OrdinanceNo. 3
of the Head of Civil Service

of 30" May 2012.

concer ning the standards of human resour ces management in the civil service

Pursuant to Article 15.9 of Act of 21 November 2@d8Civil Service (Journal of Laws No.
227, item 1505, as amendgi is hereby ordered as follows:

81

1. Human resources management standards in the eivite, hereinafter referred to as
Standards, are hereby defined in the following dama

1) Human resources management organization;

2) Recruitment and introduction to the job;

3) Motivating;

4) Development of skills and training;

5) Termination of employment.
2. The Standards constitute an Attachment hereto.

§2.

Ordinance shall enter into force upon signing.

[stamped and signed by Stawomir Broxki, Head of Civil Service]

1 Amendments announced in Journal of Laws of 200918@, item 1241 and No. 219, item 1746 o
2011 No. 82, item 451, No.185, item 1092 and Nd., 2@m 1183.






Attachment to

Ordinance No. 3.

Of the Head of Civil Service concerning
the standards of human resources
management in the civil service

Human resour ces management standardsin the civil service

|. Definitions

The following words and phrases used herein slaai lthe following meaning:

1)

2)

3)

4)

5)

regular feedback — assessment of performance and a degree ofraliil of all the
employees’ requirements and assignments. Regwdbéek is given to an employee
by direct superior in a certain period (e.g. evewarter) to fulfil evaluational,
informative, developmental and motivational funotioand supportive to HRM
decision making process management;

managers — people who manage the work of other people asctdisuperiors.
Managing should be understood as responsibilitystdrordinate employees, including
assessment of their work (for example periodicaéasment, regular feedback);

HR processes — sequences of systematic actions (most oftelneiridrm of procedures)
implemented in a particular order to ensure the@ry qualified staff in an office at a
given place and time. Actions are focused mainbyiad personnel processes related to
recruitment, employees’ performance at work, anglegment termination;
De-recruitmental interview — an interview conducted by an employer (mostroéie
superior) with an employee who terminates employnasna result of the employer’s
decision;

cascade training — a system of internal training involving sharkmgpwledge and skills
of one group of employees to the other group inretitution, or training lead by
selected and professional group of people haviagkiils of sharing knowledge;

6) exit interview — an interview lead by the employer (most oftenabyHR department

representative) with an employee who terminates@mpent upon their own decision.
Exit interview allow the employer to gather infortie& concerning work quality and
satisfaction as well as reasons for terminationchSknowledge helps employer to
identify and recognize domains which require changde most often forms of the
exit interview includes a questionnaire, telephonerview, direct interview;

7) know-how management — all actions aiming at identification, collection,

dissemination and usage of the employees’ expdied tacit knowledge to increase
quality, efficiency and effectiveness of the empgles performance.

I1. Organization of human resour ces management

The Standards in organization of human resourcesagement are established in order to
organize properly the process of human resourcemgesment in an institution, to effectively
support the implementation of the institution’s snié and objectives and to contribute to the
increase of satisfaction and contentment of theleyeps.

1.

Human resources management programme shall berpdepg a Director General of
the institution, within one year from entry intarde of Standards, or if necessary, the



currently applicable programme shall be adjustecduding in particular the following
elements:
1) assessment of human resources management;
2) priorities of human resources management;
3) areas of human resources management:
a) organization of human resources management,
b) recruitment and introduction to the job,
c) motivating,
d) development and training,
e) termination of employment;
4) annual targets and timetable of human resourceageament implementation
within the period which shall not be shorter thiaree years;
5) monitoring and evaluation of human resources manage
Human resources management programme, referredder wart. 1 above, shall be
updated at least once in three years.
. Within one year from entry into force of these Si@mls, anti-mobbing procedures
shall be introduced by Director General, if no spobcedures had been introduced to-
date.
Managers are responsible for their teams not antizé scope of planning, organizing,
managing, supervising, motivating, observance dfolg/employment law, civil
service principles and civil service ethics, bwoafor building friendly atmosphere
within a team, solving conflicts, caring about ttevelopment of employees and about
planning HR policy.
Director General is recommended to define and dissse the principles of
implementing HR processes, including the circulatiof documents within the
institution.
It is recommended to develop practical guidelines rhanagers, concerning the
implementation of HR processes in the institution.
It is recommended to introduce IT solutions to atméne HR processes in the
institution.
It is recommended to disseminate information camoer legislative amendments
relating to the employment of those employed withim institution.
It is recommended to regularly monitor the quatifyservices delivered to employees
and candidates by services subordinated to thecdiré&seneral and to monitor the
quality of services delivered to clients by the égpes.

10.1t is recommended to regularly obtain feedback fremployees on human resources

management within the institution.

[11. Recruitment and introduction to the job

The Standards in the area of recruitment and intton to the job are set out in order to
shape the recruitment process to guarantee opeandssompetitiveness. Thus persons who
are employed hold qualifications that guaranteehibst possible performance of tasks. The
Standards are also set out in order to efficiemtgianize the process of introducing employees
to their jobs, to enable fast and effective statheir work.

1. Within six months of the date from entry into foimiethese Standards, Director General

shall define internal procedures of recruitmenthi® civil service within the institution
or shall adjust the applicable procedures to timd, ef necessary. The procedures
should ensure in particular:



2.

3.

1) defining methods and techniques of recruitment assessment during the
recruitment, before announcing recruitment, in otdeeliminate any discretion
and subjectivism;

2) defining clear criteria of participation in subseqtistages of recruitment;

3) establishing of a threshold for accepting the exawohicompetencies, which
corresponds to theompetence threshold necessary to work at a given position;

4) maintaining of equal and uniformed principles fdi #the candidates in
recruitment procedure, clearly defined and presktdeall the candidates;

5) compatibility of the recruitment announcement with job description;

6) acceptance of an application sent by the deadtipalated in the recruitment
announcement if the minimum deadline resulting fiitvn Act on Civil Service
was indicated in the job announcement;

7) participation of each candidate who fulfils formatquirements in the
subsequent stage of the recruitment procedurewoltp formal verification of
applications and a possibility to use — as a subsm#gstage of recruitment — a
method of selection based on the analysis of tipdicgtions provided, taking
into account the criteria resulting from the retmént announcement;

8) verification of all necessary requirements and adiditional requirements
indicated in the recruitment announcement by mez#nproper tools which
enable an objective verification of those criteria;

9) selection of candidates only on the basis of reguénts resulting from the
content of recruitment announcement;

10) asking the same questions to all the candidatasdess the same competencies
based on the same method of selection, to guaraotaparability of results
achieved;

11) informing candidates, on equal footing, about Myalg to the subsequent
stage of recruitment and about methods and tecbsigsed at that stage;

12) reflecting all actions and events affecting retoneint procedure and its result in
recruitment documentation, including the resultreéruitment procedure, the
questions or tasks and criteria and evaluationserdadng the procedure.

It is recommended that internal recruitment procesl@énsures that:

1) an interview is done during every recruitment pchoe;

2) information about the amount of proposed basicrgaia provided in the
recruitment announcement;

3) various methods and techniques of candidate seteate used, adjusted to the
requirements of the job concerned,

4) managerial competences are examined in case ofideaesl applying for
positions which are not senior positions but wheism management or team
work coordination applies, and thus managerial Bgpee is required,;

5) HR department representative is present in theeseof recruitment as a
competent partner and advisor, watching that tleeqature is in accordance
with the principles of recruitment for civil seréi@nd internal recruitment by-
laws;

6) candidates are informed, on equal footing, thay theeve been not qualified for
the subsequent stage of recruitment procedure.

It is recommended to post internal recruitment pdures on the institution’s website.
Moreover, it is recommended that other informatvahd for a candidate is posted on
the institution’s website, such as explanationsduitional information to the internal
recruitment procedure posted on the website.



4. Director General of the institution shall, withinndonths of the date from entry into
force of these Standards, define the principlesrghnizing a preparatory service in the
institution, if no such principles exist to-date.

5. While introducing new employees to their jobis itecommended that:

1) new employees are acquainted with the mission améh ngoals of the

institution;

2) employees of a given unit or the whole instituticare informed about the

employment of a new person, e.g. by means of latrane-mail;

3) new employee is introduced to the rest of employses acquainted with the
tasks of a given unit;

4) a person responsible for the process of new emelagiaptation in the first
period of his/her employment is appointed.

V. Motivating

Motivating standards are set out to build commitirterwork for to the institution and to the

tasks.

1. While fixing a basic salary of a civil service cermember the Director General of the

o o

institution in particular:

1) takes into account job evaluation;

2) takes into account performance assessment, ingullenlevel of competences
and work results;

3) takes into account job market conditions;

4) does not take into account those competenciesdditiployee, which are not

related with his/her tasks, or in other way carbtiseful for the institution

concerned.
Basic salary of a civil service corps member malybereduced as a result receiving
other financial bonuses.
Director General ensures that differences in thellef basic salary among the
positions, which result from the hierarchy of pmsis, motivate the employees to
apply for promotions and development.
Director General shall introduce a system of regidadback to regularly assess work
results and method of work of the civil servicegsomembers.
Director General is recommended to define prinsigled criteria of granting bonuses.
It is recommended that principles and criteria minging awards includes following
guidelines in particular:

1) granting awards for particularly good work, takimgo account work load,
quality and complexity, as well as self-relianced acommitment of the
employee;

2) using various range of criteria of granting awards, example: team work,
completion of particular task, conducting intertrainings, mentoring;

3) adjusting frequency of providing regular feedbagkhe frequency of granting
periodical awards, in case of granting such awardse office;

4) communicating regular feedback to all the employeés to those who have
not been granted a periodical award, in case aiftigigx such awards in the
office;

5) granting awards immediately following a period cermed or after a
completion of the task for which the award is geait

6) granting awards after a consultation with diregiesior;



7.

8.

7) fixing awards by Director General for directors addputy directors of
departments in close cooperation with represemativoffice’s management
supervising those positions;

8) informing Managers about a final decision whetheirtsubordinates are going
to get a reward or not;

9) introducing differences in amounts of awards ineordo increase their
motivating value;

10) presenting achievements of the employee — inctudagular feedback or
employee assessment — in the grounds for apiplrckdr award;

11) informing employee by direct superior or by a perswho signed an
application for award — preferably verbally duriagmeeting — about the
amount of award granted and about the ground$éatvard.

It is recommended to implement flexible solutionsn@erning working time and
method, along with other solutions allowing to E&se work-life balance.

The use of non-material motivational tools are me®nded, such as for example:
approval, distinction, building a friendly team asphere, streamlining
communication, enabling self-development, desigigatio training, assigning new
interesting tasks, broadening the scope of respihitygi optimizing work organization.
Managers should make an effort to recognize nettleo subordinates and to adjust
motivational tools individually.

V. Development of skillsand training

Standards in the scope of development of skillsteaiding are being set in order to introduce
a policy of development and training among empleyde increase the quality of tasks
implemented in the institution and to build emplese commitment to work for their
institution.

1.

Director General of the institution shall, withim&onths from entry into force of these
Standards, define a forms and principles of develyg and implementation of
individual professional development programmesoisnch principles exist to-date.
Within 1 year from the entry into force of thesear®tards, Director General shall
develop an annual training plan, correspondincghtorteeds of the institution, taking
into account individual professional developmenbgspammes or shall adjust the
existing plan, if necessary.
Annual training plan, referred to under point Zalsbe updated every year.
Director General is recommended to define prinsipbsd implement know-how
management tools in order to ensure sharing thevledge among the employees, as
well as in order to provide better access to kndg#eobtained by the employees.
Director General is recommended to develop priesiphnd tools to support the
process of verifying the needs for developmenttaaiding effectiveness.
Various forms and tools for improving professiowgilalifications of employees are
recommended, in particular:

1) training;

2) self-learning by means of e.g. reading books, tasg

3) internships and participation in task forces, prega analyses, expertise,

additional tasks, substituting temporarily vacangipons;
4) learning from other colleagues through instructjonsentoring, coaching,
consultations, study visits.

In order to ensure a high effectiveness and stasdartraining it is recommended:



1) to adjust number of participants in a training graéo the subject and form of
training;
2) to adjust level of training to the level of paniants’ knowledge;
3) to use ofpre andposttests, which verify the amount of knowledge acegliand
check whether the training was effective;
4) to use of training evaluation by filling out indilwal training assessment
questionnaire or by conducting individual intervgewith participants.
8. Internal training system is recommended, in paldicu
1) developing, for employees who manage teams, intetr@ning and
development programs, shaping knowledge and shkilsessary to perform
management duties;
2) developing and implementing a programme for marsageno begin their
management job;
9. Cascade training implementation is recommended.
10.Introduction of principles for organizing interrmacruitments is recommended.
11.A manager monitors professional development of sdibates.

VI. Termination of employment

Standards in the scope of termination of employmeanet being set in order to ensure
continuous and effective operation of the institmtiduring actions aimed at terminating
employment, while ensuring the observance of enga®yrights.

1. Director General is recommended to:

1) initiate exit interview procedure for employees wivant to quit on their own
request;

2) ensure that managers are prepared to conduct detneental interview.

2. HR units should support the managers of organizatiounits handling cases of
employment termination, by informing about applieabegislation, and support the
released employees, in particular by:

1) informing about the employees’ rights,

2) provide explanation on relevant employment legishat

3. Managers:

1) ensure adequate procedure of transferring casesdaodments by employees
whose employment is to be terminated in order totgmt the interest of the
institution;

2) conduct actions ensuring continuity of work on treeant position (recruitment,
change of task distribution, agreement for replaz@in

3) provide periodical assessment on request of tleasetl employees, and in case of
employees who are not a subject to periodical ags&st, provide a written opinion
on the employee’s work.



