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OTM-R checklist for the Lukasiewicz - New Chemical Syntheses Institute Research Network.

The checklist is a self-assessment of the open, transparent, merit (OTM-R) recruitment process at Lukasiewicz - INS. The response column
indicates the status of implementation of the OTM-R policy (++/ Yes, completely), (+-/ Yes, basically), ( -+/ Yes, partially), (--/No). In the
column of suggested indicators (or form of evaluation), details of indicators or form of measurement are given
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Yes, completely
E Yes, in principle
> o Yes, partially
E E = No SUGGESTED SUGGESTED INDICATORS
(7}
o Z E INDICATORS (OR FORM OF EVALUATION)
=
E (OR FORM OF
EVALUATION)
SYSTEM OTM-R
Have we published a X X X ++ OTM-R Policy in Polish
version of our OTM-R http://ins.lukasiewicz.gov.pl/images/dokumenty/ogloszenia/Praca/pr L-INS.pdf
policy online (in the in English:
national language and in http://ins.lukasiewicz.gov.pl/images/dokumenty/ogloszenia/Praca/pr L-INS en.pdf
English)?
Do we have an internal X X X +- The Recruitment Policy introduced by the Director of the institute by order as of 30/12/2022
guide setting out clear clearly defines the procedures and practices of OTM-R and the qualifications for the job
OTM-R procedures and
practices for all types of
positions?
Is everyone involved in X X X ++ Each employee has access to the internal network (Intranet), where all legal acts, orders,
the process sufficiently business orders are located. Employees are required to familiarize themselves with the
trained in the area of applicable internal regulations. Persons directly involved in the recruitment process who are
OTM-R? members of the recruitment committees (the Directorate, managers and their deputies, HR
staff) have been trained in the OTM-R policy.
Do we make (sufficient) X X X ++ The recruitment process is conducted using IT tools. Job advertisements are posted:
use of e-recruitment - on the Institute's website: http://ins.lukasiewicz.gov.pl/index.php/pl/praca (both in the
tools? native language and English)
- BIP http://ins.lukasiewicz.gov.pl/BIP/
- at the EURAXESS website https://euraxess.ec.europa.eu/jobs
- at the website of the Ministry of Education and Science https://bazaogloszen.nauka.gov.pl.
In justified cases, the Institute uses the paid recruitment portal www,pracuj,pl.
This year we purchased an e-recruitment program https://erecruiter.pl/
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Candidates are provided with the opportunity to contact and send application documents by
e-mail to: rekrutacja@ins.lukasiewicz.gov,pl.
Do we have a quality X -+ The e-recruiter platform allows you to monitor a candidate's experience and impressions of
control system for OTM-R the recruitment process.
in place? The Candidate experience survey allows those involved in the recruitment process to give
feedback on the recruitment process.
Does our current OTM-R X +- The EMPLOYMENT tab on the Institute's website lists current recruitment processes. External
policy encourage external candidates applying for employment have the opportunity to learn more about working at the
candidates to apply? Institute.
If necessary, they can also contact the HR Department for information on the recruitment
process currently underway.
Is our current OTM-R X ++ Job advertisements for positions of scientific staff are published are published in both Polish
policy in line with policies and English on the Institute's website. Publication on the EURAXESS portal also promotes
to attract researchers recruitment of research staff from abroad.
from abroad?
Is our current OTM-R X ++ tukasiewicz - INS seeks to minimize disparities in attracting underrepresented groups.
policy in line with policies
to attract
underrepresented groups?
Is our current OTM-R X ++ tukasiewicz - INS offers employees a rich social package, including:
policy in line with policies - holiday subsidies
to provide attractive - tickets to the cinema
working conditions for - passes to the swimming pool
researchers? - passes to gyms
- collective insurance
- additional medical care provided by LUXMED
Employees have access to a number of training courses that allow them to develop, update,
expand their knowledge and skills.
Flexible working hours allow tukasiewicz - INS employees to maintain work & family life
balance.
Do we have means to +- In accordance with the policy of OTM-R tukasiewicz - INS, the recruitment process is aimed
monitor whether the most at selecting the most suitable scientists from among the applicants by publishing all the
suitable researchers necessary information in recruitment advertisements (detailed job description, necessary
apply? requirements, scope of tasks to be performed in the position, required documents), The e-
recruiter recruitment platform significantly facilitates the recruitment process by, among other
things, speeding up the publication of advertisements, facilitating the selection of candidates.
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Advertising and application phase

Do we have clear X X ++ All job announcements for researchers are published on EURAXESS without exception. The

guidelines or templates OTM-R policy includes an appendix that serves as a template for the announcement, while

(e.g., EURAXESS) for Euraxess has its own internal template with mandatory elements to be completed.

advertising positions?

Do we include in the job X X ++ Yes

advertisement

references/links to all the

elements foreseen in the

relevant section of the

toolkit?

Do we make full use of X X ++ All research vacancies are advertised on the EURAXESS.

EURAXESS to ensure our

research vacancies reach

a wider audience?

Do we make use of other X X ++ Job advertisements are posted at the Institute's website, BIP, MEIN. We also use the

job advertising tools? eRecruiter recruitment platform

Do we keep the X ++ The recruitment announcement contains requirements for candidates and the required

administrative burden to a documents. The candidates are asked to provide only necessary documents for the purpose

minimum for the of the recruitment and entering into employment contract.

candidate?

SELECTION AND EVALUATION STAGE

Do we have clear rules X X ++ The existing OTM-R policy clearly defines the composition of the Recruitment Committee and

governing the the appointing entity depending on the position for which recruitment is being conducted.

appointment of selection

committees?

Do we have clear rules X X ++ The composition of the Recruitment Committee is determined by the Director at the time of

concerning the the decision to initiate the recruitment process. The Recruitment Commitee shall be appointed

composition of selection by the Director by order. The Recruitment Committee consists of 3 persons: Chairman -

committees? Director, R&D Center Director (Deputy Director) or Manager; Recruitment Committee Member
- R&D Center Director, Manager, Deputy Manager, Recruitment Committee Member - HR
Department employee.

Are the committees X X ++ In accordance with the OTM-R policy, the Director is guided by the principle of gender equality

sufficiently gender- (min. 1 female / min. 1 male) in the selection of Commission members.

balanced?
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Do we have clear
guidelines for selection
committees which help to
judge ‘merit’ in a way that
leads to the best
candidate being selected?

In accordance with OTM-R's policy, the evaluation of a job candidate is carried out based on
established objective selection criteria, and the evaluations and recommendations of each
member of the Selection Committee are compared to select the best job candidate.

APPOINTMENT FOR POSTS

Do we inform all
applicants at the end of
the selection process?

Information on the outcome of the recruitment is posted on the Institute's website and BIP.

Do we provide adequate
feedback to interviewees?

Information on the outcome of the recruitment is posted on the Institute's website and BIP.

Do we have an
appropriate complaints
mechanism in place?

Each candidate has the opportunity to raise objections to the Director of tukasiewicz - INS
about the recruitment process. At the time of reporting, each case is considered individually.

GENERAL ASSESMENT

Do we have a system in
place to assess whether
OTM-R delivers on its
objectives?

The introduction of a recruitment survey (Candidate experience) will allow continuous
monitoring and improvement of the OTM-R policy.
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