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Vyjadifené pohledy a nazory jsou pouze nazory autorl a
nemusi nutné odrazet nazory Evropské unie nebo
Evropské vyzkumné vykonné agentury (REA). Evropska
unie ani organ poskytujici podporu za né nemohou nést
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I. MOLIPEC

(1) Biologické centrum Akademie véd Ceské republiky,
V.v.i., www.bc.cas.cz (dale jen “BC”) je vefejnou
vyzkumnou instituci se sidlem BraniSovska 1160/31,
37005 Ceské Budgjovice, Ceska republika. BC
zkouméa komplexni ekologické, evoluéni a vyvojové
aspekty zivota.

Zakladni rostlinny vyzkum méa v Ceskoslovensku a
Ceské republice mnohaletou tradici. Molekularni
biologie rostlin je jednim z hlavnich smér( BC od
roku 1990. Ustav molekularni biologie rostlin,
www.umbr.cas.cz (dale jen “IPMB®) zastfeSuje
rostlinné védy na BC.

)
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Cilem BC je byt vniméano jako evropské vyzkumné
centrum excelence v molekularni biologii rostlin.

(4) Dlouhodobym cilem BC je kvalitni, uZiteCny a
spoleCensky zodpovédny vyzkum. Pro takovy
vyzkum je nutné zajistit kvalitni laboratorni,

technické a administrativni zazemi a sluzby.
(5) Zfizeni a provoz Servisni skupiny IPMB je jednim
z hlavnich cild projektu MOLIPEC (“MOLIPEC:
Molecular Life of Plants ERA Chair“, déle jen
,MOLIPEC").
(6) Tento dokument podrobné popisuje organizaci,
fungovani a sluzby Servisni skupiny IPMB. Tento
dokument je zivy dokument, ktery bude
aktualizovan, kdykoli dojde ke zménam.

Il. Servisni skupina IPMB

(1) Servisni skupina IPMB (dale jen ,SG*) je zakladni
servisni jednotkou, ktera zajistuje technickou a
administrativni podporu vdem vyzkumnym skupinam
IPMB. Struktura a popis v8ech technickych a
administrativnich pozic SG je uveden na webovych
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I. MOLIPEC

(1) The Biology Centre of the Czech Academy of
Sciences, www.bc.cas.cz (hereinafter referred to as
“BC”) is a public research institution located at
Branisovska 1160/31, 37005 Ceske Budejovice,
Czech Republic. BC is focused on complex
ecological, evolutionary, and developmental aspects
of life.

Fundamental plant research has a long-standing
tradition in Czechoslovakia and the Czech Republic.
Plant molecular biology has been one of the major
topics at BC since 1990. The Institute of Plant
Molecular Biology, www.umbr.cas.cz/en/
(hereinafter referred to as “IPMB”) covers plant
sciences at BC.

BC aims to be recognised as a European research
centre of excellence in plant molecular biology.
High-quality, beneficial, and socially responsible
research is a long-term goal of BC. For such
research, it is necessary to ensure a high-quality
laboratory, technical, and administrative
environment and service structure.

The establishment and operation of the IPMB
Service Group is one of the main goals of the
MOLIPEC project (“MOLIPEC: Molecular Life of
Plants ERA Chair”, hereinafter referred to as
“MOLIPEC”).

This document describes in detail the organisation,
functioning, and services of the IPMB Service
Group. This document is a living document which is
to be updated whenever changes arise.
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Il. IPMB Service Group

(1) The IPMB Service Group (hereinafter referred to
as “SG”) is a basic service unit that shall ensure
technical and administrative support to all research
groups at IPMB. The structure and description of all
technical and administrative positions of SG is listed


http://www.bc.cas.cz/
http://www.bc.cas.cz/
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strdnkach IPMB. SG je zfizena s ucinnosti od
1. ledna 2024.

SG se stara o zakladni infrastrukturu a
administrativu IPMB, aby se maximalizovalo sdileni
vybaveni a sluzeb mezi vyzkumnymi skupinami a
nedochazelo ke zdvojovani Uusili a zbyteénym
vydajum. Spickové vybaveni a odborné sluzby
umoznuji  vyzkumnikim provadét vyzkum na
mezinarodné konkurenceschopné urovni.

Zfizeni SG zavisi predevS§im na dlouhodobé
vyzkumné vizi IPMB, poptavce vyzkumné komunity,
financich a technické proveditelnosti. SG zfizuje
feditel IPMB na zakladé diskuze s vedoucimi skupin
IPMB a feditelem BC.

SG slouzi vSem
zaméstnancum IPMB.
SG Uzce spolupracuje s Technicko-hospodaFskou
spravou BC (dale jen “THS”).

vyzkumnym skupinam a

Mezi zaméstnance SG patfi vSichni zaméstnanci
SG (experti, manazefi, technici, administratofi,
pracovnici udrzby, atd.). Zaméstnanci SG jsou k
dispozici zaméstnancim IPMB v pracovni dny
béhem bézné pracovni doby. Zaméstnanci SG Fesi
také veskeré mimoradné udalosti. Zaméstnanci SG
jsou Fizeni vedoucim Servisni skupiny IPMB.

SG je financovana zejména institucionalnimi
prostfedky, rezijemi grantl, vlastni hospodarskou
¢innosti, narodnimi a evropskymi projekty.

IPMB vycClenuje dostate¢né mnozstvi
institucionalnich prostfedkd na provoz a rozvoj SG.
Finance SG jsou oddéleny od financi vyzkumnych
skupin IPMB a administrativy BC. Finance SG jsou

spravovany vedoucim Servisni skupiny IPMB
spolec¢né s feditelem IPMB.
Monitorovani, reportovani a planovani Servisni

skupiny IPMB je zalozeno na ,Vyroénich zpravach
IPMB®. Tyto zprdvy obsahuji informace o
zameéstnancich, vybaveni, sluzbach, know-how,
kapacité, vytizeni, rozpoctu, uzivatelich, vysledcich,
financovani, kratkodobych a dlouhodobych planech
a cilech. Vyro¢ni zpravy IPMB pfipravuje SG a
predklada Fediteli IPMB a vedoucim skupin IPMB do
31. bfezna nasledujiciho kalendarniho roku.

lll. Organizace a fizeni Servisni skupiny IPMB

1)

Reditel IPMB jako hlavni predstavitel IPMB

(a) zfizuje Servisni skupinu IPMB;

(b) jmenuje vedouciho Servisni skupiny IPMB
vybraného v transparentnim vybérovém fizeni;

(c) jmenuje zéastupce vedouciho Servisni skupiny
IPMB pokud je potfeba,;

(d) podporuje fungovani a rozvoj SG;

(e) vyclefiuje dostateény pocet pracovnich mist pro
SG;
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on the IPMB website. SG is to be established with
effect from 01 January 2024.

SG shall concern itself with the core infrastructure
and administration of IPMB to maximise the sharing
of equipment and services among research groups
and to avoid a duplication of efforts and
unnecessary expenses. The cutting-edge
equipment and professional services shall allow
researchers to perform research at an
internationally competitive level.

The establishment and operation of SG is to mainly
depend on the long-term research vision of IPMB,
the research demand of the community, and
financial and technical feasibility. SG shall be
established by the Director of IPMB based on
discussion with the IPMB Board of Group Leaders
and Director of BC.

SG shall serve all IPMB research groups and
employees.

SG shall closely cooperate with the BC Technical
and Administrative Service (hereinafter referred to
as “THS”).

SG staff shall include all employees (experts,
managers, technicians, administrators, maintenance
workers, etc.) of SG. SG staff shall be available for
IPMB employees on working days during regular
business hours. SG staff shall also deal with all
extraordinary events. SG staff shall be supervised
by the Head of the IPMB Service Group.

SG shall be mainly funded through institutional
funding, overheads, own economic activity, and by
national and European projects.

IPMB shall allocate sufficient amount of institutional
funding for the operation and development of SG.
Finances of SG shall be separated from finances of
IPMB research groups and BC administration.
Finances of SG shall be managed by the Head of
the IPMB Service Group together with the Director
of IPMB.

The monitoring, reporting, and planning of SG shall
be based on “IPMB Annual Reports”. These
reports should contain information about staff,
equipment, services, know-how, capacity, workflow,
budget, users, outcomes, funding, short-term, and
long-term plans and goals. IPMB Annual Reports
shall be prepared by SG and submitted to the
Director of IPMB and IPMB Board of Group Leaders
by March 31 of the following calendar year.

Organisation and Management of the IPMB

Service Group

)

Director of IPMB as the main representative of

IPMB

(a) shall establish the IPMB Service Group;

(b) shall appoint Head of the IPMB Service Group
selected in a transparent recruitment process;

(c) shall appoint a Deputy Head of the IPMB
Service Group if needed;

(d) shall support the operation and development of

SG;

(e) shall allocate a sufficient number of working

places for SG;
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() vycleriuje dostate€né mnozZstvi institucionalnich
prostfedkd a rezii v rozpo¢tu IPMB na provoz
SG;

(g) schvaluje cenik
poskytovanych SG;

(h) sleduje kvalitu, dostupnost a efektivnost sluzeb
poskytovanych SG.

specialnich sluzeb

Vedouci Servisni skupiny IPMB

(a) je vynikajicim odbornikem v oblasti fizeni a
administrativy vyzkumu;

(b) ma vynikajici manazerské, mentorské a
komunika&ni schopnosti;

(c) dohlizi na provoz budovy IPMB a stard se o

kazdodenni fizeni SG vletné strategického

planovani, financovani, profesniho rozvoje,

reportovani a hodnocent;

(d)
(e)
(f)

pfijima, radi, mentoruje a hodnoti zaméstnance
SG;
v pfipadé potfeby jmenuje svého zastupce;

sbira zpétnou vazbu od zaméstnanct IPMB;

identifikuje silné a slabé strdnky SG,

optimalizuje pravidla a protokoly, zlepSuje

postupy a sluzby;

(g) spravuje rozpoCet SG spole€né s feditelem
IPMB;

(h) sleduje  kapacitu, vytizenost, kvalitu a
dostupnost sluzeb poskytovanych SG;

(i) svolava a fidi pravidelna setkani SG;

() ucastni se pravidelnych schizek Rady
vedoucich skupin IPMB;
(k) pravidelné informuje zaméstnance IPMB o

vSech zalezitostech tykajicich se provozu IPMB;

() dohlizi na pfipravu a aktualizaci ceniku sluzeb
SG;

(m) kazdoro&né reportuje fediteli IPMB a Radé
voducich skupin IPMB o fungovani a rozvoji
SG;

(n) nema stfet zajmd; nemd& finanéni podil ve
spole€nosti poskytujici sluzby BC.

Zastupce vedouciho Servisni skupiny IPMB neni
povinnou funkci. Zastupce vedouciho navrhuje
vedouci Servisni skupiny IPMB a jmenuje Feditel
IPMB.

Rada vedoucich skupin IPMB jako poradni organ

@)

projednava zfizeni a pokrok Servisni skupiny
IPMB, jeji sluzby, kompetence a odpovédnosti;

(b)

(c)
(d)

projednavad provoz a rozvoj infrastruktury a
administrativy IPMB;

projednava a schvaluje rozpocet SG;
projednava a schvaluje “Vyrocni zpravy IPMB”.

@)
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(f) shall allocate a sufficient amount of institutional
funding and overheads in IPMB budget for the
operation of SG;

(g) shall approve the price list of special services
provided by SG;

(h) shall monitor the quality, availability,
efficiency of services provided by SG.

and

Head of the IPMB Service Group

(a) shall be an outstanding expert in research
management and administration;

(b) shall have excellent leadership, mentorship, and
communication skills;

(c) shall oversee the operation of the IPMB building

and handle the day-to-day management of SG,

including strategic planning, funding,
professional development, reporting, and
assessment;

(d)
(e)
(f)

shall recruit, advise, mentor, and assess the

staff of SG;

shall nominate a Deputy Head of the IPMB

Service Group, if relevant;

shall collect feedback from IPMB employees;

shall identify the strengths and weaknesses of

SG, shall optimise rules and protocols, shall

improve procedures and services;

(g) shall manage the budget of SG together with

the Director of IPMB;

(h) shall monitor the capacity, workload, quality,
and availability of services provided by SG ;

(i) shall convene and chair regular meetings of SG;

(i) shall attend regular meetings of the IPMB Board
of Group Leaders;

(k) shall regularly inform IPMB employees about all
matters regarding the operation of IPMB;

() shall oversee the preparation and updates of
the price list of SG services;

(m) shall annually report to the Director of IPMB and
the IPMB Board of Group Leaders about the
progress of SG;

(n) shall not have a conflict of interest; should not

have a financial interest in a company providing

services to BC.

Deputy Head of the IPMB Service Group is not an
obligatory position. The Deputy Head shall be
nominated by the Head of the IPMB Service Group
and appointed by the Director of IPMB.

IPMB Board of Group Leaders as an advisory

body

(a) shall discuss the establishment and progress of
the IPMB Service Group, its services,
competencies, and responsibilities;

(b) shall discuss the operation and development of
IPMB infrastructure and administration;

(c) shall discuss and approve the budget of SG;

(d) shall discuss and approve the “IPMB Annual
Reports”.
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IV. Sluzby Servisni skupiny IPMB IV. Services of the IPMB Service Group
(1) Servisni skupina IPMB vénuje dostatek €¢asu a (1) The IPMB Service Group shall dedicate sufficient

zdrojll na
(a) tvorbu transparentniho, férového,
srozumitelného, predvidatelného a

podporujiciho pracovniho prostfedi na IPMB,;
zajisténi pravidelné modernizace pracovniho
prostifedi IPMB;

(b) zajisténi provozu, udrzby, oprav a rozvoje
budovy IPMB;

(c) zajisténi provozu, udrzby, oprav a rozvoje
pfistrojového vybaveni IPMB;

(d) zajisténi nakupu, evidence a likvidace majetku
IPMB;

(e) zajisténi evidence a administrativy lidskych
zdroju IPMB;

() zajisténi administrativy Socialniho fondu IPMB;

(g) zajisténi Mentorského programu IPMB a
profesniho rozvoje zaméstnancu IPMB;

(h) zajisténi sestaveni rozpoctu IPMB, evidenci
pFijmu a vydaju;

(i) zajisténi IT infrastruktury a bezpecénosti;

() zajisténi evidence a administrativy projektd
IPMB;

(k) monitorovani otevienych grantovych vyzev
(granty, stipendia, ceny) relevantnich pro
vyzkumniky IPMB;

(D pomoc s pripravou, finalizaci, podanim a
realizaci projektovych zadosti;

(m) pomoc s reportovanim, kontrolami a audity;

(n) zajisténi evidence vystupl IPMB (napf.
publikace, patenty, prezentace, vyuka, ocenéni
atd.);

(0) zajisténi bezpelnosti prace a pravidelnych
Skoleni (pozarni ochrana, bezpeénost zdravi,
fizeni motorovych vozidel, nakladani s
chemikaliemi a GMO, nakladani s daty, atd.);

(p) sledovani novinek a trendd v fizeni a
administrativé vyzkumu a jejich implementaci na
IPMB;

(q) zajidténi nakupu spotfebniho materialu;

(r) zajisténi pfipravy sterilnich médii a roztoku;

(s) zaijisténi sterilizace laboratorniho materialu;
(t) zajisténi myti laboratorniho nadobi;
(u) zajisténi radné likvidace chemického odpadu;

(v) zajisténi fadné likvidace biologického a GMO
odpadu;

(w) zajisténi  uklidu
spole¢nych chodeb;

(x) pfipravu pfiru¢ek, navodd a manualu;

(y) poskytovani Skoleni a podpory zaméstnanciim
IPMB;

(2) sledovani kapacity, vytizeni, kvality a
dostupnosti  sluzeb  poskytovanych  SG;
zlepsSovani kvalitnich sluzeb.

laboratofi, kancelafi a

time and resources

(@) to the creation of a transparent, fair,
understandable, predictable, and supportive
working environment at IPMB; to ensure the
regular upgrade of IPMB working environment;

(b) to ensure the operation, maintenance, repair,
and development of the IPMB building;

(c) to ensure the operation, maintenance, repair,
and development of IPMB equipment;

(d) to ensure the purchase, inventory, and writing
off of IPMB property;

(e) to ensure the inventory and administration of
IPMB human resources;

(f) to ensure the administration of the IPMB Social
Fund;

(g9) to ensure the IPMB Mentoring Programme and
career development of IPMB employees;

(h) to ensure the compilation of the IPMB budget
and the evidence of incomes and expenses;

(i) to ensure the IT infrastructure and security;

() to ensure the evidence and administration of
IPMB projects;

(k) to monitor open grant calls (grants, fellowships,
awards) relevant to IPMB researchers;

() to assist with grant proposals preparation,
finalisation, submission, and implementation;

(m) to assist with reporting, controls, and audits;

(n) to ensure the evidence of IPMB outputs (e.qg.
publications, patents, presentations, teaching,
awards, etc.);

(o) to manage work safety and regular training (fire
protection, health safety, driving motor vehicles,
dealing with chemicals and GMOs, dealing with
data, etc.);

(p) to monitor news and trends in research
management and administration and to
implement them at IPMB;

(g) to ensure the purchase of consumables;

() to ensure the preparation of sterile media and
solutions;

(s) to ensure the sterilisation of laboratory material;

(t) to ensure the washing of laboratory dishes;

(u) to ensure the proper disposal of chemical
waste;

(v) to ensure the proper disposal of biological and
GMO waste;

(w) to ensure the cleaning of laboratories, offices,
and common corridors;

(X) to prepare manuals and guidelines;

(y) to provide training and support to IPMB
employees;

(z) to monitor the capacity, workload, quality, and
availability of services provided by SG; to
improve high-quality services.
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V. Cenova politika
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Zakladni sluzby SG jsou zaméstnancum IPMB
poskytovany zdarma.

Specialni sluzby SG (napf.
zpoplatnény dle aktualniho
pfipravuje SG na zakladé kalkulace skutec¢nych
nakladi a schvaluje feditel IPMB. Cenik je
aktualizovan jednou roéné nebo dle potfeby. Platny

cenik je k dispozici na webovych strankach IPMB.

pfipravna médii) jsou
ceniku sluzeb. Cenik

Specialni sluzby SG jsou Gétovany konkrétni
vyzkumné skupiné IPMB za kazdé ctvrtleti sluzeb
nebo dle potieby.

VI. Hodnoceni Servisni skupiny IPMB

)
)
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Kvalita, produktivita, efektivita a uziteCnost SG jsou
pravidelné hodnoceny ve tfech formach.

V8ichni zaméstnanci IPMB budou pozadani o
zpétnou vazbu. Zpétna vazba od uzivatelll je
shromazdovana prostfednictvim  jednoduchého
online dotazniku. Shromazdéna data analyzuje
vedouci Servisni skupiny IPMB a predklada je
fediteli IPMB jednou ro¢né nebo podle potieby.
Relevantni vystupy a doporuceni se projednavaji na
Radé vedoucich skupin IPMB a promitaji do planu
SG.

Rada vedoucich skupin IPMB projedndva a
schvaluje “Vyroéni zpravy IPMB”, rozpolet SG,
kvalitu a dostupnost sluzeb. Doporuceni Rady
vedoucich skupin IPMB jsou zohlednéna v planu
SG.

Mezinarodni védecka rada IPMB (déle jen ,IPMB
IAB*) poskytuje cilenou kritickou a konstruktivni
zpétnou vazbu k vykonnosti SG a dava doporuceni
pro dalSi dlouhodoby rozvoj a zlepSovani.
Hodnoceni SG ze strany IPMB IAB je organizovano
jednou za dva roky. Doporu€eni IPMB IAB jsou
zohlednéna v planu SG.

V Ceskych Budsgjovicich dne 15. 9. 2023

V. Pricing Policy
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The basic services of SG shall be provided to IPMB
employees for free.

Special services of SG (e.g. media kitchen) shall be
charged according to the current service price list.
The price list shall be prepared by SG based on the
calculation of real costs and shall be approved by
the Director of IPMB. The price list shall be updated
annually or based on need. A valid price list shall be
available on the web site of IPMB.

Special services of SG shall be charged to the
specific IPMB research group for each quarter of
services or based on need.

VI. Assessment of the IPMB Service Group
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The quality, productivity, efficiency, and usefulness
of SG are to be regularly evaluated in three forms.

All IPMB employees shall be asked for feedback.
The user feedback shall be collected via simple
online questionnaire. Collected data shall be
analysed by the Head of the IPMB Service Group
and submitted to the Director of IPMB once a year
or based on need. Relevant outcomes and
suggestions shall be discussed with the IPMB Board
of Group Leaders and reflected in the plan of SG.

The IPMB Board of Group Leaders shall discuss
and approve the “IPMB Annual Reports”, budget of
SG, quality and availability of services. Suggestions
of the IPMB Board of Group Leaders shall be
reflected in the plan of SG.

The IPMB International Advisory Board
(hereinafter referred to as “IPMB IAB”) shall provide
targeted critical and constructive feedback on the
performance of SG and give recommendations for
further long-term development and improvement.
Assessment of SG by the IPMB IAB is organised
every second year. Suggestions of the IPMB IAB
shall be reflected in the plan of SG.

Ceske Budejovice, 15 September 2023

prof. RNDr. Libor Grubhoffer, CSc., dr. h. c. mult.
Reditel Biologického centra AVCR
Director of the Biology Centre CAS

Dr. Michael Wrzaczek
Reditel Ustavu molekularni biologie rostlin
Director of the Institute of Plant Molecular Biology



