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Presentation of the OTM-R FCADIZ-INIBICA Policy

FCADIZ wants to ensure that the best candidate becomes part of the team and for
this purpose this staff recruitment and selection policy document has been
created, with the aim of being aligned with an open, transparent and merit-based
selection process (OTM-R).

The Human Resources department seeks to ensure that the communication,
training and professional development of 1@s investigador@s of the FCADIZ is
carried out in a flexible work environment. To this end, selection mechanisms
have been put in place in accordance with the constitutional principles of equality,
merit and ability, and then international mobility and the exchange of knowledge
of I@s investigador@s are encouraged, which ultimately contribute to increasing
the quality of research.

FCADIZ is a small institution, however, it does not want to be left out of the
strategy that involves the application of an OTM policy-R since it represents one
of the fundamental pillars of the European Charter for Researchers and the
Code of Conduct for his Recruitment
(https://euraxess.ec.europa.eu/jobs/charter/european-Charter

and https://euraxess.ec.europa.eu/jobs/charter/code).

To this end, errors have been promoted and corrected in the selection and
hiring processes of personnel in FCADIZ, thus guaranteeing equal
opportunities, merit and capacity, whether they are research staff, technical
staff and management staff.

General principles

Therefore, the selection and hiring of personnel, in their different categories,
will be carried out in the Foundation through a competitive process, to which
the following criteria will be applied:

a) Advertising. The calls, as well as their regulatory bases, will be published on

the website -(https://inibica.es/ofertas-de-empleo/), and on a job portal of wide
national or international dissemination. In the case of the scientific area,
vacancies will be published on the EURAXESS career page. The published
job offer will include a detailed description of the general and specific
requirements of the applicant, the specific reference of the position
offered, the functions to be performed, the rules of the competition and
the opening and closing date of the call. Registration for job offers will be
done through online registration.
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b) Transparency. The calls shall define the minimum general and specific
requirements (including language requirements) of the applicants, the
criteria for evaluating the competition and the right to complaint or to
legal remedies at each stage of the procedure.

¢) Equality. The calls must ensure that no applicant will be excluded except in
the case of not meeting the minimum requirements. Candidates who meet the
minimum requirements will be evaluated without discrimination on the basis
of gender; age; ethnic, national or social origin; religion; beliefs; sexual
orientation; language; disability; political opinion; o Social/economic
condition.

d) Call. Call for competition.

The regulatory bases of the same will be clearly specified, which in any
case will contemplate the following important aspects:

e Characteristics of the Job
o Obijective of the call
o Project in Charge
o Maximum incorporation period
o Type and duration of contracts
o Financial endowment
o Number of places offered
e Profile of the Person to Hire
o Candidate requirements
o Functions to be performed
o Selection system or process with scale specification
¢ Documentation to be submitted
e Form and deadline for submission of applications
e Selection Committee
e Formalization and delivery of applications
e Deadline for submission of applications

e Provisional and Final Resolution
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e) Merit and ability. The selection must be based on the evaluation of the
CV by means of a previously established scale, the conduct of an interview
or any other system that ensures the objectivity of the process. Career
breaks or temporary variations in CVs will not be penalized, as they are
considered part of professional development and, consequently, valuable
contributions to the professional development of researchers within the
framework of a multidisciplinary career.

f) Professionalism and impartiality. The selection committee (will vary
according to the type of vacancy) for each type of competition belongs to the
same or higher professional category of the applicant. The affinity to a given
position will be determined by professionals from the same macro area or
management sphere and an ethical commitment will be signed to avoid conflicts
of interest with the applicants in the competition.

3. Personnel selection process

Each selection process is based on the application of the general principles
described above. From here, the steps in each selection process would be
those detailed in the following table:

3.1 Phases of the selection process

Phase 1- Advertisement of the Vacancy

It is included in the general principle of advertising the vacancy.

Phase 2 - Selection Committees

With regard to the composition of this Committee, a new composition will be
appointed according to each vacancy with a minimum of three members,
with different levels of experience and skills, with an appropriate balance
between men and women.

The Selection Committee ensures the appropriate assessment and
evaluation of the academic and professional qualifications, including non-
official qualifications, of all research staff, especially in the context of
international and professional mobility. The evaluation criteria must be
consistent with the requirements of the position being offered. The names
of the members of the Selection Committee are published.
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The selection processes will be differentiated between research staff and
management staff, so that the committees and selection criteria will also
be different.

The structure would be as follows:
President

e Name and Surname (IP/IR responsible for the call)
Members

e Names and Surnames, (To be selected by the IP/IR)

e Names and Surnames, HR Manager or derivative (always, an
administration person)

Phase 3 - CVS Screening

The HR team will receive and record applications. Candidates must submit
their application following the procedure and terms established in the call.

The online registration system will send an automatic email to each candidate,
to confirm receipt of the application and another to rrhh@inibica.es with all the
documentation submitted.

In the interview phase, candidates will be informed via email about the code
assigned for the monitoring of the selection process.

Phase 4- Interviews

The HR team will transfer the applications received to the members of the
Selection Committee, who will verify full compliance with the admission
requirements and will then proceed to assess the merits of the candidates.

The pre-selection of candidates will be carried out based on the CVs and in
accordance with the requirements demanded in the offer. The selection
process will take into account all the candidate's experience to jointly evaluate
the merits in a qualitative and quantitative way. The Selection Committee, if it
deems it necessary, can check letters of recommendation and request the
appropriate certificates.
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Once the eligibility of the candidates has been assessed, face-to-face or
virtual interviews will be arranged with the people finally pre-selected.

The HR department will ensure that questions are not asked in the job
interview that should not be asked because they go against equality,
privacy and labor rights. These questions are usually related to aspects
that are not relevant to the performance of the position and that could be
considered discriminatory. Here are some types of forbidden or
inappropriate questions:

- Personal Information
Age: "How old are you?"
Marital status and family situation: "Are you married?" or "Do you have
children?"
+ Sexual orientation and gender: "What is your sexual orientation?" "Do you
identify with any particular gender?"
Origin, Nationality and Ethnicity
Country of origin: "Where are you from?" or "What is your nationality?"
Native language: "What is your native language?"
- Beliefs and Affiliations
Religion: "What religion do you practice?"
+Political affiliation: "Which political party do you belong to?"
- Health and Disability
Medical conditions: "Do you have any chronic illnesses?"
Disability: "Do you have a disability?"
- Economic Situation
Income: "How much do you currently earn?"
Properties: "Do you have your own house?"

The excluded persons will be informed through the Provisiona Resolution
Act published on the website where the vacancy has been published, with a
period of 3 calendar days for allegations.

Pauses and interruptions in  professional careers, such as
maternity/paternity leave, care of dependents or volunteering will not be
penalized or negatively evaluated, in accordance with the specific guidelines
included in the FCADIZ-INIBICA HR plan. Most of the vacancies available at
INIBICA do not establish deadline barriers for obtaining the qualifications
required for the different positions. Career is always taken into account
throughout life.
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Phase 5 - Publication of provisional resolutions and contract proposal
phase

The provisional resolutions and contract proposal will be published on the
institutional websites with a period of 3 calendar days for allegations. The
individual code assigned to each candidate will be published, but not their
names and surnames.

The selected person will be informed by email and the rest of the candidates
will be able to follow the result of the selection process through our website
in the offers section.

We have an email address in case applicants want to make a complaint or
suggestion and also for those who want us to delete their data from our
database.

Phase 6. Formalization of the contract

The candidate eligible to be hired must comply with all the legal
requirements of the contract and endorse the qualification and other
requirements of the call before or after the formalisation of the contract.
The Manager is competent to formalize the contract.

Registration with Social Security will be formalised on the first working day
and the contract will be signed in writing by all parties within the first ten
working days.

The entire hiring process takes about a month, so the administrative burden
for the candidate is minimal.

Phase 7. Onboarding and Receiving

At the time of signing the contract, various documentation will be
provided/delivered (ID card, email, labour regulations, Fund@net
registration, etc.) and the person hired will be informed about the
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documentation available through the intranet.
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Outline of the OTM-R policy process
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3.2 Working conditions

FCADIZ-INIBICA offers all working personnel working conditions in line with
Spanish labour legislation and the principles of C&C, with full social security
coverage, as well as the latest technology to carry out a quality research or
technical activity. They also fully assume the principles set out in the European
Charter for Research Staff by incorporating important measures for reconciling
work and family life into labour regulations.

All workers will receive the current labour regulations at the time of their
employment. In addition, it will be accessible to all staff through the
Transparency portal.

3.3 Recruitment

The Foundation's preferential selection system is the public merit-based
competition for the filling of vacancies. Such competition must be carried out
with respect for the principles of equality, merit, capacity and publicity.

Hiring needs. On a case-by-case basis, |@s hiring managers will identify the
current needs of their research group, area, department, service for the search
for candidates to fill a vacancy. The process will be carried out together with
the HR department. The purpose of the Form (Announcement) used will be to
specify the characteristics of the vacancy to be made public, identifying the
required qualifications, working hours, type of contract, duration, place of
work, and project or work to which the vacancy is linked in the case of fixed-
term contracts.

Prior authorization. The recruitment proposal will be submitted to the
Management of FCADIZ-INIBICA for the signing of the call before the vacancy
is made public.

Call for competition. The regulatory bases of the same will be clearly specified,
which in any case will contemplate the following important aspects:

e Purpose of the call for tenders
e Candidate requirements
e Type and duration of contracts

¢ Financial endowment
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e Selection system or process with scale specification
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e Composition of the selection board

¢ Formalization and delivery of applications
e Deadline for submission of applications
e Maximum resolution period

¢ Maximum incorporation period

Advertising. The announcements, as well as their subsequent resolutions, must
be published widely on the INiBICA website, as well as on the rest of the website
where the vacancy has been published. A minimum period of 10 calendar days is
stipulated from the publication of the call for applications until the maximum date
of receipt.

Selection. A selection committee will be set up to evaluate the applications
submitted. They will be made up of a minimum of three people, all of them
with qualifications equal to or higher than those identified in the vacancies
subject to competition. The Committee will assess the applications within the
framework of the characteristics described in the vacancy notice, the merits
provided by the candidates and the scales established in the notice. The
Selection Committee will submit recruitment proposals in favour of the
candidate with the highest score or with the best objective assessment by the
panel. This proposal must be drawn up in the form of minutes which must
state, at least, the date of the meeting, the members of the committee, the
candidates selected and the scales used according to each vacancy for which
the recruitment proposal is submitted. The minutes must be dated and signed
by the selection committee.

Resolution. The decision of the courts will be made public using the
aforementioned publicity mechanisms. The selected and non-selected persons
will also be informed of this resolution.

Formalisation of the contract. The people hired must meet the
characteristics required by law and endorse the qualification and other
requirements of the call before or after the formalisation of the contract. The
Manager of the Foundation is competent to formalise the contract. The
registration with the Social Security will be formalised on the first working day
of the working staff, and the contract may be formalised in writing within the
first ten working days and informing the INEM Office of this within that period.
In addition, three clauses will be included in the contract that contemplate
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confidentiality, intellectual property and conflict of interest.
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Confidentiality. Personnel linked to FCADIZ-INIBICA in any form must assume the
obligations arising from the duty of confidentiality and undertake not to disseminate,
under any circumstances, any information relating to scientific, technical, economic
or internal organisational aspects belonging to the Foundation, to which they may
have had access on the occasion of their employment, unless such information is in
the public domain or its disclosure is required by law.

Intellectual property. The ownership of the economic rights derived from the
object of the contract belongs to the Foundation, only in the case of inventions
obtained by the personnel hired by the Foundation. The Principal Investigator
and, where appropriate, the research team, may publish the results that refer,
directly or indirectly, to any aspect contained in the object of the contract,
making explicit mention of FCADIZ as the funding entity. When the Foundation
decides to partially or totally disseminate the results related to the object of the
contract, it must always respect the interests of the researchers who have
developed it, always recognizing their status as authors.

Conflict of interest. The contracting person (Principal Investigator)
undertakes to inform FCADIZ of any conflict of interest that may arise during
the duration of their contractual relationship.

4. References
Open, Transparent and Merit-based Recruitment of Researchers

(http://ec.europa.eu/euraxess/pdf/research_policies/OTM-R-finaldoc.pdf

5. Validity

This regulation will enter into force on the date of signature. It will be reviewable
annually and if no modification is made in this regard, it will be tacitly renewed.
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