementing the C&C principles in
their HR practices. In this case, the EC Services will extend the deadline for the next Internal
Review of the newly merged organisation up to three years. This is to allow the awarded
organisation to aign with the merged organisation(s) in the HRS4R process.

At the next assessment cycle, the newly formed organisation will be assessed on the base of
the updated Action Plan, which will include all the relevant information on how the new
institution has embedded the HRS4R process. The team of experts assessing the merged
organisation will then determine whether the application has a positive outcome or the
organisation needs to reinitiate the process.

Two or more of the merged organisatisare awarded

If two or more organisations participating in the merger have been already awarded
individually, only one case will remain open in the HRS4R-teol while the others will be
closed. The HRS4R Admin of the merged organisation will be asked to decide which case
should be kept open in the HRS4R-ol. Within up to the three years following the merger,
the newly formed institution should combine the existing Action Plans of the merged
organisations. The Internal Review that will be produced for the assessment of thew
organisations shall include the relevant information about the merger process and on how
the HR policies were reorganised. The team of experts assessing the merged organisation
will decide whether their application can proceed further, or if the proces needs to be
reinitiated.
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1.5.3 Organisations belonging to a groupalliance,or conglomerate

Individual application

Organisations can apply for the HR Award individually when they are part of a bigger group,
provided they represent a separate entity and haveeparate HR and institutional set of
practices, distinct and differentiated from the group or the larger institution to which they

belong.

Common application
Multiple organisations can apply for the HRS4R at group level when they have harmonised

or worked towards the harmonisation of their HR and institutional set of practices. In this
case, their application can be treated as per the scenarios describedsiction 3.2.2

N.B.:Depending on the size of the larger group, EC Services may consider useful to engage
the same team of experts for consistency purposes.

1.6 Update the organisation profile on EURAXESS

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

The organisaton name cannot be changed by the Organisation Admin or the HRS4R Admin.
A request © do soshould be addressed to the Help Deslsipport@euraxess.org.

In case an Institition has a distinct Organisation Adminand HRS4R Adminwe recommend
Edit Organisation
Organisation namse *

Depariment Laboratory

ABOUT THE ORGANISATION

ORGANISATION'S LOCATION

OTHER INFORMATION +

SAVE

that the two Admins collabaate closely inthis section, as there are elements which should

be taken care of in terms of employer branding (i.e. essential when publishing jobs on
EURAXESS).

4EA ET OOEOOOEI TS8O0 11c¢ci AAT AA ObpITAAAAR AO
(SoE) 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, asshown below:

Vi

e

UNIVERSIDADE DE SANTIAGO DE COMPOSTELA, VICERRECTORADO DE
INVESTIGACION E INNOVACION

Organisation Type: Public Research Institution WEBSITE http://www _usc es

LOCATION Spain > Santiago de
Compostela


file:///C:/Michele%20Professional/C&amp;C%20and%20HRS4R/HRS4R%20Michele/Guidelines/Technical%20Guidelines%20HRS4R_single%20file_%20mrc%201.3.docx%23_Merger_of_organisations
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2 General description of the HRS4R process

The HRS4R processcomprises three distinct phases:

© nimaL prase © reneva
1. Initial phase

1 Registration in the etool and submission of the application for the "HR
%PAAT 1T AT AA ET 2 AOAAOERndorsemeAtQéiter 6jqQOD1 1T AA

1 Within a year from the of the egistration of the endorsement letter in the etool,
submission ofGap Analysis, Action Plan, andOTM-R checklist;;

1 Initial granting of the HR Award.

2. Implementation phase

Two years (24 months) after theinitial granting of the HR Award:

1 Assessment of implementation of tk Initial Action Plan published at initial phase;
1 Publication and assessment of theRevised Action Plan, which will cover the
upcoming three years (36 months).

3. Renewal phase(s)

Three years (36 months) after the interim assessment:

1 Assessment of the implementation of theRevised Action Plan published at
implementation phase;

1 publication and assessment of thdmproved Action Plan , which will cover the
upcoming three years (36 months);

1 the first renewal phase will also include aSite Visit on the premises of the
Institution;

1 the subsequent Renewal Phases will keep implementingmproved Action Plan
alternating every three years (every 36 months)Renewal with site visit and
Renewals without site visit (i.e. ¥ renewal with site visit, 2nd renewal without site

| A

visit, 31d renewal with site visit, 4rOAT Ax A1 xEOET 66 OEOA OEOEOD
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Below is a graphic representation of theadvancement from progress to quality in Human
Resources Management via the HRS4R and summarises the timeline and the different
phases of the HRS4R process.

s oo | o

i [ )
2 2 F F
T Endorsement of the C&C
P o m m m
Implementation i Implementation Implementation Implementation
T apptication for the MR Award: of the Action of the Revised of the Impraved of the Further
Plan Action Man Action Plan Improved Action
¥ Gap Analysis Plan
+ OTM-R Checklist
+ Initial Action Plan Design E
-
12 months .
g 24 months 35 months
—_— ——
HR AWARD
GRANTING 36 months 26 months
HR54R - frorm PROGRESS to QUALITY
m Institution 5; European Commission i External Experts

2.1 The G\dministrative eligibility checkd

Independently from the phase, the European Commission (EC) Wicreen eachsubmission
before it is submitted for assessmentto assess it@administrative eligibility. This check has
the purpose to validate an application in terms of its formal compliance with the application
procedure described in theseguidelines and will only verify that all the forms are duly
completed in the HRS4R +#ool, and they contain sufficient information to enable the
experts to proceed to their assessment.

The institution will be informed of the result of this checkwithin approximatel y one
month after the submission via an automatic notification from the etool. The check can
have one of the following results:

1. in case the eligibility check is positive, the application is sent for assessment.

2. in case the administrative eligibility che& is negative, the submission will be reverted
to "draft" so that the Institution can edit it and implement all the required modifications
within two months from the check.  This is an administrative action and will not
impact in any way the assessment gfour institution by the HRS4R experts.
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2.2 Selection of the assessing teasn

Except forthe assessment of the implementation phase, which involves only one assessor,
an assessing team comprises three expertt exceptional are cases (limited avadbility,
unforeseen events etc.) an assessing team for the initial or the renewal phase may be
formed by two experts only.

Ideally, the team is formed by one or more of the experts who formed the assessing team of

OEA DPOAOGEI 60O PEAOA8 (1 xAOAOh OEEO EO EECEI U

possible to achieve.

Furthermore, the experts forming the assessing teapare normally from a different country

of the applicant institution. However, in particular cases, (e.g. because of local specificities
local regulations, national laws etc.) the assessing team may include an expert from the
same Country of the assessedstitution.

Finally, the experts must have no conflict ahterest with the assigned case.

2.3 Who are the HRS4R experts

The experts are selected by the EC in a transparent process on the basis of the following
criteria:

V Personal competence andexperience in the HRS4R field or any similar HR strategy
development and implementation;

V Geographic distribution over EU27;

V Institutional spread (i.e. research institutions, universities, research funders etc.)

Prior to the involvement of the experts inthe assessment, they receive appropriate training
on all issues and requirements. Also, prior to any assessment, the experts sign a declaration
of confidentiality covering issues such as performance or obligation of impartiality. These
confidentiality 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.

2.4 The assessment

In the Initial phase and in the Renewal Phases, one of the three experts forming the
AOOAOGOGET ¢ OAAIi h OAAAEOA OEA OIT1 A T &£ OI AAA
the production of the final report, in consensus with the other two assesser The final
consensus report will contain the official outcome of the assessment including, if needed, a
set of recommendations.

The applicant institution shall take into account the recommendations provided by the
experts in the consensus report of theprevious phase, and address them via tailored
actions. This will ensure the completion of a cycle and the transition to the next stage in the
implementation process.

17
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The experts assigned to the assessing teawill use the HRS4R ool in all cycles of the
HRS4R process to ensure equal treatment to all applicant institutions.

18



3 Initial Phase

Once the access details for the HRS4Raml are set, the HRS4R Admin can initiate the
application process for the HR Award.

3.1 General overview: tasksresponsibilities and timelines:

The graph belowdetails the flow of the actionsfor the Initial Phasealternating between the

m Institution and the & European Commission (EC)

fili Commitment Letter

fili Gap Analysis, OTMR
~ & Action Plan

hre

e

@ @ @
8 Confirmation of 8 Initial Assessment
Endorsement Letter
INITIAL PHASE
GAP Analysis,
COMMITMENT LETTER OTM-R checklist,
ACTION PLAN
8
The institution CONFIRMATION LETTER
submits the letter
endarsing the C&C
and commiting to 1
imp|ilmenl: the t‘ i
HASAR. INITIAL ASSESSMENT
The EC checks the
12 months

endorsement letter
and sends back to the
institution the
confirmation within
10 working days.

m Pt

|

The institution must
submit to the EC the
Gap Analysis, the
OTM-R checklist and
the Initial Action Plan
(12 menths after the
confirmation letter).

If the application
passes the
administrative
eligibility check, the

EC will send the file to

external assessment,
based on assessors’

availability (it may

take up to 2 months).

European Commission S0, External assesson

The 3 assessors will
produce in
consensus the Initial
Assessment Report
which is
communicated to
the institution by
the EC.

I

N.B.: The institution will have access to the consensus report within approximately three

months after the confirmation of theadministrative eliqibility check.

3.2 Creation of an application case in the HRS4R@ol

The HRS4R Admin will access the HRS4R section via MY EURAXESS dashboard. By clicking
on the yellow button, "Create a case & apply for the HR Award" the HRS4R Admin will
create a case and initiate the process.
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My HRS4R Case

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

CREATE A CASE & APPLY FOR THE HR AWARD

3.3 Endorsement of the C&C and submission of the Commitment Letter

When the institution is ready to get involved in the process, the first step is to sena
commitment letter to the EC, issued by the Rector, President or other senior level position
such as the VicePresident for Research, or another person representing the legal body
authorised to make a commitment on behalf of the institution.

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

The institution can use their own text and format to draft the commitment letter, however
the below elementsare mandatory requirements:

V The letter should be written in English.

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

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

V 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 cyocks 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 version. Get
inspiration from examples of endorsement letters published in the Annex or théalicy

Library.

Part of the initial application procedure is to also provide the contact details of the person
who will represent the interface with the EC in terms of the HRS4R process. The procedure
for to obtain the role of HRS4R Admin is detailed igection 3.2.3

If needed, the contact person can be updated at any time during themigation process. In
order to do so, send an email to the Help Deskypport@euraxess.org indicating the name,
email address (as registered in the portal), function and contact details of the person that
should be granted the HRS4R Admin role. Note thahis role is granted only to one
person per institution, and it is the institution responsibility to ensure an active
HRS4R Admin at all times.
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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 wntten 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

Clicking on the "Save" button saves the providednformation and still allows the
information to be edited before it is submitted. The status of the application will be changed
into "Pending" as below:
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M CEC Endorsement: Commitment Latter

Endorsement Letter
i i { (7878 KB

Contact Person for the HRS4R

Contact Person
Jane Do HR Consultant

Email: it Office Telaphone: 0032 485 403 555

Bl e

The pdf version of the endorsement letter will have to be uploaded in the HRS4Ro®l.

After clicking on "Submit", the application cannot be edited anymore and the action cannot
be undone. The status of the application will consequently change into "Submitted".

I C&%C Endorsement Commitment Letter
Endorsement Letter
! Al ) (7978 KE)
Contact Person for the HRS4R

Contact Person
Jane Doe HR Consultant

Email: taurt <, Office Telephone: D032 435 403 555

At this point, the application reaches the EC, who will check the compliance of the
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 phase of the application, as well as the currergka
and the deadline, as shown below:

Case Number: Pending % HRS4R Procedure &
@ nmaL Prase € renEwaL PHasE
Current Task: C&C Endorsement Confirmation of Endorsement Deadling: 23/04/2018
Letter
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%l AT OOAT AT O0d #1711 £EOI ACETT T &£ %l AT OOAT AT O , AC
Once this stage is completed, the institution Wibe able to move to the next task of the

HRS4R process.

&, C&C Endorsement: Confirmation of Endorsement Letter

o

Date: Tue, 08/05/2018 - 15:42 by Anka RTD ACCEp‘[Ed

"U Al EAEET C 11 O.1O0EZEEAAQEIT 1T &£ #111EOI AT 06 (
of the Charter and Code principles and commitment to the implementation of the HRS4R is
displayed.

Once the Endorsement Letter is approved, the EC will allocate a case number to the
Apbl EAAOEI T8 '1T ADPPI EAAOEIT OEAO EAO 110 AAAI
Important : The case number allocated to the institution will be an essentiaode in all

future interactions with the EC Services regarding the HRS4R process: do not forget to
include it in all your correspondence.

If the application is "Accepted”, the HRS4R dashboard of the institution will highlight the
case number allocated ad the deadline of the next task: Gap Analysis, OTR] Action Plan
Design, calculated at 12 months from the date the endorsement letter was confirmed, as
shown below:

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

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

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

@ > I\f

8 Confirmation of
Endorsement Letter
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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 will show the reasons for rejection:

& 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 toresubmit the application based on the
recommendations provided by the EC. The top horizontal menu will reflect the position of

the institution at the first task of the flowz O# 1 1 | EOI AT O , AOOAOS6 8 4EA
to resubmit the application within one month.

3.4 Theapplication

The Gap Analysis, the OTMR Checklist and the Action Plan are the threemandatory
documents to be completed by institutionsat the Initial Phase,within 12 months after the
confirmation of their endorsement letter. The three documents are standard forms to be
completed in the HRS4R-oo0l. Together, with the Process Descriptiofiorm, they constitute
the application for the "HR Excellence in Research Award". The sulssion of these
documents through the HRS4R-&ol is possible only as a package.

The deadline for the submission is visible on the upper right corner of the HRS4R
dashboard of the institution.
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3.4.1 Process Description

In OEA 00 0Ol AA O Gforng the ivgititiBrOdhduld describe and explain tow it
proceededto consult and involve the required internal and external stakeholder groups for
the design of the Gap Analysis. Typically, all management departments directly or indirectly
responsible for resél O A E A @s6u@s shofld be included (i.e. the VieRector for Research,
the Head of Personnel, and other administrative staff members).

In addition, the institution must consult and involve a representative 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 a detailed degitron

of R1-R4 researcher levels, please visit the information published on tHteURAXESS portal

The institution can choose its own hannels and tools to consult and involve stakeholders
(i.e. surveys, workshops, etc.), butt should base its methodology on the Process
Description form..

The institution can see some good practices of surveys to research staff in tRelicy
Library .

3.4.2 Gap Analysis
What it is

The Gap Analysis seeks to answer the questions "where are we?" (current state) and "where
do we want to be?" (targt state) as an institution, with regard to the 40 principles of the
C&C.

Why it is important

The Gap Analysis provides a clear picture of the development needs, while identifying any
deficiencies or shortcomings. Once the gaps are identified, it becomeasier to prioritise
and quantify them, also establish the work effort that will be required to address them.

There should be a clear connection between the Gap Analysis and the subsequent measures
outlined in the Action Plan.

Key elements to consider

The template of the Gap Analysis can be found in the Annex and in the EURAXESBY
Library. This template is for guidance only, the teplate available orline on the application
case should be filled in and submitted. However, we recommend working on the template
offline together with the wide range of internal and external stakeholders whom the
institution intends to consult and involve in the process, based on the specific working
mechanism each institution will be willing to set. The Gap Analysis should not be the
outcome of a unilateral approach, but of participative, collaborative cumulated feedback,
comprising the overall views and reds of the 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 data in the HRS4Rel.
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Gap Analysi©verview

The Gap Analysis addresses how the institution rates its performance with regard to the 40
principles of the C&C, what corresponding gaps are identified and how they will be
addressed and if any barriers are currently impeding implementation.

The 40 principles are listed under the four thematic headings of the C&C:

Ethical and professional aspects
Recruitment and selection

Working conditions and social security
Training and development

= =4 4 A

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

++ fully implemented
+/- almost but not fully implemented
-f+ 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 to provide evidence of the specific
case (i.e. examples of programmes, policy in practice, etc.).

If the rating is "almost but not fully implemented”, "partially implemented" or
"insufficiently implemented”, they should be accompanied by the description of the gap, as
well as by details about the measures the institution will undertake in order to fill the gap
and address it.

Comments should be also added on whether aspects of the national or local léafise
environment support or constrain the implementation of a principle.

After filling in the Gap Analysisform in the HRS4R dool, it is essential to click the "Save"
button, in order to be able to review and update data, at later stages, if needethe
"Submit" button will be enabled only after the OTM -R Checklist and the Action Plan
form are also completed .

3.4.3 OTMR Checklist
What it is

It is a specific seHassessment checklist provided to report on the status of achievement in
terms of the implementation of Open, Transparent and MeriBased Recruitment (OTMR)
policies and practices, which aims at making research careers more attractive, while
facilitating mobility and equal opportunities for all candidates.
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Why it is important

The OTMR Cheklist builds on the C&C principles related to the Recruitment of
Researchers. Coupled with the Gap Analysis, it will further provide to institutions a clearer
picture of their development needs, which will be prioritised and addressed with concrete
actions, part of the Action Plan to be implemented in the upcoming years.

Key elements to consider

The OTMR checklist consists in a list of questions covering 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 self
reflection exercise ofthe institution. The state of achievement in terms of each issue will be
rated, as below, in the column dedicated to "Answer". For each situation, there should be
details included on theindicators 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 OTN-R policy online (in the
national language and in English)? ++ Yes completely web link

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

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

Is everyone involved in the process sufficiently frained in the area of
OTM-R?

-+ Yes partially

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

OTMR Checklist Overview

The "Open", "Transparent” and "Meribased" checkboxes are indicative of the type of
policies and practices the questions refer to, as detailed in the C&C. They are-pe¢ in the
HRS4R ool and cannot be changed. No action is needed from institutions in their respect.

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

For the "Suggested indicators" column, whenever the mouse is hoes on the row
dedicated to each question, a small text bowill pop up, indicating options of potential
indicators to use. However, each institution should identify their own measurements of the
effectiveness of its OTMR policy, which should be further reiewed and adapted.

Important:. The OTMR Checklist isalso available as a template in theAnnex and in the
EURAXESSolicy Library. As in the case of the Gap Analysis, this is a guidacdy
template and the HRS4R Admin should fill in and submit the tgohate available in the on
line case. However, it is highly recommended to be handled first offline, in order to collect
the information needed based on a collaborative approach, with the consultation and
involvement of the stakeholder working groups. Oncethe final version is internally
validated, the information can be included in the HRS4Rteol.
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If the institution has a recruitment strategy which implements the principles of Open,
Transparent and MeritBased Recruitment, it is mandatory to publish it orthe institution's
website in a visible place. The web link will be provided part of the Action Plaiorm.

A step-by-step guide to better OTMR practices, as well as examples of good practice can be
found in the Annexsection 7.2.2

After filling in the OTM -R checklist in the HRS4R etool, 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 are
also completed.

3.4.4 Action Plan
What it is

The Action Plan is a sequence of activitiethat must be carried out in order to help the
institution advance from the current state to the target state, with regards to the
implementation of the 40 principles of the C&C. They will address the improvement needs
identified in the Gap Analysis and th OTMR Checklist.

Why it is important

The Action Plan establishes the foundation of an HRS4R management by objectives process
inside the institution. It stems directly from the Gap Analysis and the OTHR Checklist and it
presents the institution's strategic vision in terms of the priority area and implementation
steps to be undertaken in the next two years.

Key elements to consider

The Action Planform to be used for reporting in the HRS4R-tol comprises four separate
parts:

Organisational information

This section is intended to illustratethe larger context in which the institution performs, its
structure, its impact upon the communities it serves, as well as the resources leveraged.
There are twocategories of data required:

V Staff indicators to be presented as fultime positions (FTEs) at the moment of
reporting in the HRS4R eool, and

V Budget and funding, if applicable, to be expressed as amounts in euro. For countries
using other currencies than euro, official currency conversion tools should be used,
such as currency conversiortalculators of national banks.

Strengths and weaknesses of the current practice

In this section, the institution must provide an overview of its current state and practice
under the four thematic headings of the C&C (Ethical and Professional aspects¢iRgment
and Selection, Working Conditions and Social Security, Training and Development).
Information on current practices related to OTMR should be also included here.
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We strongly recommend elaborating on both strengths and weaknesses (although these
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 easier, all principles with their

implementation ratings will be retrieved automatically from the Gap Analysis into the

Action Plan. The proposed actions can address either individual or multiple principles and a
list of GAP principles not selected in any action is provided.

We propose an aproach based onSMART Action Planning, which incorporates five
characteristics of a goal: specific, measurable, attainable, relevant and tirhased.

More specifically, the Action Plan should:

V include tasks that overcome existing/emerging gaps, as identified in the Gap
Analysis and the OTIMR Checklist in a specific way,

V state task ownership and responsibility (i.e. assigned to a specific department,
specific person/role within the institution),

V have a clear timeframe for implementation (at least two years up to the first Internal
Review),

V indicate how the state of achievement will be measured by means of key
performance indicators (KPIs).

V The timeline should cover at least two years up to thert Internal Review. Timing
should be indicated by quarters of a year.

V The actions should reflect a balance between shetérm interventions (i.e. such as
organising a workshop) and longterm systemic actions that bring about culture
change.

V The institution can customise planning based on 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.

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

Select principle

Add another row +
The Action Plan also includes a dedicated section to OTRpolicy and pradices.

The establishment of an Open Recruitment Policy is a key element in the HRS4R strategy.
The applicant institution must also indicate how the Open, Transparent and MerBased
Recruitment Toolkit will be used and how the principles of Open, Transpar¢é and Merit-
Based Recruitment will be implemented. 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 instution will have

to make the link between the OTIVR Checklist and the overall Action Plan in a free text
section.
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If the institution already has a recruitment strategy that implements the principles of Open,
Transparent and MeritBased Recruitment, it mst provide the web link where this strategy

L A L oA N A o oA

AAT AA £ 61T A 11 OEA ET OOEOOOEI 1860 xAAOEOAS

Implementation of the HRS4R process

This section must include information on how the HRS4R will be coordinated and
embedded inside the institution through working groups, alignment with HR policies or
internal mechanisms, etc.

Besides describing actions in a free text, there is also a mandgy checklist with questions
to answer, as below. The answer to each question should be responded in a maximum of
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 stakehelders, 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

Should the same answer be applicable to more than one question, please state clearly if the
case instead of duplicating replies.

Important : The Action Plan and HRS4R strategy must be published in an easily accessible
1 TAAQGET T 1T A& OEA iHe QRIEO €h® Edrréspodding: viebpade Onlist be

included in the URL field in theHRS4R QT T 1 h OOAOOET ¢ xEOE OEOODPO(
only one URL should be shared.

3.4.5 Submitting the application
Once the mandatoryforms (Process Description, Gap Argsis, OTMR Checklist and Action

Plan) have been duly completed and saved and are in posittéhOAT EAd j AOGO 11 0O
the option to upload additional documents beomes availablelt is recommended to use this
option only to submit sensitive documents that cannot be publishedl T  UT OO T OCAT EO

website. Also,as this function allows the upload of only one document, in case you want to
upload multiple files, please compress theninto a single zipped folder.
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Choose a file

Choose File | No file chosen Upload

Upload only supportive documents 10 the application (1.€. Surveys, reports, etc.) but not the application templates
(Gap-Analysis, OTMR or Action pian)

Allowed extensions: pdf doc docx zip

Maximum allowed size: 10MB

M
O
M
>
T

4EA AOOOI1T O30AIEOG OEITOIA 1T1x AA O
should review the status of eacliorm and fix the possible errors:

m Pending: The form is either empty oI needs to be revised because the EC has requested
corrections after its submission.

m Draft - Invalid: The form is saved as a draft version. Not all required fields are provided.

m Valid - Not Submitted: The form is duly filled and ready for submission. Must click " Submit”
button to send it to the next task.

m Submitted: The form has been finalized and submitted to the next task- it is no longer
possible to edirt it

7EAT A1l AT AOGI AT OO AOA AT OOAAOIAOCOEHIT AAE BT
application to the EC. At this point, the institution will no longer be able to update the files
and the action cannot be undone.

3.5 Deadline tension request

In case the Institution needs more time for submitting its Internal Review, it carequest an
extension of the deadline.

m
—_

QA

The request should be submittedvia the e-toolonly OOET ¢ OEA OOANOAOO A@C

(see image below)which is activated one month before the deadline . Thestandard
extension of this request isone additional month from the previously set deadline. In case
the Institution wishes for a longer extension (of two or more months) this request must be
AAOGAET AA AT A A EODOEGEGABEAA BEEAOED 80

ThisTt POET T EO 1T £FAOAA 111U TTAA j EB8A8 OEA OOA

Upon exceptional circumstancesadditional extensions may be granted on a cadey-case
base.To do this, write a request toRTD-CHARTER@ec.europa.eu

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

© Request Extension = Deadline: 13/04/2019

-—
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3.6 Initial Assessment
3.6.1 Description and timeline of the assessment process

After the successful submission of the HR Award application, the institution moves to the
next level ofthe process, which consists of two separateeps: theadministrative eligibility
checkand, if successful, the assessment of the application.

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

— o o o hf

8 Confirmation of 8 Initial Assessment
Endorsement Letter

l—) 1. Administrative eligibility check

2. Assessmenbf the application <

i Gap Analysis, OTMR
il Commitment Letter ~ & Action Plan

— o © I\f

8 Confirmation of
Endorsement Letter

The assessment of the application

The second step of the Initial Assessment phase is performed by three independent experts
and can only be initiated if an application has passed the administrative eligibility check.

How the assessment process is organised:

Each application will beassessed by three experts or peer reviewers. In general, they are
from a different country than the applicant organisation. If the national context is too
complex, an expert from the same country may be selected, provided no conflict of interest
exist.

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

The experts will specifically be interested to find:

V Clear information on the context overview in which the HR Strategy is degied (assets
and barriers).

V Coherence between the Gap Analysis and the Action Plan.

V Concrete actions for the implementation of the principles of the C&C, with clear
indicators and timelines.

V Examples of how the institution consulted and involved the requed internal and
external stakeholder groups in their HRS4R process.
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