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Abbreviations 

 ■ ACC Association des cadres de la Confédération

 ■ APC Federal Staff Association (Association du personnel de la Confédération)

 ■ APR Faculty Affairs (Affaires professorales)

 ■ CIGR Internal Control and Risk Management Department  
 (Contrôle interne de la gestion des risques)

 ■ GRH HR generalist

 ■ HRM HR manager

 ■ PATT Tenure track assistant professor

 ■ PO Full professor (professeur ordinaire)

 ■ REO Research Office

 ■ RFF Faculty financial manager (responsable financier faculté)

 ■ RPR Processes and policies lead (responsable processus et règlementations RH) 

 ■ TM Talent Management

 ■ Transfair  Public services union (Syndicat des services publics)

 ■ VP Vice president
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1. Introduction

Human Resources has defined a standard process concerning the restructuring and closure 
of units, based on LEX 4.1.2 and the plan social applicable to the EPF Domain.  This process 
explains the legal aspects and support offered to the employees concerned, from the point of 
view of communication, job search strategy, training or other action in order to facilitate their 
internal mobility or external redeployment.

This process and tools described,, constitute the standard norm for HR Management, which is 
implemented by the HR managers (RRH).

Goals  ■ Define a standard process regarding restructurings and closures.

 ■ Improve communication and support regarding the employees 
concerned.

 ■ Facilitate internal mobility and external redeployment.

Scope This process applies to all EPFL employees with permanent contracts.

HR tools  
mandatory M 
or optional O

* HR use only

 ■ LEX 4.1.2 and annexe 1 “Reverse schedule for the closure  
of a unit / departure of a Head of unit” – M

 ■ Template • Unit restructuring / closure file * – M
 ■ ABC list by unit or infocentre * – O
 ■ Template • Two-pager Direction – M
 ■ Template • Modèle calcul fermeture labo * – O
 ■ Template • List of CDIs affected by closures during year * – M
 ■ Template • Information meeting slides – O
 ■ Template • Information letter concerning unit closure * – M
 ■ Plan social pour le domaine des EPF – M
 ■ Template • Job search activity record – M
 ■ Template • Intermediate work certificate – M
 ■ Template • Support monitoring * – M
 ■ Template • Cover letter and draft contract termination letter * – M
 ■ Template • Final contract termination decision letter * – M
 ■  Template • Final work certificate – M

Metrics  ■ Percentage of internal or external redeployment 
→ Objective: 60% of redeployment (including internal / external split)

Implementation 01 January 2021. This version is applicable from 01.05.2024

Review cycle Human Resources will examine this process at least once a year in 
order to take best practices into consideration and integrate the lessons 
learned.
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3. EPFL standard operating procedure

Step
Who / person 
responsible How

Mandatory  M  
or optional  O 
documents

0
– 60 months
Introductory 
meeting between 
Dean and Head 
of unit   

HRM  ■ Draw up, each November, a list of anticipated retirements of 
professors / heads of units over the following 60 months and 
send it to the deans.

ABC list by unit or 
infocentre * – O

LEX 4.1.2  
and annexe 1 
“Reverse schedule 
for the closure of a 
unit / departure of 
a head of unit” – M

Dean  ■ Meeting with heads of units five years prior to legal retirement 
age to inform them regarding:

· Dean’s support until closure of laboratory, 
· importance of supporting their employees to improve their 

future employability, 
· application of LEX 4.1.2 and HR closure process,
· impossibility of recruiting new PhD students.

1
– 48 months
Annual updating 
of list of unit 
closures during 
the following 
48-months period

Pension fund 
manager

 ■ Each November, update the “unit restructuring / closure file” 
for retirements anticipated during the following 48 months 
and send to the HR processes and policies lead (RPR).

Template • Unit 
restructuring /
closure file * – M

HRM  ■ Verify and complete if necessary the “unit restructuring /clo-
sure file” with other possible departures (non-renewed PATTs, 
resignation of POs) and send it to RPR for consolidation.

RPR  ■ Submit the “unit restructuring / closure file” to Faculty Affairs  
to complete and validate for the following years. 

 ■ Send the final “unit restructuring / closure file” to the Direction 
(VPs), deans, college directors, Internal Control and Risk 
Management Department (hereinafter CIGR).  

 ■ Each December, send the validated list of restructurings /
closures for the following year to EPFL active social partners 
(APC, ACC, Transfair).

Dean / VP / 
Head of unit / 
HRM

 ■ In the event of an immediate or unplanned departure, an 
accelerated process is established. Steps 5 to 9 described 
below are applicable within a deadline of six months as from 
notification of the closure to the employees concerned.

HRM  ■ In the event of an immediate or unplanned departure, inform 
the CIGR and FO concerned.

2
– 48 months
Situation  
of employees 
affected  
by closure

HRM  ■ Draw up the ABC list by unit / School of the employees 
concerned and assess the situation (review of contracts,  
CDD prolongation, no new PhDs without Co-Director).

 ■ Initiate discussions with the Dean / VP, and Head of Unit 
concerning employees affected by the closure and identify 
any complex situations.

ABC list by unit or 
infocentre * – O

3
– 36 months
Follow-up of HR 
actions

HRM  ■ Monitor the situations based on the ABC list.

 ■ Review the situation with the Dean / VP, Head of unit, and 
Institute Director if necessary.

 ■ Monitor complex situations, if necessary.

ABC list by unit or 
infocentre * – O

* HR use only



 Human 
Resources 07

HR process for restructuring  
and closure of units 

Step
Who / person 
responsible How

Mandatory  M  
or optional  O 
documents

4
– 24 months
Confirmation  
of unit closures

Dean / VP  ■ Submit the unit closure request to management, who 
formalizes the decision

 ■ Communicate the decision to HRD (HR director) for follow-up 
and implementation.

Template • Two-
pager Direction – M

Template • List of 
CDIs affected by 
closures during 
year * – M

Template • Modèle 
calcul fermeture 
labo * – O

HRM  ■ Calculate potential costs relating to the plan social and add 
an amount of CHF 10 000 for support measures per employee 
affected by the closure and confirm the outstanding holiday 
balance. 

 ■ Communicate this information to the dean / VP, head of unit 
and FO concerned.

Dean / VP / 
head of unit /  
FO

 ■  Define the method of financing these costs according to the 
unit’s financial situation. 

 ■ These measures are the responsibility of the unit, or alterna-
tively the school or vice presidency.

RPR  ■ Draw up the annual list including employees with unlimited- 
term contracts affected by the unit’s closure with age, years 
of service, average level of activity over the three years 
preceding the closure, estimation of cost of the plan social, 
potential outplacement and solution.

 ■ Provide HRM / GRH these lists in order to do an individual 
follow-up and complete the solution.

5
– 24 months
Information  
to employees  
and application  
of plan social

Dean / VP /  
head of unit / 
RHM

 ■ Organise, if pertinent, an information meeting for the unit’s 
employees in the presence of the dean / VP, head of unit, 
director of institute, head of infrastructure and any other 
persons concerned by the closure. 

 ■ If no information meeting is organised, conduct an interview 
with the persons concerned. 

 ■ Send the formal “closure of unit information letter” to employ-
ees with permanent contracts.

Template • Infor-
mation meeting 
slides – O

Template • Closure 
of unit information 
letter * – M

Plan social – M

6
– 24 months
Support of unit's 
employees by HR

HRM / GRH  ■ Hold initial individual interviews with employees with 
unlimited-term contracts to discuss the situation following the 
closure (alternative positions, training, initiatives already taken 
by employee, etc.).

 ■ Inform the employees concerned that they need to keep a 
record of job search activities (EPFL & outside EPFL) and any 
other initiatives with a view to redeployment.

 ■ Identify and monitor complex situations with evaluation of 
options (internal, external).

 ■ Delegate the support of the people concerned to an external 
company (outplacement) or to the TM, if necessary. This 
includes defining a professional project, job search strategy, 
updating the CV, LinkedIn profile, networking, help in using 
job search tools, interview preparation as well as training 
workshops to develop the skills to effectively manage change 
or transition to a new professional opportunity.

Template • Job 
search activity 
record – M

TM  ■ Regularly inform HRMs / GRHs of  how the support is evolving.

* HR use only
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Step
Who / person 
responsible How

Mandatory  M  
or optional  O 
documents

7
– 12 months
Assessment 
of situation / 
continuous 
support by HR / 
internal transfers

HRM / GRH / 
TM

 ■ Provide continuous support with regular meetings and dis-
cussion concerning job search efforts linked with job search 
strategy and / or career plan. 

 ■ Complete the template “support monitoring” which summaris-
es the main actions, results and subsequent steps agreed.

Template • Job 
search activity 
record – M

Template • 
Intermediate work 
certificate – M

Template • Support 
monitoring * – M

Template • Unit 
restructuring /
closure file *  – M

HRM  ■ In the event of internal mobility, add a new clause to the 
contract showing the amendments, and complying with the 
notice period of three months or other period to be agreed, 
for the starting date in the new unit. No trial period is possible 
since EPFL remains the employer.

 ■ Agree, in the event of any outstanding holiday balance, that it 
must be taken prior to the transfer to the new unit with a maxi-
mum of five days’ holiday carried over from previous years.

Dean / VP / 
head of unit / 
HRM

 ■ Review situation regarding support, internal transfers, and 
employees with no solution, if relevant.

Head of unit  ■ Issue an intermediate work certificate co-signed by the HRM 
and/or have a letter of recommendation drawn up by the Head 
of unit.

RPR  ■ Update the “unit restructuring / closure file” in accordance 
with the new information confirmed by ETH Board or EPFL 
Direction for restructurings.

 ■ Send the updated file to the HRM and CIGR.

8
– 6 and 4 months
Sending of letters 
concerning 
draft contract 
termination and 
final decision 
regarding contract 
termination

HRM / TM  ■ Meet with the employees who have found no solution and 
evaluate the situation concerning actions taken by the two 
parties or actions to be taken (internal, external, outplace-
ment, etc.) and inform the dean / VP if necessary.

Template • Cover 
letter and draft 
contract termina-
tion letter * – M

Template • Final 
contract termi-
nation decision 
letter * – M 

HRM  ■ Deliver personally or send by registered post the draft 
contract termination letter four months prior to the closure of 
the unit and compliance with the ten-day right-to-be heard 
period 

 ■ Deliver personally, or send by registered post, the final 
contract termination decision letter, during the fourth month 
prior to the unit closure .

9
– 0 months
End of process

HRM  ■ Enter cessation of activity in SAP in order to generate exit 
documents. 

 ■ Send final work certificate and conduct exit interview, if 
appropriate.

 ■ Monitor employees who have found an alternative position 
within EPFL during the following year.

Template • Final 
work certificate – M

RPR  ■ Analyse the data and monitor the metrics (yearly) of the 
percentage of internal or external redeployment and define a 
plan of action, if appropriate..

* HR use only
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4.  Documentation

4. 1 LEX 4.1.2 and annexe 1 “Reverse schedule for the closure  
of a unit / departure of a head of unit” – M
Download this document

Closing inventory procedure for the departure of a Head of 
Unit or closure of a Unit

LEX 4.1.2
of 1st December 2007, status as at 1st January 2021

Version 1.5

The Direction of the Ecole polytechnique fédérale de Lausanne hereby adopts the following:

Preamble
A closing inventory is drawn up in the event of the departure of a Head of Unit or the closure of 
a Unit at EPFL. 
The aim of this closing inventory procedure is to document the various controls and actions
which must be performed when a Head of Unit leaves and/or upon the definitive closure of a 
Unit.

Article 1 Scope of application
The present procedure refers to Chapter 12 of the Financial Regulations and is applicable to all 
those responsible for EPFL cost centers, notably regardless of function (full, associate, 
assistant and adjunct professors, Swiss National Science Foundation grant holders, and heads 
of services or sections). The Head of Finance & Controlling (RFF) or deputy for the school, 
college, transdisciplinary body or Vice Presidency coordinates the procedures and supports the 
Heads of Unit in order to ensure that they function smoothly. An HR process for restructuring 
and closures is set out to strengthen communication and support and to facilitate internal 
exchanges and the external re-employment of employees concerned.

Article 2 Sequence of operations

Register of departures and Unit
closures

The EPFL Human Resources service (hereinafter HR) 
prepares an annual list of Heads of Units who will be 
leaving their post within the following 5 years. All new 
information regarding the (unplanned) departure of a Head 
of Unit or the closure of a Unit must be transferred to HR 
without undue delay and must be entered in this register.

Verification of information HR coordinates and validates this information with the HR 
managers and the Head of Faculty Affairs.

Communication This information, once consolidated and verified, is 
forwarded:

a) to the EPFL Direction and to the College Deans
and Directors for their respective Schools and 
Colleges;

b) to the Internal Control and Risk Management
service (hereinafter CIGR).

Annex 1 – Reverse schedule for the closure of a Unit / departure of a Head of Unit

Procedures followed:
 LEX 4.1.2 Closing inventory procedure for the departure of a Head of Unit or closure 

of a Unit
 HR process for restructuring and closures of Units.

When Action Coordinated by:

- 60 months Introductory 
meeting

Introductory meeting between the Dean and the Head of 
Unit/professor

 Dean

- 48 months First discussion

Review of present situation for the purpose of preparing 
the reverse schedule for closure:
 Status of ongoing contracts and projects (DAR)
 Conditions relating to the submission of new 

projects (no new PhD students without co-director)
 Review of HR contracts, prolongation of fixed-term 

contracts

 Dean

- 36 months Yearly meeting 
with the Head of 
Unit/professor

 Follow-up relating to the First discussion  Dean

- 24 months Yearly meeting 
with the Head of 
Unit/professor

 Follow-up relating to the First discussion
 Evaluate the possible costs of dismantling 

installations and equipment. If necessary, plan the 
budget. 

 Dean

Request for 
closure of the 
Unit

 Submission of the request for the closure of the Unit 
to the Direction, who formalise the decision.

 Dean

Information 
provided to staff 
members

 Letter to staff members with permanent contracts
(formal information regarding the Unit closure)

 Support for employees concerned:
 Individual meetings to discuss the post-

closure period
 Search for solutions (within EPFL & outside

EPFL)

 RRH/TM

- 12 months
Review of the 
situation

 Continuation of RRH/TM support measures
 Funding (third-party and budgetary funds)
 Status of projects and contracts
 Inventory of scientific and IT equipment
 Other aspects (premises, archives, security,

patents)

 Dean

Between
- 12 and - 6
months 

Notification to 
ETH Board

 Formal procedure for the announcement of contract 
termination, see request to use the title of Professor 
Emeritus.

 APR

- 6 months Information 
provided to the 
Head of 
Unit/professor

 The CIGR informs the professor of the inventory to 
be completed before his/her departure (with a copy 
transmitted to the Dean’s deputy and the RFF).

 CIGR

Between
- 6 months 
and 
- 4 months

 Review of the situation and actions undertaken and 
to be taken for employees for whom a solution has 
not yet been found.

 Communication of plans for termination and final 
decision on termination, where necessary.

 RRH/TM

Upon 
departure 
of the Head 
of Unit

Closing 
inventory

 Establishment of situation of resources with: HR 
Manager, Head of Finance & Controlling, 
Infrastructure Manager, IT Manager, Inventory 
Coordinator, DAR

 Decisions regarding final measures
 Signature of closing inventory
 Signature of Declaration of Completeness
 Validation by the CIGR and archiving

 Head of 
Unit/professor

LEX 4.1.2 of 01.12.2007, status as at 01.01.2021 Closing inventory procedure
for the departure of a Head of Unit 

or closure of a Unit

Version 1.5

Reverse schedule The Vice Presidents, School Deans and College Directors 
are responsible for drawing up a reverse schedule listing 
the actions to be taken up until the closure of the Unit 
(Annex 1). The HR Managers (hereinafter RRH) and 
Talent Management (hereinafter TM) support the 
employees concerned by these closures (see HR process
for restructuring and closures of Units).

Decision to close the Unit The Dean submits the request for the closure of the Unit to 
the Direction, who formalise the decision.

Informing the members of staff The HR manager informs the Unit’s members of staff with 
permanent contracts by letter of the reorganisation relating 
to the closure of the Unit. 

Informing the Head of Unit The Head of CIGR informs the Head of the Unit concerned 
of the initiation of the closing inventory procedure at least 
six months in advance.
The RFF or deputy forwards this information to the School 
Central Services.

Informing the ETH Board The President informs the ETH Board (via the APR) of the 
departure of the professor at least six months in advance.

Closing inventory The Dean checks all of the elements included in the 
closing inventory with the Head of Unit (Annex 2).
The closing inventory report is signed by the Head of Unit 
and the School Dean.
The CIGR validates the closing inventory and forwards an 
annual report on laboratory closures to the EPFL Direction 
for informational purposes. 

Archives The CIGR files the reports and relevant documents in the 
archives.

Article 3 Entry into force
1 The present procedure entered into force on 1st December 2007, version 1.5, status as at 1st

January 2021.

On behalf of the EPFL Direction:

President: Director of Legal Affairs:
Martin Vetterli Françoise Chardonnens

  

After 
departure

Unit closure  When all actions listed in the closing inventory have 
been completed

 CIGR/AJ

https://www.epfl.ch/about/overview/regulations-and-guidelines/polylex-en/polylex-search/
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4. 2 Template • Two-pager Direction – M
Download this document

				
	
Template • Two-pager Direction  
	
	

Ecole polytechnique fédérale de Lausanne – Direction (Séance-xx) – Point X 1	

DIRECTION 
Séance-xx 

JJ/MM/AAAA 
Point X 

 
Point du jour X – Titre de l’ordre du jour  
 
 
1. Category of work and general information 

 
☐ First reading 
☐ Second reading 
☐ Decision by circular procedure 
☐ Approval  
☐ Information – Reporting 

 
Estimated duration: x min  
 
 
2. Context 

 
Summary, in a few sentences, of context, decisions or actions taken so far. If this is the second 
reading of the point, summary of considerations expressed at the first reading.  
 
 
3. Discussion 

 
Summary of points to be discussed in meetings.  
 
 
4. Décisions 

 
Precise formulation of decision expected by the DIR.  
 
 
5. Next steps 

 
Summary of next steps, deadlines or actions to be taken, including external or internal communication 
measures.  
 
 
6. List of annexes 

 

https://www.epfl.ch/about/overview/regulations-and-guidelines/polylex-en/polylex-search/
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4. 3 Template • Information meeting slides – O
Download this document

Information 
meeting 

DD MM YYYY 

R
H

 

2 Meeting Agenda 

§  Review of situation regarding closure or restructuring of unit 
§  Legal bases 
§  Responsibilities of employer/unit and employee  
§  Support measures 
§  Questions & answers 

Review of situation regarding closure  
or restructuring of unit 

R
H

 

3 

§  The retirement of Professor / Head of unit xxxxx will result in the 
termination of the unit’s activities as from xxxxxxxx. 

§  The termination of the activities of the unit xxxx will result in the 
elimination of the positions of staff employed in this unit. 

§  Consequently, xxx permanent contract positions will be eliminated and 
xxx fixed-term contract positions will not be renewed upon expiry. 

§  This decision was validated by the Direction at their meeting of xxxxx 
(optional where necessary). 

R
H

 

4 

Legal bases 

The following legal provisions apply: 
§  OPers-EPF (article 21; RS 172.220.113) 
§  Plan Social pour le domaine des EPF (LEX 4.6.0.2) 
§  Closing inventory procedure for the departure  

of a Head of unit or closure of a unit (LEX 4.1.2) 
 

R
H

 

5 

Responsibilities of employer / unit 

§  In the event of restructuring, EPFL’s Human Resources 
assists the employee in their search for another suitable 
position, without however being under any obligation to 
guarantee a result.  

§  Definition of a suitable position, according to the Plan social: 
“A suitable position is considered as one that satisfies the 
criteria of the maximum salary difference and journey time 
mentioned in the Annex to the Plan Social “ 

R
H

 

8 

§  Human Resources (RRH) and Talent 
Management (TM) collaborate 
closely with you to support you in 
your new career objectives and job 
search activities within EPFL. 

§  We wish to establish a partnership 
with you and expect you to 
immediately start playing an active 
part in creating your professional 
future. 

Support measures 

Activating your network 

R
H

 

11 

Successfully developing your professional project 

R
H

 

12 

R
H

 

13 

Responsabilities of employee 

§  You contribute towards easing the social 
impact of restructuring by active cooperation 
and taking personal initiatives linked with your 
career objectives. 

§  You are required to actively participate in job 
search efforts both inside and outside the EPF 
Domain. 

§  You must also keep a record of your personal 
efforts, together with supporting documents. 

R
H

 

14 

Your key contacts 

Your HR Manager: Name Surname 
§  021 693 XX XX 

Your Talent Manager: Name Surname 
§  name.surname@epfl.ch 
§  021 693 XX XX 
 

https://www.epfl.ch/campus/services/human-resources/en/employee-toolkit/hr-forms/
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4. 4 Plan social pour le domaine des EPF (LEX 4.6.0.2) – M
Download this document

https://www.epfl.ch/about/overview/regulations-and-guidelines/polylex-en/polylex-search/
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4. 5 Template • Job search activity record – M
Download this document

Template • Job search activity record – M

Position applied for 
(job title)

Application 
date

Date interview 
(if applicable) Date reply Result 

(positive / negative / other)

1

2

3

4

…

Other initiatives (please define) Date Result

1

2

3

4

…

Template "Job search activity record"
Record of job search activities (EPFL & outside EPFL) and any other initiatives to be completed by the employee

1.  List of positions applied for with supporting documents

2.  Other job search initiatives

Employee: Name Surname

Comments

https://www.epfl.ch/campus/services/human-resources/en/employee-toolkit/hr-forms/
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4. 6 Template • Intermediate work certificate – M
Download this document

+4121  XX XX 
xx@epfl.ch 
xxepfl.ch 

 
 

 

EPFL UNIT 
Station X 
CH – 1015 Lausanne 
 
 

 

 

Name of school / vice presidency 

1 

Name of the unit  
in full 

 

 

Intermediate work certificate  
 

 

We hereby certify that Dr/Mr/Mrs/Ms First name Last name, born on 20 January 2002 
is employed at the École polytechnique fédérale de Lausanne (EPFL) since 13 
January 2024. She/He holds the position of job title within the unit / laboratory / area of 
the School/Vice Presidency X. Dr/Mr/Mrs/Ms Last Name has a full/part time and fixed-
term / permanent contract until 20 January 2024. 

As job title, Dr/Mr/Mrs/Ms Last Name has fulfilled the following responsibilities: 

 

Please list the main activities mentioned in the employee's job description. Add key 
projects or significant results. 
• XXX 
• XXX 
• XXX 

These tasks were carried out in both French and English. (remove if not applicable) 

 

Paragraph on professional skills and any significant achievements, if applicable.  

Paragraph on behaviour and specific skills.  

You'll find a glossary on pages #2 and #3 to help you with the wording if you need it.  

 

This interim certificate is issued at the request of Dr/Mrs/Mr/Ms Last Name. We would 
like to take this opportunity to thank her/him warmly for the excellent work done to date 
and hope to be able to count on his/her collaboration in the years to come.  

  

 
First and last name of manager                     First and last name of HRR 
Title of manager                                            Human Resources Manager 
 
 
Lausanne, the 21 January 2024 (date of issue of interim employment certificate)  
 

  

+4121 XX XX 
XX@epfl.ch 
XX.epfl.ch 
 
 
 

EPFL UNIT 
Station X 
CH - 1015 Lausanne 
 
 

 

 
 

2 

Name of school / vice presidency 
 

Name of the unit  
in full 

Colour code legend 
Red: To be completed  
Bleu: Instructions – to be removed from the document once you have read it 
Green: Suggestions 

 

Lexicon 

Important Information 

• Each work certificate must be reviewed and signed by the dedicated HR team. 

• The content of the document must be benevolent in order to encourage the 
person's professional future while remaining in line with reality; without under- or 
over-valuing what has been done.  

• In the event of false or incomplete information, the employee may take legal action 
against the EPFL. If the certificate is misleading or falsely complimentary, the 
EPFL may be held liable to a future employer.  

• In the event of problems in the collaboration, disputes or long-term absences, do 
not hesitate to contact Human Resources, who will be able to help you draw up an 
employment certificate. 

 

Examples 

The sample sentences below are intended to help you write the certificate. We 
recommend using a minimum of one paragraph per category of assessment, i.e. the 
quality of the work done, the employee's attitude and any significant achievements, if 
applicable.  

 

Professional skills (trade)  

• In addition to the above activities, Choisissez un élément. Last Name has 
demonstrated ... / accomplished ... 

• Since the beginning of his/her employment, Choisissez un élément. has carried out 
his/her duties with great diligence and rigour. He/she has managed his/her tasks 
independently, always respecting deadlines. 

• Organised, able to work independently and efficiently. 

• Dynamic, committed employee .... 

• An employee who works with precision and initiative. 

• He/she was quick to understand and carry out tasks. 

• We would like to thank him/her for their commitment. 

• He/she has performed her duties to our full satisfaction. 

+4121 XX XX 
XX@epfl.ch 
XX.epfl.ch 
 
 
 

EPFL UNIT 
Station X 
CH - 1015 Lausanne 
 
 

 

 
 

3 

Name of school / vice presidency 
 

Name of the unit  
in full 

• We found him/her to be a conscientious, committed and extremely reliable 
employee. Her/His keen sense of organisation and ability to adapt her/his 
behaviour to the situation meant that he/she was able to coordinate perfectly the 
various parties involved in a complex decision-making process. 

• He/she has shown flexibility and speed in his/her work. She/He integrated easily 
into our unit. 

• He/she possessed excellent technical knowledge in his/her field of activity, which 
he/she applied consistently and successfully.  

• Thanks to her/his many years of professional experience, her/his reliability and 
her/his conscientious approach, Choisissez un élément. Last Name has 
consistently achieved excellent/good results in her/his work.  

• She/he carried out his/her work with great skill and mastered her/his tasks 
successfully in all circumstances.  

 
Personal (social) skills 

• On a personal level, we would like to emphasize Choisissez un élément. Last 
Name great interpersonal skills, in terms of listening, understanding and empathy. 

• We particularly appreciated her/his optimistic and positive nature. 

• We would also like to highlight her/his pleasant personality, which has enabled 
her/him to maintain excellent/very good/good relations with her/his line manager, 
all her/his colleagues and internal customers.  

• Because of her/his (very) strong personal commitment, Choisissez un élément. 
Last Name has benefited from the recognition and appreciation of line managers 
and team members. He/she has our full confidence/trust.  

• Choisissez un élément. Last Name is a serious and trustworthy colleague who 
adapted quickly and rigorously to our team.  

 
Possible keywords 

Absolutely / constantly / at all times / in general / both qualitatively and quantitatively / 
constructive / committed / innovative / goal-oriented / independent / reliable / fast / 
skilled / flexible / responsible / careful / precise / accurate / prompt / conscientious / 
serious / discretionary / duty-bound / organisational skills / willingness to take 
decisions / initiative / able to negotiate / ready to commit / reliable / careful / diligent / 
willing to  serious / sense of discretion / aware of duties / willing to take decisions / 
initiative / able to negotiate / ready to commit / reliable / careful / diligent / willing to 
help / aware of responsibilities / in particular / in addition / furthermore / additionally 

https://www.epfl.ch/campus/services/human-resources/en/employee-toolkit/hr-forms/
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Name of the unit  
in full 

  
 

 

Work certificate  
 

 

We hereby certify that Dr/Mr/Mrs/Ms First name Last name, born on 20 January 2022 
was employed at the École polytechnique fédérale de Lausanne (EPFL) from 13 
January 2024 to 14 February 2024 on a fixed/indefinite term and full/part time contract. 
She/He held the position of job title within the unit/laboratory/area of the School/Vice 
Presidency X. 

As job title, Dr/Mr/Mrs/Ms Last Name has fulfilled the following responsibilities: 

 

Please list the main activities mentioned in the employee's job description. Add key 
projects or significant results. 
• XXX 
• XXX 
• XXX 

These tasks were carried out in both French and English. (remove if not applicable) 

 

Paragraph on professional skills and any significant achievements, if applicable.  

Paragraph on behaviour and specific skills.  

You'll find a glossary on pages #2 and #3 to help you with the wording if you need it.  

 

Dr/Mr/Mrs/Ms Last Name  is leaving at the end of his/her fixed-term contract/leaving on 
[date] free of any commitment, except as regards professional secrecy.  

 

We can strongly recommend Dr/Mr/Mrs/Ms Last Name to any future employer and we 
wish him/her all the best for the continuation of his/her professional career.  

  

 
First and last name of manager                     First and last name of HRR 
Title of manager                                            Human Resources Manager 
 
 
Lausanne, the 21 January 2024 (date of last contractual day)  
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Name of school / vice presidency 
 

Name of the unit  
in full 

Colour code legend 
Red: To be completed  
Bleu: Instructions – to be removed from the document once you have read it 
Green: Suggestions 

 

Lexicon 

Important Information 

• Each work certificate must be reviewed and signed by the dedicated HR team. 

• The content of the document must be benevolent in order to encourage the 
person's professional future while remaining in line with reality; without under- or 
over-valuing what has been done.  

• In the event of false or incomplete information, the employee may take legal action 
against the EPFL. If the certificate is misleading or falsely complimentary, the 
EPFL may be held liable to a future employer.  

• In the event of problems in the collaboration, disputes or long-term absences, do 
not hesitate to contact Human Resources, who will be able to help you draw up an 
employment certificate. 

 

Examples 

The sample sentences below are intended to help you write the certificate. We 
recommend using a minimum of one paragraph per category of assessment, i.e. the 
quality of the work done, the employee's attitude and any significant achievements, if 
applicable.  

 

Professional skills (trade)  

• In addition to the above activities, Choisissez un élément. Last Name has 
demonstrated ... / accomplished ... 

• Since the beginning of his/her employment, Choisissez un élément. has carried out 
his/her duties with great diligence and rigour. He/she has managed his/her tasks 
independently, always respecting deadlines. 

• Organised, able to work independently and efficiently. 

• Dynamic, committed employee .... 

• An employee who works with precision and initiative. 

• He/she was quick to understand and carry out tasks. 

• We would like to thank him/her for their commitment. 

• He/she has performed her duties to our full satisfaction. 
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in full 

• We found him/her to be a conscientious, committed and extremely reliable 
employee. His/Her keen sense of organisation and ability to adapt his/her 
behaviour to the situation meant that he/she was able to coordinate perfectly the 
various parties involved in a complex decision-making process. 

• He/she has shown flexibility and speed in his/her work. He/she integrated easily 
into our unit. 

• He/she possessed excellent technical knowledge in his/her field of activity, which 
he/she applied consistently and successfully.  

• Thanks to his/her many years of professional experience, his/her reliability and 
his/her conscientious approach, Choisissez un élément. Last Name has 
consistently achieved excellent/good results in his/her work.  

• She/he carried out his/her work with great skill and mastered his/her tasks 
successfully in all circumstances.  

 
Personal (social) skills 

• On a personal level, we would like to emphasize Choisissez un élément. Last 
Name great interpersonal skills, in terms of listening, understanding and empathy. 

• We particularly appreciated his/her optimistic and positive nature. 

• We would also like to highlight his/her pleasant personality, which has enabled 
him/her to maintain excellent/very good/good relations with her line manager, all 
his/her colleagues and internal customers.  

• Because of his/her (very) strong personal commitment, Choisissez un élément. 
Last Name has benefited from the recognition and appreciation of line managers 
and team members. He/she has our full confidence/trust.  

• Choisissez un élément.r was a serious and trustworthy colleague who adapted 
quickly and rigorously to our team.  

 
Possible keywords 

Absolutely / constantly / at all times / in general / both qualitatively and quantitatively / 
constructive / committed / innovative / goal-oriented / independent / reliable / fast / 
skilled / flexible / responsible / careful / precise / accurate / prompt / conscientious / 
serious / discretionary / duty-bound / organisational skills / willingness to take 
decisions / initiative / able to negotiate / ready to commit / reliable / careful / diligent / 
willing to  serious / sense of discretion / aware of duties / willing to take decisions / 
initiative / able to negotiate / ready to commit / reliable / careful / diligent / willing to 
help / aware of responsibilities / in particular / in addition / furthermore / additionally  

 

 

https://www.epfl.ch/campus/services/human-resources/en/employee-toolkit/hr-forms/

	_GoBack

