The toolkit: a step-by-step guide to better OTM-R practices

This guide sets out, in chronological order, the various steps of the recruitment process,
from the job advertising/application phase through to the appointment phase. It aims to
build on the principles of the Code of Conduct for the Recruitment of Researchers'?,
providing more detailed information, practical solutions and includes examples of good
practice.

Three phases have been identified:

- Advertising and application phase
- Evaluation and selection phase
- Appointment phase

1. Advertising and application phase

1.1 Advertising the post

In line with the principles "Recruitment"” and "Transparency" of the Code of Conduct for the
Recruitment of Researchers, it is recommended to keep the job advertisement and
description of requirements as concise as possible and include links to more detailed
information online. Applicants should be able to find information on:

e organisation and recruiting unit

e job title, specifications and starting date

e researcher career profiles (R1-R4) with the respective 'required' and 'desirable’
competencies

e selection criteria (and possibly their respective ‘weight’), including knowledge and
professional experience (distinguishing the 'required' and 'desirable’)

e number of available positions

e working conditions, workplace, entitlements (salary, other benefits, etc.), type of
contract

e professional development opportunities

e career development prospects

It should also include:

e the application procedure and deadline, which should, as a general rule, be at least
two months from the publication date and take account of holiday periods

e areference to the institution's OTM-R policy

e areference to the institution's equal opportunities policy (e.g., positive
discrimination, dual careers, etc.)

e contact details
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All vacancies should be published on EURAXESS. This implies that the advert should be
published at least in the national language and in English.

Although possible, any exception to the above should be duly justified in the recruitment
procedure.

1.2 Keeping the administrative burden to a minimum

The request for supporting documents should be strictly limited to those which are really
needed in order to make a fair, transparent and merit-based selection of the applicants.
Moreover, in cases where certain documents are legally required, applicants should be
allowed to make a declaration in which they engage to provide the proof after the selection
process is concluded. For example, applicants should not have to provide original or
translated certificates related to qualifications with their initial application.

It is strongly recommended to allow the transmission of supporting documents by electronic
means and possibly to develop an e-recruitment tool.

1.3 Acknowledging receipt and providing additional information

All applicants should receive an (automated) e-mail acknowledging that their application has
been received and providing them with further information on the recruitment process,
indicating the next steps and including an indicative timetable (shortlisting or not, interview
period, appointment date). Care should be taken to allow sufficient time before the
interview for external candidates to make the necessary travel arrangements and prepare
properly for the interview. If there are subsequently significant changes or delays to this
process, all applicants should be duly and timely informed by (a standard) e-mail.

2. Evaluation and selection phase

2.1 Setting up selection committees

In line with the principle "Selection" of the Code of Conduct for the Recruitment of
Researchers, selection committees should be established for all profiles (R1-R4), though the
size and composition of the committees may differ according to the profile and type of
contract. The process to nominate and appoint the selection committee should be
transparent and made public.

The selection committees should be independent, members should not have any conflict of
interest and the decisions must be objective and evidence-based rather than based on
personal preference. The committee should make best use of the expertise of external
members. The composition of the committee should be appropriately diverse. In order to
achieve this, the following elements should be considered:

e a minimum of 3 members;

e gender balance, e.g., not less than one third of one gender in the committee;

e inclusion of external expert(s) in all committees (external meaning outside the
institution);



e inclusion of (or contribution from) international experts, who should be proficient in
the language(s) in which the process will be conducted;

e inclusion of experts from different sectors (public, private, academic, non-academic),
where appropriate and feasible;

e -the committee as a whole should have all the relevant experience, qualifications and
competencies to assess the candidate.

Any derogation for certain positions, types of contract or indeed for specific disciplines
should be clearly set out.

2.2 Screening and interviewing

All applications should be screened. Depending largely on the number of applicants as well
as the internal human resources available, the process may involve one or more steps, e.g.,
pre-screening to check eligibility, shortlisting of candidates for interviews, remote interviews
by telephone or skype, face-to-face interviews. While remote interviews may often be
appropriate, in particular at the first interview stage, they should not altogether replace
face-to-face interviews in cases where these are being conducted for internal candidates. All
candidates should be treated equally and in the same way.

It is recommended that the same selection committee is involved in all steps, although it is
recognised that this may not always be feasible and that, for example, one committee may
do the initial screening and another may conduct the interviews. Accordingly, it is strongly
recommended that the process itself is transparent and made known to the applicants,
including the various steps.

In case of face-to-face interviews, the institution should cover the (international) travel and
accommodation expenses of the interviewees.

2.3 Assessing merit and future potential

The criteria for selecting researchers should focus on both the candidates' past performance
and their future potential. The emphasis is likely to change according to the profile of the
post, e.g., when recruiting an R1 researcher, future potential is likely to outweigh past
performance.

In line with the principles "Judging merit", "Variations in the order of CVs", "Recognition of
mobility" and "Seniority" of the Code of Conduct for the Recruitment of Researchers, the
evaluation criteria should be consistent with the requirements of the position as regards
research, supervision or, for example, teaching competencies.

Merit should be judged qualitatively as well as quantitatively, focusing on results within a
diversified career path, taking into account career breaks, lifelong professional development
and the added value of non-research experience.

A wide range of evaluation criteria should be used and balanced, according to the position
being advertised. Depending on the specific profile of the post, this may include (in
alphabetical and not hierarchical order):




e acquisition of funding;

e generation of societal impact;

e international portfolio (including mobility);
e knowledge transfer and exchange;

e management of research and innovation;
e organizational skills/experience;

e outreach/public awareness activities;

e research performance;

e supervision and mentoring;

e teaching;

e teamwork

It is strongly recommended to make use of the European Framework for
Research Careers?’, which identifies both necessary and desirable
competences for each of the four broad profiles for researchers (R1 to R4).

3. Appointment phase

3.1 Feedback

In line with the principle "Transparency" of the Code of Conduct for the Recruitment of
Researchers, all applicants should receive written or electronic notice at the end of the
selection process, indicatively within one month and without any unnecessary delays.

It is strongly recommended to inform all applicants who were admitted to the interview
about the strengths and weaknesses of their application. Other applicants, who did not
make it to the final stages, should receive a standard mail informing them of the outcome.
All applicants must be entitled to further feedback upon request.

3.2 Complaints mechanism

The institution should establish a procedure to deal with complaints made by applicants who
believe that they have been treated negligently, unfairly or incorrectly. This procedure
should be transparent and made public. It should include an indication of the timeframe
within which a complainant will receive a response, which should in principle be no longer
than one month.
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