
PhD process notes 
 

1) A call for PhD Projects is launched in October of every year by SCO (info published 
on the ILL PhD web pages and by emails to users). In order to apply the ILL scientist 
has to find an academic partner and submit a specific application form together with a 
completed and signed “Terms of Agreement form” which specifies the commitment, 
duties and responsibilities of the academic supervisor and his/her 
university/laboratory. The fact that a project can be co-financed MUST be highlighted 
on the application and the details of the costs have to be developed as accurately as 
possible. 
 
SCO draws a table with all projects submitted so as to follow progress of the 
selection process and associates each project to a scientific theme. 
 

2) Selection process:  an evaluation of projects is made by a committee of theme 
coordinators (end of the year), a shortlist based on the evaluation and a final selection 
is made by the directors around February-March. The number of applications selected 
is based on the number of FTE available positions, taking into account the co-
financed projects.  

 
3) The applicants of the non-selected projects are informed by email (SCO) 

 
4) The owners (ILL supervisor and  academic  partner) of the selected projects are 

informed by SCO. The data on the projects is entered in the PhD table  located in the 
PhD program database. 

 
5) The projects with vacant positions are published on the ILL web and the project 

owners can start looking for suitable candidates. 
 

A project remains open and can be filled until the new application round comes to its 
final selection phase 

 
 

6) The project owners are in charge of pre-selecting one candidate and finding a 
convenient date for interviews at ILL, checking the availability of the members of the 
interview panel (see 7) and the director of Science Division. 

 
7) The selected candidate is invited for an interview at the ILL by SCO The ILL 

supervisor, with the help of the group secretary takes care of the practical 
organization, choice of date, checking the availability of those concerned, reservation 
of the room. The interview panel consists of the group leader of the ILL supervisor, 
the ILL supervisor(s) and the head of the ILL graduate school. The external 
supervisor can attend but will not receive financial support. A meeting with the HR 
person can be arranged separately. The candidate will also meet the director of the 
Science Division (DS) for a brief discussion. The director of DS may opt to take part 
in the interview. The candidate meets the PhD student representatives and has lunch 
with a group of students. If the candidate is not considered suitable the project owners 
are invited to look for another one. 

 
8) The assessment of the interview panel is transmitted to the director of DS, who gives 

the final endorsement for accepting the candidate. This endorsement is forwarded to 



the HR-GRI for follow up of recruitment. SCO, writes the position as filled in the 
PhD position table on the website. 
NB.  The PhD positions attributed to ILL scientific members are fully financed by 
the ILL but do not have to comply with all aspects of the standard ILL procedure. 
The attribution of a project to an external supervisor is done independently by the 
scientific member, who then informs the ILL legal services on the choice.  The 
external supervisor needs to look for a suitable ILL supervisor and to sign a specific 
terms of agreement form, see 1. In case the appointment of the thesis student is not 
done by the scientific member the standard procedure with interview at ILL can be 
applied. Once a student has been appointed or selected, the ILL supervisor is in 
charge of compiling the information required to help HR/GRI draw the work contract 
(names of the ILL and external supervisors, University for student enrolment, 
duration of the contract). This data must be entered in the PhD file located in the 
PhD program database. 

 
9)  The student is recruited and the next step differs depending on the situation. 

 
10)  If co-financed the Legal Office has to set up a contract with the external partner. 

 
11)  If fully financed by ILL, HR (GRI) sends the student information about PhD work 

conditions and benefits (including info on how to find an accommodation) and draws 
a work contract (provided all info on start date, name of external supervisor(s) and 
University of enrolment are provided).  
 

12)   The legal service of the ILL drafts a co-financing contract according to the 
expectations of the co-financing partner. Various situations can occur depending on 
the form of the contract and the financial conditions. The work contract for the 
student can either be with ILL or with the external partner. 

 
13)  The work contract with ILL is prepared and signed by the HR(GRI) service, and the 

“Terms of Agreement form” (see point 1) is attached to it. For thesis students who 
have a work contract with an external organization a Long Term Visitor status must 
be prepared by the ILL supervisor and the group secretary. 

 
14)  The group leader and secretary are in charge of finding an office and telephone. First 

Day at work: GRI welcomes the newcomer, checks that all the paperwork is in order 
(including adequate diploma), gives the student the work contract to sign and 
completes additional administrative formalities. Then GRI calls the supervisor who 
welcomes the student and helps out/advises with formalities to open a computer 
account, email address, introduces the  student to the PhD representatives and gives 
guidance on  other practical items. The PhD student is included in the thesis student 
community whoever his/her employer is.  
 

15)  Work contracts are always for 1+2 years, a careful evaluation is carried out before 
prolongation after the first year, supervisors advise the DS head who takes the 
decision, HR(GRI) takes care of the administrative work. A follow–up of the 
evaluation is carried out during the annual interview and the procedure published in 
the Position Paper (DIR-DS/HS-pg14/149) 
 

 
 
 



 
 
 

 
 
 
 
 
 


