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Welcome Book  

for new employees at Nencki 
 
You've successfully completed the recruitment process, signed your contract, and          
now finally work at Nencki. Congratulations and welcome! This guide has been            
written to help you during the first months of your work. 
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1. Nencki Institute of yesterday and today 
 
The Institute was founded in 1918/19, shortly after the reestablishment of Poland as             
an independent country. It was based on three pre-existing laboratories affiliated with            
the Scientific Society of Warsaw (Towarzystwo Naukowe Warszawskie): Laboratory         
of Neurobiology (in existence since 1911), Laboratory of Physiology (in existence           
since 1913), and Laboratory of General Biology (established in 1918). The formation            
and development of the Institute was supported in part by a donation of Nadine              
Sieber-Shumova, a close co-worker of Marceli Nencki from Berne and St.           
Petersburg. 
 
The Nencki Institute of Experimental Biology of the Polish Academy of Science is             
currently the largest non-university biological research center in Poland (scientific          
category A+). The Institute currently employs 357 people, and educates over 160            
PhD students from 9 countries. 162 scientists conduct their research here. The            
research capacity of the Institute's employees is demonstrated by the high number of             
publications from the Philadelphia list (about 140 items per year). 
Research conducted at the Institute focuses on issues directly related to health            
protection and improving the quality of life. The Institute's main mission is to learn the               
mechanisms, and develop innovative therapies and diagnostic methods for cancer,          
diabetes, neurodegenerative diseases, neurological disorders, and other civilization        
diseases. In addition to basic biological research, the Institute provides expertise in            
the field of translational research, including pre-clinical research. The Nencki Institute           
is open to cooperation with industry, aimed at introducing new products to the             
pharmaceutical, biomedical, and biotechnological markets. 
The development strategy of the Nencki Institute for the last fifteen years has been              
focused on the development of infrastructure, enabling the effective use of the latest             
biological and biomedical imaging techniques. The Institute conducts interdisciplinary         
research at a global level in the field of imaging, using high-resolution and             
high-throughput techniques. Gathering the equipment base and scientific expertise in          
the field of bioimaging enabled the Institute to obtain the status of the Polish              
Euro-BioImaging Node, and to offer users, internal and external, advanced          
techniques of structural and functional imaging of biological material. In addition, the            
Nencki Institute has extensive experience in the construction and management of           
national research infrastructure, as exemplified by the participation in the key           
Innovative Economy Operational Programme project: Center for Preclinical        
Research and Technology (CePT), which was the largest biomedical and          
biotechnology undertaking in Central and Eastern Europe, and the largest research           
investment in Poland. As part of this project, the Neurobiology Center (CN) was             
created at the Nencki Institute, in newly built premises, which successfully functions            
as a group of open core facilities, based on the world-leading European Molecular             
Biology Laboratory (EMBL) model. All laboratories are intensively used by both the            
Institute's employees and external users (scientists and industry representatives),         
building the scientific potential of the Nencki Institute and Poland.  



We collaborate with scientific institutions from all around the world. Currently, the            
Nencki Institute employees conduct over 60 research projects in scientific          
cooperation with research units from 25 countries, participating in 26 scientific           
consortia and 8 research networks. We are currently implementing 8 projects under            
the Horizon 2020 program (including the MSCA COFUND project, for the creation of             
international doctoral studies, and two ERC Starting Grants), over 170 projects           
financed from the National Centre for Research and Development, the National           
Science Centre, the Ministry of Science and Higher Education, and the Foundation            
for Polish Science (including a grant for creation of the International Research            
Agenda – the Center of Excellence in Research on Neural Plasticity and Brain             
Diseases BRAINCITY), as well as the prestigious grant under the Human Frontier            
Science Program. 
 
On April 2 2019, at the Nencki Institute, 9 Warsaw scientific institutions signed an              
agreement to establish, and run, a PhD school in cooperation with each other – the               
Warsaw PhD School in Natural and BioMedical Sciences (Warsaw-4-PhD). The          
school commenced its activities in October 2019, and offers interdisciplinary          
education in 4 scientific disciplines: biology, chemistry, physics, and medicine. 

2. The Nencki Institute’s mission  

The Institute’s mission is deeply rooted within its long history of excellence in basic              
scientific research, but it must be periodically revised in response to the dynamically             
changing environment of scientific research, and its economical and societal          
implications. Therefore, at the beginning of the 21st century, termed by some “the             
age of biology”, the Institute’s mission and development strategy must be           
reevaluated. The enclosed director’s note sets the context for such re-evaluation           
process, which should involve all the stakeholders, starting with the Institute’s           
research and support staff, and ending with the Institute’s Scientific Council and the             
Polish Academy of Sciences. More information:      
http://en.nencki.edu.pl/general-information.  

3. Information on working rules 

3.1. Working time 

The Institute has a five-day working week. The following working time standards            
apply to full-time employees: 

● 8 hours a day, and an average of 40 hours a week, in an average five-day                
working week, in the accounting period not exceeding 1 month; 

http://en.nencki.edu.pl/general-information


● up to 12 hours a day, and an average of 40 hours a week, in the reference                 
period not exceeding 1 month in the  equivalent working time system; 

● the start and end times of work are determined by the immediate superior; 
● the working time of part-time employees is determined individually by          

completing the schedule attached to the personal file; 
● the employee must have a minimum uninterrupted daily rest of 11 hours, and             

a minimum weekly rest of 35 hours. 

The following entries apply to employees employed in task-related working time: 

● the time necessary to perform tasks under applicable working time standards           
is determined by the employer after consultation with the employee; 

● an employee can independently shape the optimal distribution of working time           
in given conditions, including determining the beginning and end of the           
working day - this does not exclude the subordination of the employer; 

● the employer obliges the employee to perform the tasks entrusted to him at             
the employer's office during business hours. 

Employees whose daily working time is at least 6 hours, are entitled to a 15-minute               
break from work, included in the working time. 

An employee who, at the employer's order, performed work on a non-working day, is              
entitled to a day off in return for use in the reference period on the agreed date. 

 

3.2. Reward 
3.2.1. Remuneration rules 

The terms of remuneration for work, and the granting of other work-related benefits             
for the Institute's employees, as well as tables of monthly basic remuneration rates             
for employees, have been regulated in the Staff Remuneration Regulations          
regulation no 7/2019 Staff Remuneration Regulations, the Rules of granting bonus r            
regulations and Award Fund. 

The salary is paid once a month, on the 27th day of the month. Remuneration and                
allowance for overtime work and other benefits are paid at the latest on the nearest               
payment date after the date of determining their amount. If the agreed payday is a               
non-working day, the salary is paid on the preceding day. The remuneration is paid              
to the bank account indicated by the employee in the statement. 

https://intra.nencki.gov.pl/regulations-and-decisions-of-the-director-of-nencki-institute-of-experimental-biology/


The Staff Remuneration Regulations contain tables of monthly basic salary rates for            
individual groups of employees, and monthly rates of functional allowance.  

The employee, in addition to the basic salary, is entitled to additional components of              
remuneration and other work-related benefits: 

● seniority allowance (legal basis: Article 98 paragraph 1. of the Act of 30 April              
2010 on the Polish Academy of Sciences),  

● jubilee awards 
● awards from the Award Fund - regulation no 23 / 2011 Rules of granting and               

paying awards from the Award Fund regulation no 23/2011 Award Fund 
● bonuses - regulation no 22/2011 Rules of granting bonuses regulation no           

22/2011 bonuses 
○ quarterly bonus - determined based on the employee's work         

assessment 
○ incentive bonus - for employees whose remuneration is financed from          

statutory subsidies, paid once a year after the end of the personnel            
review based on the employee's work assessment 

○ individual bonus for special achievements, 
○ permanent additional bonus (permanent supplement) - for periodically        

entrusting additional tasks 
● remuneration for overtime work (however, in accordance with the Institute's          

Work Regulations, overtime work is permissible if: 
○ the need to conduct a rescue operation to protect human life or health,             

to protect property or the environment, or to remove breakdowns, 
○ the specific needs of the employer, on his instructions 

● remuneration for night work, 
● remuneration for work on an additional day off work. 

The remuneration for the Institute's staff members employed for a period of            
implementation of the research or development project, funded under the          
competitive procedure with the financial means allocated to science or the European            
Union funds, or by other donors, may be determined in terms of a fixed remuneration               
amount. The monthly fixed remuneration amount depends on the financial means           
budgeted for a project. The fixed remuneration amounts shall include all the bonuses             
and allowances that the Institute staff members are entitled to. The monthly fixed             
remuneration amount shall not serve the basis amount for awards payable under the             
Award Fund. The Institute staff member entrusted with additional tasks assigned           

https://intra.nencki.gov.pl/regulations-and-decisions-of-the-director-of-nencki-institute-of-experimental-biology/
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under a research project may be remunerated with the monthly fixed remuneration            
amount.  

3.2.2. Seniority allowance 

The period of work entitling to the seniority allowance includes years of previous             
employment and other periods if, by virtue of the provisions, they are included in the               
period of work on which employee rights depend. 

Pursuant to the Act on the Polish Academy of Sciences, employees of the Institute              
are entitled to seniority allowance: 

● scientists and research and technical employees - in the amount of 3% of the              
basic base salary after 3 years of work, increasing by 1% in each subsequent              
year, to 20% of the basic base salary after 20 years of work; 

● other employees - in the amount of 5% of the basic base salary after 5 years                
of work, increasing by 1% in each subsequent year, to 20% of the basic base               
salary after 20 years of work. 

3.2.3. Jubilee award 

The period of work authorizing the jubilee award includes all previous periods of             
employment completed and other periods if, under separate provisions, they are           
included in the period of work on which employee rights depend. 

Pursuant to the Act on the Polish Academy of Sciences, employees of the Institute              
are entitled to jubilee awards in the amount of: 

● after 20 years of work - 75% of the monthly salary; 
● after 25 years of work - 100% of the monthly salary; 
● after 30 years of work - 150% of monthly remuneration; 
● after 35 years of work - 200% of monthly remuneration; 
● after 40 years of work - 300% of monthly remuneration;  
● after 45 years of work - 400% of the monthly salary. 

The employee acquires the right to the jubilee award on the day of the expiry of the                 
qualifying period. The employee is obliged to document his right to the prize, if his               
personal files lack proper documentation. 



The basis for calculating the jubilee award is the remuneration due to the employee              
on the day of acquiring the right to the award, and if it is more favorable for the                  
employee - the remuneration due to him on the day of its payment. 

If the employee acquired the right to the jubilee award while being employed in a               
different number of working hours than on the day of its payment, the basis for               
calculating the peoples is the remuneration due to the employee on the day of              
acquiring the right to the prize. 

The prize is calculated according to the rules in force in determining the monetary              
equivalent for vacation leave. 

In the event of termination of employment due to retirement or disability pension, an              
employee who has less than 12 months to acquire the right to the jubilee award from                
the date of termination of employment, this award shall be paid on the date of               
termination of employment . 

3.3. Absences 

3.3.1. Holiday leaves 

Every employee has the right to paid annual leave. Holiday leave is granted             
according to the vacation plan. In the event of non-utilization of leave due in whole or                
in part due to the termination or expiry of the employment relationship, the employee              
shall be entitled to a cash equivalent. 

Leave is granted on days which are working days in connection with the employee's              
working time schedule, in an hourly dimension corresponding to the daily working            
time of the employee on a given day. 

Holiday leave for scientific and research and technical employees is 36 days. The             
amount of annual leave of employees who are not researchers is 20 or 26 days in a                 
calendar year, depending on their seniority. An employee starting work for the first             
time acquires the right to leave at the end of each month of work in the amount of                  
1/12 of the holiday leave. 

A part-time employee is entitled to a leave proportional to the length of employment              
(the part-time holiday is rounded up to the full day). 



An employee who has been employed during the calendar year, or whose            
employment has been terminated during the calendar year, is entitled to holiday in             
proportion. 

Leave is granted for days, which are working days for the employee, on an hourly               
basis. 

One day of leave corresponds to 8 hours of work. 

3.3.2. Vacation on demand 

The employer is obliged to grant at the employee's request, and within a period              
specified by him, no more than 4 days of vacation in each calendar year. The               
employee submits a request for leave, at the latest on the day of the beginning of the                 
leave, until 10:00. After returning to work, the employee should confirm in writing the              
use of leave on demand. The limit of 4 days of leave on request is included in the                  
annual leave limit. Unused vacation days on request from a given year do not              
accumulate for next year. 

3.3.3. Evo system  

All employees have access to the evo portal, where they can apply for vacation              
leave, on-demand leave, or special leave. Vacation applications cannot be submitted           
retrospectively. If the employee agreed with his supervisor, but did not write out the              
application in time, he is obliged to submit a leave application in paper form, signed               
by the supervisor. 

Through the evo system, employees also have access to their personal data, they             
can print payroll and PIT 11 necessary for annual tax settlement. 

Paper applications are available on intranet sites. 

applications and forms 

3.3.4. Occasional leaves 

https://evo.nencki.gov.pl/Portal
https://intra.nencki.gov.pl/human-resources-and-recruitment-office/


The employer grants special leave in connection with important family and personal            
events of the employee: 

● 1 day in the event of the employee's child's wedding, 
● 1 day in the event of the death and funeral of a sister, brother, mother-in-law,               

father-in-law, grandmother, grandfather, 
● 1 day in the event of the death or funeral of another person who is dependent                

or under the direct protection of an employee, 
● 2 days in connection with the employee's wedding, 
● 2 days if the child is born, 
● 2 days in the event of the death and funeral of the employee's spouse, his               

child, father, mother, stepfather or stepmother 

The employee must submit a written application for special leave in the HR             
Department, and attach a document confirming the event.  

3.3.5. All types of maternity leave 
3.3.5.1. Maternity leave 

An employee who gave birth to a child during employment, has the right to maternity               
leave in the following dimensions: 

● 20 weeks, if she gave birth to one child; 
● 31 weeks if she gave birth to two children in one delivery; 
● 33 weeks if she gave birth to three children in one delivery; 
● 35 weeks if she gave birth to four children in one delivery; 
● 37 weeks if she gave birth to five or more children in one delivery. 

The employee may use up to 6 weeks of maternity leave before delivery. The              
employee's pregnancy must be documented with a medical certificate. 

The employee, father raising a child, has the right to take part of maternity leave in                
the event of: 

● the mother's resignation from a part of maternity leave after using 14 weeks of              
this leave after delivery; 



● resignation from maternity leave by the employee, the mother of the child has             
a certificate of inability to live independently, after having used it for at least 8               
weeks of that leave; 

● death of the child's mother during maternity leave; 
● the mother abandoning the child after having used at least 8 weeks of             

maternity leave.  

The employee-father raising a child also has the right to use part of the maternity               
leave if the child's mother is hospitalized and cannot take care of the child              
personally. After the cessation of hospitalization of the child's mother, the employee            
who has taken maternity leave is obliged to immediately take up work. 

If a child is hospitalized, the child's mother may discontinue maternity leave and             
continue it after the child leaves hospital. 

Maternity allowance is granted for the duration of maternity leave. 

3.3.5.2. Parental leave 

Immediately after maternity leave, an employee may use parental leave of 32 weeks             
for the birth of one child at birth, or 34 weeks for more than one child at birth. Main                   
rules: 

● parental leave is optional and is granted at the employee's request, 
● both the mother and the father of the child can take parental leave, parents              

can take parental leave at the same time, provided that its total does not              
exceed 32 (or 34) weeks,  

● parental leave is also granted to an employee who took a child for upbringing,              
and applied for adoption, or took a child for upbringing as a foster family,  

● the leave can be used up to 4 parts, with each part of the leave not being                 
shorter than 8 weeks,  

● a part of parental leave not exceeding 16 weeks may be granted until the end               
of the calendar year, in which the child turns 6 years old,  

● an employee may, during parental leave, provide work for the employer up to             
half of the full-time working period. In such a case, parental leave shall be              
proportionally extended,  

● maternity allowance is granted for parental leave. 



3.3.5.3. Paternity leave 

An employee father raising a child is entitled to paternity leave of 2 weeks at his                 
request. The right to paternity leave is valid until the child is 24 months old. 

Paternity leave may be used in two parts, each of which may not be less than a                 
week (7 days). 

An employee is entitled to maternity benefit during paternity leave. 

3.3.5.4. Unpaid paternity leave 

Unpaid parental leave is granted to an employee who is a parent or guardian of a                
child for the purpose of exercising personal childcare. Main rules: 

● the condition for acquiring the right to parental leave is having at least 6              
months of service (with all employers), 

● parental leave is optional, and is granted at the employee's request, 
● parental leave is not longer than 36 months, and can be used until the end of                

the calendar year, in which the child is over 6 years old, 
● one month of parental leave is assigned to each parent (guardian) of the child              

in a non-transferable manner. This means that one parent can use up to 35              
months of parental leave alone, 

● parental leave may be divided into a maximum of 5 parts. 
● parents or guardians of a child may use parental leave at the same time, but               

the total period of leave may not exceed 36 months, 
● during parental leave, an employee may provide work or other gainful activity,            

as well as participate in training and other forms of education, if this does not               
prevent the exercise of personal childcare,  

● parental leave is unpaid, 
● the period of taking parental leave on the day it ends is included in the               

employee's seniority. 

3.3.6. Absences related to illness (sick leave, rehabilitation       
benefit, health leave) 

An employee who is unable to work due to illness is entitled to remuneration or               
sickness benefit. The document confirming the disease is a medical certificate. A            



medical certificate issued by a doctor is automatically sent to the employer using the              
ePUAP system. The employee should immediately, not later than within two days,            
inform the employer of the reason for the absence from work, and the expected              
duration. The employer may be notified in person, by phone or email. 

For a period of up to 33 days of inability to work during a calendar year (14 days of                   
inability to work for an employee who has reached the age of 50), the employee is                
entitled to remuneration. Depending on the reason for this inability, the employee            
retains the right to 80 or 100% of remuneration. 

After using this period, the employee is entitled to sickness benefit, which he can              
receive for a period of not more than 182 days, or in the event of incapacity for work                  
caused by tuberculosis or pregnancy, for a period of not more than 270 days. 

An employee who, after exhausting his or her sickness benefit, is still unable to work,               
and further treatment or medical rehabilitation is likely to regain working capacity, is             
entitled to a rehabilitation benefit. The awarding of the rehabilitation benefit is            
decided by the certifying physician of the Social Insurance Institution, which may            
grant the benefit for a period not longer than 12 months. 

A full-time researcher, after working for at least 3 years at the Institute, has the right                
to paid leave for health improvement, not exceeding one year according to the rules              
and procedure set out in the Act of 27 July 2005 (Law on Higher Education, Journal                
of Laws No. 164, item 1365, as amended) 

3.3.7. Unpaid leave 

At the employee's request, the Institute Director may grant unpaid leave. This leave             
is not included in the period of work on which employee rights depend (Article 174 of                
the Labor Code). 

3.3.8. Business trips 

An employee who performs a job at the employer's order outside the workplace             
arising from the employment contract is on a business trip (delegation). The            
employer should specify: the place where the journey begins and ends, its duration,             
the means of transport that the employee will use. 



An employee on a business trip is entitled to: travel allowance, reimbursement of             
travel expenses, commuting, accommodation, and other necessary documented        
expenses, specified or recognized by the employer in accordance with reasonable           
needs. 

An application for a trip on a business trip - domestic, is reported to the HR                
Department, submitting the appropriate document. 

Foreign business trips are handled by the Department of International Cooperation           
and Project Management. 

After the business trip, the settlement of the delegation should be submitted to the              
Accounting Department. 

3.3.9. Periodic assessment of employees 

 
The scientists are evaluated by the Scientific Council at least once every four years. 

3.3.10. Dispute resolution 
3.3.10.1. Anti-mobbing procedure 

The purpose of introducing Internal Anti-mobbing Procedure at the Institute, is to            
counteract and combat the phenomenon of mobbing. The priority goal is to support             
activities conducive to building positive relations between employees at the Institute. 

The employer does not accept mobbing, and makes efforts to ensure that the             
Institute's work environment is free from mobbing, and other forms of psychological            
violence, both from superiors and other employees. 

The employer is obliged to take all actions provided for by law to eliminate the social                
effects of mobbing, including in particular, to take intentional actions and provide            
assistance to victims of mobbing. 

Any employee who considers that he or she has been subjected to mobbing, may              
submit a written application (complaint) to the Department of Employment Affairs and            
Recruitment. In the complaint, the employee should specify what actions or behavior            
of his superiors or colleagues are mobbing in his opinion, accurately indicate from             
the name and surname the person or persons who in his opinion are the perpetrators               



of the mobbing, indicate any witnesses, give reasons, and provide evidence that the             
actions he presented or the behavior actually took place. The complaint should be             
signed and dated. 

Reports can also be made by a person who has not been subjected to mobbing, but                
who has information about the use of mobbing in the workplace. 

Before submitting a complaint, an employee may seek to clarify all circumstances by             
himself, and seek an amicable settlement of the dispute. On the next business day,              
after submitting a complaint, the Institute Director appoints the Anti-mobbing          
Commission, whose mode of operation and further proceedings are set out in detail             
in Regulation No. 8 of 28 March 2013 on the introduction of Internal Anti-Mobbing              
Procedure at the Institute. 

anti-mobbing procedure eng version 

3.3.10.2. Trustee function 

The function of Trustee was established in the Nencki Institute of Experimental            
Biology of PAS. The Trustee promotes high ethical standards, and effective methods            
of resolving conflicts and disputes, helps individuals - PhD students and employees            
of the Institute in resolving disputes and conflicts. Detailed information has been            
described in Regulation No. 24/2019 on establishing the Trustee function. trustee           
function legal act 

3.3.11. Anti-corruption policy 

Anti-corruption policy was introduced by the regulation no. 4/2020 of the Director of             
the Nencki Institute of Experimental Biology of Polish Academy of Sciences 

All employees of the Nencki Institute are obliged to familiarise themselves with the             
Anti-Corruption Policy, and apply its principles. 

The Nencki Institute's anti-corruption policy is published on the Institute's website. 

anti-corruption policy 

http://hrexcellence.nencki.gov.pl/?page_id=187&lang=en
http://hrexcellence.nencki.gov.pl/?page_id=187&lang=en
http://hrexcellence.nencki.gov.pl/?page_id=187&lang=en
http://hrexcellence.nencki.gov.pl/?lang=en


3.3.12. Code of ethics for research workers 

The Code of Ethics for Research Workers was prepared by the Science Ethics             
Committee, and enacted by the General Assembly of the Polish Academy of            
Sciences, on 25th June 2020. The Code of Ethics for Research Workers presents             
principles introduced by the scientific community, in the belief that the primary duty of              
a researcher is to adhere to the established principles and honesty in scientific work.              
This Code of Ethics defines criteria for good practices and ethical violations in             
research work, and establishes the procedures which should be used in case            
scientific dishonesty is uncovered. Changing external and internal circumstances,         
such as the massification of higher education, increasing number of researchers, the            
need to apply for research funding, parametric assessment of researchers and           
scientific institutions and conflicts of interest associated with the commercialisation of           
research results, all these prompt us to pay special attention to the intensifying in              
recent years phenomena such as courtesy reviews, plagiarism, multiple-job holding          
(moonlighting), unjustified citing of works, using institutional resources for one’s own           
personal benefit. 

code of ethics for research workers - act 

3.3.13. Gender balance 

Nencki Institute aims for a representative gender balance at all levels of staff,             
including at supervisory and managerial level. This is achieved on the basis of an              
equal opportunity policy at recruitment, and at the subsequent career stages without,            
however, taking prece-dence over quality and competence criteria. To ensure          
equal treatment, selection and evaluation committees have an adequate gender          
balance. 

3.3.14. Information about  the Processing of Personal Data 

In connection with the implementation of the requirements of the Regulation of the             
European Parliament and the EU Council 2016/679 of 27 April 2016 on the             
protection of individuals with regard to the processing of personal data and on the              
free movement of such data, and repealing Directive 95/46 / EC (general regulation             
on data protection "GDPR"), the Nencki Institute of Experimental Biology PAS           
informs that it exercises special diligence in the field of personal data protection and              
respect for the rights of data subjects. 

http://hrexcellence.nencki.gov.pl/?page_id=187&lang=en


 

Please be advised that: 
The administrator of your personal data is: 
Nencki Institute of Experimental Biology PAS, 
Headquarters address: Pasteura 3, 02-093 Warsaw, 
hereinafter referred to as the Administrator. 
 
The administrator conducts the processing of your personal data. 

1. The personal data inspector at the Administrator's is Bogdan Kielak, e-mail: 
iod@nencki.gov.pl 

2. Your personal data will be processed for the purpose of: 
● conducting research in the field of experimental biology; 
● conducting development work in the field of the Institute's operation and           

implementation of the results of these studies into the economy; 
● supporting people starting their research careers; 
● educating researchers and specialists with special qualifications in the field of           

biological sciences, including the following specializations: biochemistry,       
biophysics, molecular biology, cell biology, neurophysiology, neurobiology,       
neuropsychology, ethology, behavioral sciences, bioinformatics and      
neuroinformatics: 

● conducting doctoral studies, student internships and research internships; 
● cooperation with universities, research institutes and scientific societies, in         

particular in the field of research and development works; 
● cooperation with the socio-economic environment in the field of research and           

development work in order to implement them; 
● developing international scientific cooperation by creating scientific consortia        

and conducting research projects together with foreign partners; 
● disseminating and popularizing knowledge about the Institute's activities; 
● performing legal obligations related to hiring employees; 
● conclusion and performance of contracts; 
● performing other tasks resulting from applicable regulations and        

commissioned by the authorities of the Polish Academy of Sciences; 
and will not be made available to other recipients, except for entities authorized             
under applicable law, public authorities and entities performing public tasks or acting            
on behalf of public authorities, to the extent and for purposes that result from legal               
provisions (e.g. courts, Social Insurance Institution, Tax Office ) and processing           
personal data on the basis of entrustment agreements (e.g. medical facilities           
providing services in the field of preventive health care). 
 
The basis for the processing of your personal data is: 

● Act of 30 April 2010 on the Polish Academy of Sciences (Journal of Laws No.               
96, item 619); 



● The Statute of the Polish Academy of Sciences attached to the Resolution No.             
8/2010 of the General Assembly of the Polish Academy of Sciences of            
November 24, 2010; 

● The statute of the Nencki Institute of Experimental Biology PAS on May 6,             
2011. 
 

The processing of personal data complies with the principle of legality and is carried              
out on the basis of Article 6 of the GDPR. 
Providing personal data results from legal regulations in order to conclude a contract,             
and in the remaining scope on the basis of consent to the processing of personal               
data. 
Data subjects have the right to: 

● requests from the Administrator to access their personal data, rectify them,           
delete or limit the processing of personal data, 

● object to such processing, 
● data portability, 
● lodging a complaint to the supervisory body, 
● withdraw consent to the processing of personal data. 

Personal data will be stored for periods resulting from the provisions of law for              
individual purposes of processing (e.g. employee data for a period specified in            
separate provisions), until the contract is completed or claims are pursued for            
business activity (e.g. lease agreement) or consent is withdrawn (e.g. recruitment). 

3.3.15. Rules for the award of prizes for research publications and          
patents 

Rules for the award of prizes for research publications and patents are described by              
the decision no 19/2019 of the Director of the Nencki Institute of Experimental             
Biology PAS.  

1. The award for research publications is granted to the authors of an article             
which meets the following criteria: 

a. at least 30% of the authors are affiliated with the Institute of            
Experimental Biology PAS  

b. it is included in the list of scientific journals presented by the Minister of              
Science and Higher Education (MNiSW) of 31.07.2019  

c. the 5-year Impact Factor (IF) of the Journal Citation Ranking (JCR) of            
Web of Science of the journal is not less than 3.  



2. The amount of the award for authors meeting the above criteria depends on             
the score awarded to journals by MNiSW: 

a. 200 points - PLN 20 000 
b. 140 points - PLN 14 000 
c. 100 points - PLN 10 000 

and shall be granted in accordance with the percentage share of co-authors            
from the Institute, in the creation of a given publication.  

Whole procedure and all attachments are available at Intranet: prizes for           
publications 

3.3.16. Social Support 
3.3.16.1. The Company of Social Benefits Fund  

The Regulations specify the rules and conditions of appropriation of funds for            
individual purposes and types of activity, as well as the rules of granting of services               
and benefits financed by the Social Benefits Fund.  

Applications for social benefits defined in the regulations are to be filed at the HR               
Department. The application forms are available on the website of the Institute and             
HR Department.  

Regulations of the fund are available on the website and HR Department.  

regulation no 10 / 2013 Social Benefits Fund  

3.3.16.2. Partial reimbursement of holidays  
● co-financing for self arranged country holidays (min 14 calendar days of           

holiday) - once in every two years 
● co-financing for children (up to 18 years old) holidays - every year 
● the financing amount is established on the basis of the annual monthly            

income of family members per 1 person, in the calendar year preceding the             
year of granting of the benefit, for income exceeds PLN 3000 per person in              
the family and PLN 4000 for single person no funding is available  

 
3.3.16.3. Assistance for housing purposes 

 

https://intra.nencki.gov.pl/regulations-and-decisions-of-the-director-of-nencki-institute-of-experimental-biology/
https://intra.nencki.gov.pl/regulations-and-decisions-of-the-director-of-nencki-institute-of-experimental-biology/
https://intra.nencki.gov.pl/regulations-and-decisions-of-the-director-of-nencki-institute-of-experimental-biology/


Financial assistance for housing purposes shall be granted in the form of a loan for               
renovation and modernization of an apartment. Maximum amount for employees          
shall not exceed PLN 10 000.  

3.3.16.4. Other allocation of fund 
 

● purchase by the employer for employees and their families, cinema tickets,           
theatre tickets, shows, concerts, exhibitions, sports, and recreation events, 

● partial reimbursement of tickets to cinema, theatre, swimming pools, fitness          
clubs, shows, concerts, exhibitions, sports and recreation events, 

● gift cards for World Children's Day, Christmas, etc. 

● financial assistance for employees in difficult life situations 
 

3.3.16.5. Nursery subsidy 
 
The rules for co-financing the nursery are described in the decision of the Directorate              
No. 22/2015, decision 20/2016 contains current amounts of co-financing. The          
employee is obliged to provide a document confirming the payment of childcare. A             
statement of revenue is the basis for determining the amount of funding.  
 
https://intra.nencki.gov.pl/category/zarzadzenia-i-decyzje/ 
 

3.3.17. An Employee Assistance and Loan Fund (PKZP)  
 

An Employee Assistance and Loan Fund (PKZP) is created at the Institute, to which              
employees (and PhD students) of the Institute may belong. The rules of belonging,             
and working mode, are set out in the PKZP Regulations. 

The main rules regarding membership in the Credit Union, and taking out loans are: 

● New members pay an entry fee of 1% of gross salary, 
● The right to receive the loan is acquired by the member after 3 months from               

the date of payment of the first monthly contribution, 

● the monthly membership contributions are a minimum of PLN 30, 

The amount of loans granted is: 

● for current purposes, the amount resulting from the calculation: 3x          
membership contribution plus 1 month gross salary, the maximum loan          
amount is set at PLN 20 000 

https://intra.nencki.gov.pl/category/zarzadzenia-i-decyzje/


● for housing purposes the amount resulting from the calculation: 5 times           
membership fee plus 1 month gross salary, the maximum loan amount is set             
at PLN 30 000 

Installment loans are granted for the period of: 

● 10 months with an amount of up to PLN 10 000 
● loans in the amount from PLN 11 000 to 20 000 are payable in installments of                

PLN 1 000 per month, 
● loans for housing purposes for 30 installments. 

 

3.3.18. Additional benefits 
3.3.18.1. Co-financing of prescription glasses in connection      

with computer work 
 

Employees working with a computer at least 4 hours a day are entitled to partial               
reimbursement of the costs of buying prescription glasses, having a medical           
certificate issued during occupational medicine examinations confirming the need to          
use glasses. The maximum refund amount is PLN 500, and is payable not more than               
once every 24 months. 

The refund granted for the purchase of prescription glasses is transferred to the             
employee's account, upon delivery of the purchase invoice with the name of the             
employee for whom the glasses are made, issued at the Nencki Institute of             
Experimental Biology PAS, 02-093 Warsaw, NIP: 525-000-92-69 

 

3.3.18.2. Enel-med 

As of 2015, a medical care program implemented in cooperation with the Medical             
Center ENEL-MED applies at the Nencki Institute. 

ENEL-MED offers full medical services, including consultations, diagnosis,         
outpatient procedures, hospitalization, operations, and rehabilitation. The current list         
of facilities can be found on the clinic's website: Enel med centers. 

Consultations and tests can be arranged via the helpline (22) 23 07 007. 

Through the website, you can make an appointment, view the results of laboratory             
tests, and order a prescription. In addition, booking visits and checking results can             
be done via the mobile application. 

https://cm.enel.pl/centrum-medyczne/przychodnie-i-placowki/przychodnie-i-placowki/


Persons authorized to medical care at the Institute: 

● Individual Package: employee / co-worker / PhD student (package financed          
by the Institute) 

● Partnership Package: child up to 26 years of age / spouse / life partner, by the                
age of 67 - one household. 

● Family Package: family members of an employee / co-worker / doctoral           
student, i.e. spouse / life partner, up to the age of 67 and children up to 18                 
years of age, as well as young people studying up to 26 years of age,               
dependent on their parents - one household. 

● Continuation Package: children who have previously received care, who         
during the insurance period no longer meet the conditions to be covered by             
insurance, and children above 26 years old (age obtained before using the            
insurance) and partners / spouses who have previously used medical care but            
during the period ceased to meet the conditions for covering them (age            
obtained while having insurance). 

● Senior Package: parents of an employee / colleague / doctoral student,           
parents of a spouse / life partner, regardless of age or partners / spouses p.               
67 years old.  

Eligible Persons are obliged to cancel booked medical appointments if they cannot            
be used. The amount of subsidies for packages other than Individual employees is             
available in the HR Department.  

The package can be changed to a lower one not earlier than 12 months after the                
package validity date. 

3.3.18.3. PZU - additional life and accident insurance 

The Institute's employees and doctoral students have the option of joining employee            
group life insurance at PZU Insurance Company. 

Interested people can register by submitting a membership declaration to PZU. The            
cost of the monthly commitment is about 57 PLN paid by the employee. A table with                
an up-to-date list of types of benefits and rates is available at the HR Department,               
which provides detailed information on insurance.  

3.3.18.4. Multisport cards 



The Nencki Institute has signed a contract with the Benefit system. Pursuant to this              
agreement, the Institute's employees and PhD students can use Multisport cards           
offering access to a wide range of sports facilities. The current scope of services              
available for individual cards is specified on the website multisport. Each employee            
holding the card has the option of reporting only one accompanying person using the              
same type of card as the employee. The cost of the monthly commitment is about 90                
PLN, paid by the employee. 

The employee ordering the card is obliged to agree to deduct the card's payment              
from the remuneration, and in the absence of such a possibility, undertakes to make              
the payments due to the Institute's account. 

3.3.19. Library 

The Institute's employees and PhD students can use the Institute's library           
collections. 

3.3.20. Occupational Health and Safety 
 

The Chief Health and Safety Specialist, Fire Protection Inspector conducts initial and 
periodic training in the field of OHS for employees, lab leaders and doctoral students 
of the Institute. 
The Chief Health and Safety Specialist, Fire Protection Inspector conducts fire 
training at the Institute. 
Managers or direct superiors assigned according to the organizational structure of 
the Institute are responsible for the workplace health and safety training. 
 
Labour Regulations at the Institute valid since June 2018 - chapter X, XI, attachment 
no 2 to the Work Regulations - Condition for fire protection.  
Regulation no. 6/2013 (regarding: changes in the system of providing first aid care) 
 
Plan ewakuacji 2018 
 
 

3.4. Settlement with the Institute 

Each employee, before the date of termination of employment, is obliged to settle             
accounts with the Institute (confirmation of settlement - circulation card). 

https://www.kartamultisport.pl/en/
https://www.kartamultisport.pl/en/
https://www.kartamultisport.pl/en/
https://www.kartamultisport.pl/en/
https://www.kartamultisport.pl/en/
https://intra.nencki.gov.pl/wp-content/uploads/2020/07/zal-r15.2018en.pdf
https://intra.nencki.gov.pl/resources/images/doc/zarzad/r6_2013.pdf
https://intra.nencki.gov.pl/wp-content/uploads/2011/03/plan-ewakuacji2018.pdf


3.5. Issue of a work certificate 

In connection with the termination or expiration of the employment relationship, the            
employer is obliged within 7 days from the date of termination, or expiry of the               
employment relationship, to issue the employee a work certificate (if he does not             
intend to enter into another employment relationship with him). 

3.5.1. Severance payments: retirement and disability 

The Institute's employees retiring or disability pension are entitled to a one-time            
severance pay in the amount of three-month remuneration calculated in accordance           
with the rules in force in determining the monetary equivalent for vacation leave. 

4. Useful contacts:  
 
4.1. HR Department  

HR Department email address: hr@nencki.edu.pl, phone +48 22 589 22 72, Office 
building by the animal house, staircase no. 2, ground floor (entrance from the side of 
the Physics Department). 

4.2. PhD studies Office 

PhD studies Office email address: studia.doktoranckie@nencki.edu.pl, phone +48 22 
589 25 54, Office building by the animal house, staircase no. 2, ground floor 
(entrance from the side of the Physics Department). 

4.3. Administration Department  

Deputy Director for Economic and Administrative Affairs Tomasz KOCZYK, 

Chancellery of the Institute, room 29 ground floor, main building (press, letters) 

Secretariat of the Deputy Director for Economic and Administrative Affairs: 
tel. +48 22 589 23 85 Joanna Białas, email address: j.bialas@nencki.edu.pl 

Administration Dep. Manager: Edyta Momot, tel. +48 22 589 22 08 email: 
e.momot@nencki.edu.pl room 26, ground floor main building (entrance cards for 
employees and phd students).  

4.4. Payroll Department 
 

Payroll Department (salaries, payroll slips, bank transfers, civil contracts): 

Renata Szymańczak email: r.szymanczak@nencki.edu.pl tel. +48 22 589 22 03 
room 25, ground floor, main building 

mailto:hr@nencki.edu.pl
mailto:studia.doktoranckie@nencki.edu.pl
mailto:j.bialas@nencki.edu.pl
mailto:e.momot@nencki.edu.pl
mailto:r.szymanczak@nencki.edu.pl


Magdalena Lewandowska email: m.lewandowska@nencki.edu.pl tel. +48 22 589 22 
96, room 25, ground floor, main building 

 
4.5. Public Procurement, Tender Committee 

 
Wojciech Boguta, Director's Plenipotentiary for Public Procurement email: 
w.boguta@nencki.edu.pl tel. +48 22 589 21 80  

 
4.6. Occupational Health and Safety 

 
Bogdan Kielak, Chief Health and Safety Specialist, Fire Protection Inspector email: 
b.kielak@nencki.edu.pl +48 22 589 22 75, +48 22 589 22 85, room 17, ground floor, 
main building 

 
4.7. IT Department 

 
IT department email address helpdesk@nencki.edu.pl 

 
4.8. The Animal House 

 
Head of Animal House - email address a.zajfert@nencki.edu.pl tel. +48 22 589 23 99 
or +48 22 589 24 10. 
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