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ErKYKAIOZ ENIZTOAH

Ofépa : EkraideuTika Mpoypdappara MpakTikig E§doknong
(Structural Traineeships) otnv Eupwmaikni Emitpotnh

O AiguBuvtnig Tou TpAupatog Anudciag Aloiknang kai [poowTmikol Gag
daBiBadel evnuepwTikG UAIKS Tng Eupwrraiknig Emrpotig (Mapdptnua 1), oxXETIKA
HE T duvaToTRTO TTApaXwpenons LEXP! TEoodpwy Bégewyv yia MpakTikg EEdoknon
ornv Eupwtdiky Emtpomn yia 10 TWpWwro e€aunvo tou 2016, ot Kumpioug
AaiToupyoug. ZnpelveTal 0TI Ta eXTTAIBEUTIKG TTpoypdupata Ba eival BIdpKeIag
TPIWV HEXPI TTEVTE PUNVWV Kal Ba apxioouv Tnv 1n f§ 16n MapTiou Tou 2016.

2. Me Baon T1o yeyovdg 6T © apiBudS Twv  UTTOWN@IOTHATWY Tou  Ba
diapiBacTouv oty E.E. 8¢ Ba mpémel va urepPaivel TOug TEOTEPIG, TTAPAKAAEICTE
OTTwWG UTTOOEICETE Eva  KATAAANAO UTTOWRA®PIO VIO CUMMETOXA OTO €V Adyw
EKTTAIOEUTIKG TTROYPOMMA KAVOVTAG TTAPAAANACG Ko avagopd yia €va eVAAAOKTIKOS
UTTOWN®IO. ZnuelwveTal 6T TTpoTEPAIOTATA £TIAOYNG Ba £xouv HdvVIPOI AsiToupyoi,
EVW CUHOWVA PE Ta KPITAPIO ETTIAOYNAG Kal GupHeEToXAs Tng E.E. dev Ba yivovrai
aTmodeKTEG aIThOEIG aTTd AeiIToupyoUg TTou RO €xouv eTTWEEANDE PMECW AAANG
ekTTaidevong /oupBoAaiou/epyodotnang oe Evpwrraikn Yrnpeoia/Cpyavicuo.

3. Tovigetan o1 yia 10 MO TTAvw Tpoypduuara n Kompog dikaioutal va
utroBaAsl aitiioelg yia dnpéoioug AeIToupyols yia Tnv €TTAOYI Twy OTToiwv, BACIKA
TAPAYETPOG EVOEIKVUTAI va gival n €UTTAOKA TOUG OTA KAIUAKIO EupwTraikwy
Oepartwyv (KEO).

4, 2NUEILVETAl OTI TA EVTUTTO QUTACEWY TWY UuTToYwn@iwv Ba tpeme: (a) va
avaypaouv wg pntpikp yAwooa v EAAnvikn kai (B) va avagépouv wg
utrnkoéTtnTa TNV Kutpiak. H aitnan cupuetoxi¢ (Mapaptnua 1) , padi pe 10
Bioypa@ikd onpeiwpa 10 omoio Ba TPEMEl va €TOIMACTEI OE Pia OO T TPEIg
yYAwaoaogg ou divovral, otn Bdon Tou ecwkAeioTou eviutrou (Mapdptnua lIA, En,
yia ayyMka, Fr, yia yaAlikd, De, yia yeppavikd), 6a mpémel va utoBAnBei G10
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Tunua Anuooiag Aloiknong kai MpoowmikoU To apydtepo pExpl Thv Tpeitn, 27
OkTwppiou, 2015, 1600 Ot EVTUTIN 600 KAl O€ NAEKTPOVIKH HOPPH.

5. Toviletanl 611 0 UTTOWN@IOG Ba TIPETEl va dNAWOEl evBlo@EpoV yIa TPEIG
Fevikeg AicuBovoeig (ot 1gpapxnuévn geipd Tpotiunong). O1 evdiaQepOPEvOl
MTTOpOUV va eEao@aAicouv TTEPICOOTEPEG AETITOMEPEIEC yIa TNV KABe [eviki
AiguBuvan MEOW TOU AiadikTUOU atnv NAEKTPOVIKI) dievBuvan
http://ec.europa.eu./dgs_en.htm 1 amd AcitoupyoUg tou €xouv 1idn AdRel pépog
o1a [Npoypdupatra autd oTo TTapeABOv (ZXETIKOC KATAAOYOC Twv AEITOUpywv
emaouvatteral wg MNapaptnua i), Znueiwvetal 61 o1 Aeitoupyoi Tou uTTodEIKVUOUV
evdlagepov yia TN Tevik ArlBuvon Efwrtepikwv Xxéoswv “DG  External
Relations”, Ba mpémel, yali pe TNV aitnon CUPHPETOXNAS TOUC, va UTTORBAAouV Kal
yparrt egouciodATnon yia Tn XpRcn EPTIOTEUTIKWY EYYPAQWY TUNQWVA HE TOUG
KavovIGUoUG acpaAciag Twv dIaBabuiGUEVWY TTANPOYOPIWY, EYYPAPWY Kal UAIKOU.

6. ATIO TIG EYTTEIPIEG TTOU £XOUV QTTOKTNOEI ATTO T CUMMETOXN AEITOUPYWV OTA
£V AOYW TTPOYpAuUATA, CUPTIERAIVETaI OT1 YIa T MEYIOTN agioTreinen TNG EUKaIpiag
Tou Tpoo@épetal amd v E.E., gival amapaitnTo 0TTWG 0 KABE UTTOWN®IOG £XE
caQeic oTOX0UG YIa TOoug MRveG TTou Ba gival ToTmoBeTNUEVOS OTIG BpuéAheg, o1
OTTOi0lI VO TUYXGVOUV TNG £YKpIonS Tng YTnpecoiag Tou. la 1o gKomod autd, OTO
oT1adio NG ekBAAWONG evdIaPEpovToc aTTé Tous didgpopoug AeIToupyouc TTpog Thv
YTnpegia Toug yia GUPHETOXA OTO ev Adyw mpdypaupa, 8a ATav XpRoIpo OTTwg
auToi KONAWVOUV TO EVOIQPEPOV TOUG WE TNV UTTOROAN TTpog TNV YTTINPEGIa Toug
OUYKEKPINEVNG TIPOTAONG YIO TOUG CTOXOUG TnG ekmaideuong, n omoia va
ETOINAZETAI OE OUVEPYATIa TWV EVOIGPEPONEVWY UE TOUSG AEITOUPYOUG/ ZUVTOVIOTEC
yia 8cpara E.E. Tou kdBe Ymoupyegiou. O1 mpotdosig Twy evdiagepopévwy Ba
eCetadovial amd 10 YTmoupyeio/YTnpeaia Ttou¢ Kkar dtav  xpeidZetal, 6a
CUMTTANpwWvovTal avaloya wote va  JIao@alideTal 0Tl TO  QVTIKEIPEVO  TNG
EKTTQIdEVONG avTavakAG kal gupBdaAAel omig TpoTtepaioTnTeG TnG YTnpegiac. Me
v emdvodo Tou oTnv KOmpo, o Agitoupyds Oa etoiudlel Kai UTTORAAAEl aOTO
YTroupyeio/YTnpeaia Tou TEXVIKN £KBEON avagopikd PE TOUG OTOXOUG TTOU £XOUV
Te6¢ei, pe avtiypago ato TuRua Anuoaciag Aloiknong kar MpocwikoU.

7. ZNHEIWVETAI OTI KATA T OIAPKEIQ TNG EKTTAIBEUTNG TOU £V AGYW AEITOUPYOU,
Oe Ba yiveral avTikaraotaon Tou, oute Kol Ba utrdpésl katafoAn amolnuwoswyv
Adyw utTEpWPIWV TTOU va o@eilovTal aTnv atroucia Tou. Nogital £mTigng 611 ETA TNV
EMOTPOPN TOu AciToupyolU Ba avareBolv ot autdv ouvagpr KaBAKOVIa WOTE N
eMTTEIRIC TTOU Oa £X€1 ammokTnBel va afloTroinBei ato ueyaAutepo duvato Babus.

8. Ooov agopd 10 KAGOTOG TNG MO TTAVW EKTTAIdEUCNS onuelwveTal 611 n E.E.
Oev TTPOCPEPEL OTTOICONTTOTE ETTIOOUA O GTONA TTOU 0N £pyodoTOUVTIal OTN XWpea
TPOEAEUOTIG TOUG.  ZUVETTWG YIA TIG TTEPITITWOEIS TwV Anuédciwv YTaAAfjAwy, 10
OXETIKO KkOOTO¢ Tng exmaideuong (dnA. unvigio emidopa diapovrg/diatpo@ng,
KOOTOG AEPOTTOPIKOU EICITNPIOU KO METAPOPIKG ££oda yia peTaBagn oT0 / amd 10
agpodpduIo) kaAuTITETAl a6 TNV Kutrpiak KuBépvnon amd katdAAnAo ApBpo Tou
Ytmoupyeiou / Tunuartog / Ynnpeoiagzcag. Q¢ ek TOUTOU, TTPIV TNV UTTOROAN
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aitnong yiat CUMPMETOXH A€iToupyoU OTO OXETIKO TIPOYPAMUUA, Bda TPETEl va
eAEyXeTal Ao TO OIKEIO Tou YTroupyeio /YTInpecia 6T oI ATOPQITNTES TOTWAOEIS
gival dlaBéaiyeg.  Avagopika pe v amaitnon ¢ E.E yia aogaAioTikr kKGAuyn
evavn atuxnuatwy (Map. 8.2 Twv “Guidelines applicable to Structural Trainees”-
Mapdptnua 1IV) eowkAeieTal oxeTikp emaTtoAn Tou TuApatog Anpodoiag Aloiknang
Kal MNpoowTkol pe ap. @akeédou 15.19.002 kai nuepopnvia 10 MapTtiou, 2005
(Mapdptnua V).

9. TéAog, kata TNV €§€TA0N TOU BEPATOG TTAPAKOAEIOTE 6TIWG AGReTe ToRupd
UTTOYN TO £OWKAEIOTO Onueiwpa Tou Ymoupyeiou EEwrepikwv (Mapdptnua VI),
avagopikad  pE T OoUuppETOX  Anuégiwv  Aeitoupywv  ota EKTTaIdEUTIKG
Mpoypappara (paktikig Efaoknong.  Tovidetar yia akdpn pia gopd Om, n
uTTOBOAr} OTTOIQCBATTOTE UTTOWN@IOTNTOG OCUVETTAYETAl Ko T JECHEUCN TNG
YTnpeoiag Tou utrowngiou kar Tou I1B3iou yia amodoxr NG CUMPHETOXAC TOU OTO
TPOYPANNA, GE TTEPITITWAN TTOU TOU TTpooPepBei Béon.

[eviké ElcayyeAéa tng Anpokpariag,

Mpoedpo EmTpomig Anpéaoiag Ymnpeoiag,

Mpoedpo EmTpotrn¢ Ekmaideutikic Yrnpeaoiag,
Fevikd EAeykTi,

Etitpotro Aloiknoewg,

Etitpotro NopoBeaiag,

Emitpotro MNpoaotaciag Asdopévwy Mpoownkou Xapakrripa,
MNpodedpo Emrpoti¢ MNpooTagiag Aviaywviouou,
Emitpotro MNpooTtagiag Twv AikaiwpdTtwy Tou Maidiou,
MevikoUg AleuBuvTég BoUuAg Twv AVTITTPOoWTTWY,
Ymoupyeiwv, evikAg AleuBuvong Eupwmdikwy Npoypapudtwy,
ZuvtoviopoU kal AvdamTugng kai eviké AoyioTh,
ApPXITTPWTOKOAANTA,

Egopo Ecwrepikou EAgyxou,

‘E@opo YTmnpeoiag Zuvepyatikwy ETaipeiwy,
Mpodedpo Egopiakol Zupfouliou,

Mpoéedpo AvaBewpnrikig Apxngs Mpooeopwv,

‘Eg@opo EAéyxou Kpatikwy EvioUcewy,

MNposdpo AvaBewpnTiknig Apxn¢ Mpoapuywy,
MpoioTauevo Aoiknong Mpoedpiag,

papuatéa Ymoupyikou ZupBouliou.
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EUROPEAN COMMISSICN
DIRECTORATE-GENERAL

HUMAN RESOQURCES AND SECURITY
Directerate HR.B - Career

Unit B4 - Career and Paerformance Management

Brussels, 1 8 SEP. 2015 |

HR/B4/BB/mb

Your Excellency,

It is my pleasure to announce the launch of the first exercise 2016 for the European Commission's
National Experts on Professional Training Programme. The Commission Decision C(2008)6866,
which applies to NEPTs under its Title I, can be found at:

http://ec.curopa.cu/civil service/docs/regime end_en.pdf

For this exercise, NEPTs will start their training period either on 1* or on 16™ March 2016,

Annex 1, "Dates and Figures", shows the calendar for applications and selection confirmations. It
also summarises figures from the previous exercise and specifies the number of applications
allowed per country for this second exercise of the year.

Annex 2, "Explanatory Note", provides information on the current conditions of eligibility. We
would appreciate if it were spread amongst the candidates for information.

Annex 3, "Frequently Asked Questions", is meant more particularly for candidates.

Candidates should fill in the application form herewith attached as well as a detailed Curriculum
Vitae in EUROPASS format, of which a template is also attached.

The Permanent Representations are asked to send the applications and CVs along with the
candidate list to the functional email box HR-ENFP@ec.europa.cu at the latest by 30" October
2015. Only applicants whose name is on the candidate list sent by the Permanent Representation
and who have duly signed their application form will be considered as being officially submitted.

We are at your disposal for any question at the address: HR-ENFP@ec.europa.cu.
Thanking you in advance for your kind cooperation [ remain,

Yours faithfully,

v

Géraldine DUFORT
Head of Unit

Enclosures: 1. Dates and Figures
2. Explanatory Note
3. Frequently Asked Questions
4. Candidate List (template)
5. Application Form
6. Europass CV template

Commission européenne, B-1049 Bruxelles / Europese Commissie, B-1049 Brussel - Belgium. Telephone: (32-2)299 11 11,



[ Ref. Ares(2015)3867322 - 18/09/2015

EUROPEAN COMMISSION
DIRECTORATE-GENERAL

HUMAN RESCURCES AND SECURITY
Directorate HR.B - Career

Unit B4 - Career and Performance Management

Brussels.
HR/B4/BB/mb

Your Excellency,

It is my pleasure to announce the launch of the first exercise 2016 for the European Commission's
National Experts on Professional Training Programme. The Commission Decision C(2008)6866,
which applies to NEPTs under its Title 11, can be found at:

hitp://ec.europa.eu/civil service/docs/regime end en.pdf

For this exercise, NEPTs will start their training period either on I* or on 16" March 2016.

Annex |, "Dates and Figures", shows the calendar for applications and selection confirmations. [t
also summarises figures from the previous exercise and specifies the number of applications
allowed per country for this second exercise of the year.

Annex 2, "Explanatory Note", provides information on the current conditions of eligibility. We
would appreciate if it were spread amongst the candidates for information.

Annex 3, "Frequently Asked Questions', is meant more particularly for candidates.

Candidates should fill in the application form herewith attached as well as a detailed Curriculum
Vitae in EUROPASS format, of which a template is also attached.

The Permanent Representations are asked to send the applications and CVs along with the
candidate list to the functional email box HR-ENFP@ce.curopa.cu at the latest by 30"™ October
2015. Only applicants whose name is on the candidate list sent by the Permanent Representation
and who have duly signed their application form will be considered as being officially submitted.

We are at your disposal for any question at the address: HR-ENFPéec.¢uropa.eu.
Thanking you in advance for your kind cooperation | remain,

Yours faithfully,

Géraldine DUFORT
Head of Unit

Enclosures: |. Dates and Figures
2. Explanatory Note
3. Frequently Asked Questions
4. Candidate List (template)
5. Application Form
6. Europass CV template

Commission européenne, B-1049 Bruxelles / Europese Commissie, B-1049 Brussel - Belgium. Telephone: (32-2)299 11 11.



PROFESSIONAL TRAINING FOR NATIONAL EXPERTS (NEPTs} PROGRAMME

INFORMATION FOR THE PERMANENT REPRESENTATIONS

1°" ExerciSE 2016 (MARCH) — CALENDAR

By 30.10.2015 - | Submiséiéﬁ of applications via the Permanent Representations.

Internal selection procedure.

07.12.-11.12.2015 | In principle, first contact hai! of hosting DG/Cabinet with candidate.

Confirmation of the selections by DG Human Resources and Security to the
Permanent Representations.

By 08.01.2016 Notification to those candidates who might not have been selected.

Sending-out of invitation letters to the selected candidates.

2"° EXERCISE 2015 (OCTOBER) — SELECTION — SUMMARY TABLE'

Total proposed NEPT 123

Total non-selected/non-eligible 0

Total withdrawals

Tetal actual NEPT |

' State of play as of 8" September 2015, subject to subsequent changes due to possible additional withdrawals.



DISTRIBUTION OF SELECTED CANDIDATES ACCORDING TO THE EMPLOYER'S COUNTRY

The annual total is usually split in 2: half for the March session and half for the October session.
If more/less NEPT are being seconded in March, that number is counted off from/added to
those for October: the annual total is what counts.

Authorised | Authorised
'?numbei‘ of number of
'NEPT 2016/1 | NEPT 2016/2
BE 6 6
BG 5 15
CH 3 3
= 5 1
cz ERRRRE S 'Y
DE 15 & e |14
DK 4. . - 13
EE 2 . 2
ES 14 - |13
. VAR P
FR 15 = |14
GB 15 5 |4
GR 6. ... ls
HR 2 B
HU a
IE 3 3
T 15 ‘ 14
LT 4. 14
LU 2 2.
LV 4 4.
MT 2 11
NL 7 16"
NO 3% 13
PL 7. 17
PT 6 6 .-
RO 7. 17
SE BT Is
St P 12
SK 3 3




A Ref. Ares{2015)3867322 - 18/09/2015

PROFESSIONAL TRAINING FOR NATIONAL EXPERTS (NEPTs) PROGRAMME
INFORMATION FOR THE PERMANENT REPRESENTATIONS AND CANDIDATES
¢ Eligibility

Since 1 January 2009, the legal basis for the NEPT Programme is Commission Decision
€(2008)6866, as modified by Commission Decision C(2010)544. These decisions lay down the
rules for the secondment to the Commission {and to the European External Action Service) of
national experts (SNEs) and national experts in professional training (NEPTs).

Before approving an application, the Permanent Representations are kindly requested to
carefully check the eligibility of the employer and the administrative status of the candidate.
Any inconsistency with the conditions applying may lead to an application being refused.

NEPT are equivalent to cost-free Seconded National Experts and receive no allowances from
the Commission, except the refund of expenses for work-related travel.

During the period of secondment NEPTs must receive their salary from their national
employer and remain subject to the national social security and pension rights system.

Candidates must be employed by a public administration, as defined by Article 1.1 of the SNE
Decision, and hold the administrative status of either permanent official or contract staff
member. No specific amount of professional experience is required.

Applications will not be accepted from candidates who have already benefited from any kind of
contract, employment or traineeship within a European institution. The Permanent
Representations are kindly requested to check this point carefully before approving the
applications.

The Permanent Representation must inform the NEPT team in DG HR of any change in an
NEPT's administrative status with their employer during their secondment to the Commission.

e Proposals

The number of applications submitted by the Permanent Representations should not exceed
the quota set for the exercise.

In setting the quota, DG HR takes into account the actual number of candidates selected, not
the number of proposed applications or withdrawals. If a Member State does not take up its full
quota of authorised candidates in the March exercise, the balance is added to the quota of that
year’s October exercise.

if @ Permanent Representation wishes to put forward several candidates for one Directorate-
General, we recommend that it present a range of candidates with different backgrounds and
specialisations.

If a candidate withdraws, Permanent Representations are asked to inform the NEPT team in
DG HR (HR-ENFP@ec.europa.eu) no later than two weeks before the start of the session so that
the Directorate-General hosting the NEPT can look for a replacement. The Permanent
Representation may submit an application for a replacement candidate at the latest two weeks
before the start of the session. This replacement has then to be approved by the Directorate-
General hosting the NEPT and it will have no effect on the total quota of applications allowed.




o Selection

Article 33 of the applicable Commission Decision specifies: ‘The duration of the training shall be
fixed at the outset and may not be changed or extended’. Candidates and their employers are
therefore asked to keep to their commitments once the candidates have been selected.

Candidates are kindly requested to take over responsibility for the application once it has been
submitted. Applicants are invited to consult the websites of the Commission’s various
Directorates-General (http://ec.europa.eu/dgs en.htm) and to indicate on their application form
which one(s) they would prefer to be assigned to. Directorates-General generally select applicants
whose studies and/or professional experience are relevant to their activities.

It is not always possible to grant the candidates’ preferences, so sometimes a candidate may be
selected by a Directorate-General or a Commissioner’s private office that they did not choose. If
the candidate or his employer don't agree with ithe final assignment, the candidate has to
withdraw his/her application for the current exercise and apply for another exercise.

|

The application will only be accepted if it is duly signed by the candidate and the applicant’s name
appears on the candidate list sent by the Permanent‘Representation.

. ] :
Before their secondment starts, successful candldatles must send the NEPT team a copy of their
passport or identity card and a declaration by their employer saying that the NEPT shali continue
to receive his/her remuneration during the period of{professional training.

Specific requirements ‘

- Specific requirements for candidates seeking assignment to the European External Action Service
(EEAS): To allow the EEAS to select appropriate candidates, applicants must send, via their
Permanent Representation, a testimonial of their Security Clearance (level: SECRET) issued by their
National Security Authority. The testimonial should be sent as soon as possible to MDR-C3-
TRAINEES-HQ®@eeas.europa.eu (+ copy to marianna.major@eeas.europa.eu).

- Specific requirements for candidates seeking assigﬁment to DG Communication (COMM): When
indicating their preference, candidates can choose between either DG COMM in general or DG
|

COMM'’s Spokesperson’s Service {COMM SPP}). i

- Specific requirements for candidates seeking assignment to the Office for Infrastructure and
Logistics (OIB): engineers, architects and lawyers specialised in property management; specialists
in logistics (transport, catering); lawyers with experience of calls for tender. Please consult
http://ec.europa.eu/oib/index_en.htm.

- Specific requirements for candidates seeking assignment to the European Anti-Fraud Office
{OLAF): strong legal profile, including good knowledg'e of EU law. Good knowledge of the national
law of one of the following Member States would be an additional asset: Bulgaria, Greece, Austria,
Poland, Romania or one of the Baltic States.

- Specific requirements for candidates seeking assignment to DG Health and Food Safety (SANTE):
Candidates with a background in food safety or health are equally welcome.

For any questions, and for further contact, please use exclusively the following e-mail address:

HR-ENFP@ec.europa.eu.




EUROPEAN COMMISSION
DIRECTORATE-GENERAL

HUMAN RESOURCES AND SECURITY
Directorate HR.B — Career

Unit B4 — Career and Performance Management

European Commission
National Experts in Professional Training (NEPTs) Programme

FREQUENTLY ASKED QUESTIONS

1. Before the secondment
* Legal basis The basis for this programme is Commission Decision C(2008} 6866:
http://ec.europa.eu/civil service/docs/regime end en.pdf.
s Eligibility You must be employed by a public administration as a permanent official or

contract staff member. No minimum period of professional experience is
required. Your application (comprising the duly signed application form + your CV
in Europass) must be sent to us by the Permanent Representation of your
employer’s country. You may not have had any previous contract, employment or
traineeship with a European institution or body {except participation in the
‘Erasmus for Officials’ visitors’ programme).

e Selection In a first phase, the 3 Directorates-General {DGs) and/or Commissioners’ private
procedure offices {‘cabinets’) for which you indicated a preference on your application form
have priority over other departments, in the order indicated. In a second phase,
any remaining candidates are appointed to the first department that requests
them.
At the end of the selection period, in principle only the department that will host
you will contact you (departments are not entitled to contact candidates they will
not host). The final appointment is communicated by the Directorate-General for
Human Resources and Security to the Permanent Representations first, and then
to the candidates individually. If that offer does not match the expectations of the
candidate or of their employer, he/she can withdraw the application and register
again for the following exercise.

e Starting date/ Is a change of dates/duration possible?

duration Yes, provided that you still start on either the 1st or 16th of March/October, and
for a period of at least 3 but no more than 5 months (6 if appointed to a cabinet).
You also need both your employer and the hosting DG to approve the change, and
you have to inform the NEPTs team no less than 2 weeks before the starting date.
Any change requested after this deadline will not be accepted.

¢ Mandatory Before taking up duty, you must have submitted a copy of your passport or
documents identity card and your employer’s declaration.

* Financial You can send us the Legal Entity and Financial Identification forms in advance or
documents wait until work travel is being planned (if any).

® [nsurance For the duration of the professional training you must be covered by the social

security legislation applicable to the civil service of your national administration,
which will take over responsibility for any expenses incurred abroad. You must
also be insured against the risk of accidents, death and invalidity.




Visa

- Nationals of EU Member States do not require a visa.
- Nationals of non-EU countries may require a visa and should contact the Belgian
Consulate in their country.

During the secondment

Remuneration

In accordance with Article 37.2 of Commission Decision C(2008) 6866, NEPTs
receive no money from the Commission except the reimbursement of any
expenses incurred for work travel.

Working hours

NEPTs work full-time (40 hours/week). Part-time work is not permitted. ‘Core’
working hours have to be observed, though some flexibility may be permitted at
the discretion of your line manager.

Access to
buildings

The NEPT service card {‘badge’) does not give access to the buildings of the other
European institutions. This decision was not taken by the Commission, as each
institution decides which type of personnel can have access to its buildings.

Leave rights

At the start of your professional training, your leave rights will be fixed in
SYSPER, the Commission’s information system supporting human rescurces
management. You are entitled to 2 days of leave per month spent at the
Commission, as well as the Commission’s public holidays. To take leave, a
request has to be introduced in SYSPER and approved by your Head of Unit/Head
of Cabinet. It is possible to take additional ‘special’ days of leave, provided this is
requested in advance and adequate justification provided. For any request
related to your individual rights or special leave, please contact the Leave
Manager (GECO) of your DG or Cabinet.

Language classes

NEPTs may not take the Commission’s language classes.

Other types of
training

You are allowed to attend internal training or information sessions in your
DG/cabinet provided places are available (priority is given to longer-term staff).

Sickness

In case of sickness exceeding three calendar days, you must send a medical
certificate to the Medical Service.

Work travel

May | have to travel for work?

Yes. Work travel is known in the Commission as ‘going on mission’. A ‘mission
order’, then a declaration of ‘mission costs’, will be entered into the appropriate
database in the same way as for any other type of Commission staff.

Extension

Can my NEPT secondment be extended?

No. In accordance with Article 33 of Commission Decision C(2008) 6866, ‘The
duration shall be fixed at the outset and may not be changed or extended.
Furthermore, it is not possible to become an ‘atypical trainee’ right after a NEPT
secondment.

3.

At the end of the secondment

Service card

Can | keep my service card?
No, it must be handed in at the Security Office (Rue Montoyer 34, ground ftoor).

End of training
reports

- Where do | find the templates?

They will be sent to you by the Human Resources correspondent of your DG or
cabinet.

- How do 1 send you my own report and possibly the one filled out by my
advisor/superior? '

The report should be sent in electronic format (Word or pdf) to the functional
mailbox of the NEPTs team: HR-ENFP@ec.eurcpa.eu.
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EUROPEAN COMMISSION
DIRECTORATE-GENERAL

HUMAN RESOURCES AND SECURITY
Directorate HR.B - Career

Unit B4 - Career and Performance Management

EUROPEAN COMMISSION

National Experts in Professional Training Programme

APPLICATION FORM

1. Applicant's personal data

Surname: Forename:

Maiden name: Present nationality:

Gender: [ | Male [ ]Female Language for correspondence: ] EN [_JFR
Date of birth: (DD/MM/YYYY) Country of birth:

Personal email: Professional email:

Telephone number: Mobile phone:

2. Administration of origin

Your current employer, who shall continue to remunerate you during the period of professional training

Member State: or Third Country:

Name of your Administration: (i.e. Ministry, Agency, etc...)

Address and telephone of your employer:

3. Requested starting date and duration of the professional training

There is no possibility of extension once the NEPT training has started.

Please note that candidates from non-EU countries should apply for a 3-months-duration, unfess their
country has signed a bilateral agreement with the Commission, as is the case for EFTA countries and
Turkey.

a) Starting date: [] 1% of March or [_]16™ March (no possibility of other dates)

b) Duration: []13 months [ ] 4 months [_]5 months

NEPT Programme Application Form Page 1 of 3




4. preferences of Directorate-General (DG) or Cabinet

- Please indicate, in order of preference, maximum three Directorates-General or Cabinets that interest
you most, and explain why. (You can consult the list of DGs on http://ec.europa.eu/dgs en.htm).

Due to practical constraints, there is no guarantee of being appointed to the DGs indicated hereafter.
If the candidate or his employer don't agree with the final assignment, the candidate has to withdraw
his/her application for the current exercise and apply for another exercise.

- Please note that candidates from non-EU countries should not apply for the Enfargement DG (ELARG),
the Justice DG (JUST) or the Home Affairs DG (HOME), uniess their country has signed a bilateral
agreement with the Commission, as is the case for EFTA countries and Turkey.

- Applicants interested in working in the European External Action Service (EEAS) are requested to send
as soon as possible a testimonial of their Security Clearance (level: SECRET) issued by their National
Security Authority to their Permanent Representation/Mission, which will forward it to the EEAS (MDR-C3-
TRAINEES-HQ®eeas.europa.eu, cc. Marianna.Major@eeas.europa.eu).

First choice: Directorate-General/Cabinet:

Personal motivation {please explain):

Second choice: Directorate-General/Cabinet:

Personal motivation (please explain):

Third choice: Directorate-General/Cabinet:

Personal motivation (please explain):

5. Emergency contact address

Surname: Forename:

Street/N°:

Postcode/Zip: Town/Province: Country:
Telephone: Mobile phone:

Email address:

6. Additional persenal information

Do you have a physical disability that may require special arrangements to be made if you are chosen?

[Tves [ INo

If YES, please give details and indicate the special arrangements you believe would be necessary:

NEPT Programme Application Form Page 2 of 3



7. _Enclosure; Detailed Curriculum Vitae in EUROPASS format
(for help: http://europass.cedefop.europa.eu/en/documents/curricutum-vitae/templates-instructions}

8. Declaration on the honour

I, the undersigned,

- declare that | have never benefited from any kind of contract, emplaoyment or traineeship within a
European Institution or Body;

- declare that throughout the period of my professional training | remain subject to the social security
legislation applicable to the civil service of my employer which will assume responsibility for expenses
incurred abroad and that | am insured against the risk of accidents, death and invalidity;

- affirm that | am acquainted with the "Rules applicable to National experts on secondment to the
Commission"”, approved by the Commission on 12-11-2008 [Decision C(2008)6866], which - especially
under Title Il - are applicable to me during the period of my professional training at the Commission and
can be found on http://ec.europa.eu/civil_service/job/sne/index_en.htm {choose your language with the
arrow on the right top of the screen, then click on Reference Document "Rules on the secondment of
National Experts to the Commission”); | am aware that according to art. 37.2 of that Decision NEPT shall
be regarded as cost-free Seconded National Experts who shall continue to be paid by their employer
without any financial compensation being paid by the Commission.

- affirm that | am acquainted with the provisions of Articles 6 and 7 of the Decision C{2008)6866 on tasks,
rights and obligations, which by analogy (see Article 37) also apply to NEPT;

- undertake to refrain from any unauthorised disclosure of information received in the line of duty, even
to my employer, unless that information has already been made public or is accessible to the public;

- declare that there is no risk of a conflict of interest between the functions | perform for my employer or
the professional activities of my close family and the tasks entrusted to me as a NEPT;

- undertake to inform my hierarchical superiors immediately of any change in this respect during my
professional training;

- undertake to have a duty of loyalty to the European Union and be bound by the obligation to act with
integrity and discretion after my professional training in the exercise of new duties assigned to me and in
accepting certain posts or advantages;

- certify that the statements made by me in answer to the above questions and in the Curriculum Vitae (in
enclosure) are true, complete, and correct to the best of my knowledge and belief. | understand that any
false statements or any required information withheld from this form may provide grounds for my
exclusion from the NEPT Programme, or cancellation of my training if my application has been accepted.

Date: Signature:

During the selection procedure, you are not supposed to be contacted by any of our departments. If

nevertheless the case presents itself, please note that only outcomes communicated by
DG HR.B.4, after the selection is over (end of December/beginning of January), should be taken into

account. Before that, during the selection period, no confirmation can be given from the Commission's or

the candidate's side.

Please also note that vour preferences, as indicated in this application form, will help us orientate our

choices in matters of selection, and can not be modified once your application has been submitted.

The management of your professional training and its termination requires the Commission to process your personal data in
accordance with the SNE Decision C(2008)6866 as well as the Regulation (EC) No 45/2001.

Data is kept by the competent services for 5 years after the professional training (6 months after submission of applications for non-
selected candidates).

Data subjects may exercise their right of access to data concerning them and the right to rectify such data by applying to the
controller, in accordance with Article 13 of the Regulation on the processing of personal data. The candidate may send complaints
to the European Data Protection Supervisor edps@edps.europa.eu.

To the attention of candidates from third countries: your personal data can be used for necessary checks. More information is
available on http://ec.europa.eu/dgs/personnel_administration/security en.htm.

NEPT Programme Application Form . Page 30f 3
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ANGABEN ZUR PERSON

ANGESTREBTE STELLE
BERUF

ANGESTREBTE TATIGKEIT
ANGESTREBTES STUDIUM

BERUFSERFAHRUNG

Hier Datum gingeben (von - bis)

SCHUL- UND BERUFSBILDUNG

TAP. ILA @

Lebensiauf Vornametn) Nachname(n)

Vorname(n) Nachname(n)
[Alle Uberschriften sind optional. Falls nicht relevant. bitte iéschen.]
@ StraBe, Hausnummer, PLZ, Ont (Staat) angeben

L. Telefon & angeben

Wa E-Mail Adresse(n) angeben

€ Eigene Webseite{n) angeben

& Instant Messaging Service Konto angeben

Geschlecht MW angeben | Gebursdatum TH/MMAILL | Staatsangehdigieit hier angeben

Angestrebte Stelie / Beruf / Angestrebte Tatigkeit / Angestrebtes
Studium (falls nicht relevant, Uberschrift in linker Spalte I6schen)

[Jeden Arbeitsplatz separat angeben. Beginnen Sie mit der Aktuelisten.]
Aktuelle Stelle / Position angeben
Arbeitgeber und Arbeitsort angeben (falls relevant, volistdndige Adresse und Webseite)

» Wichtigste Tatigkeiten und Zustandigkeiten

Tatigkeitsberaich oder Branche Tatigkeitsbereich oder Branche hier angeben

[Flgen Sie {ir jeden relevanten (Aus-)Bildungs einen separaten Eintrag hinzu. Beginnen Sie mit der Aktugilsten.]

Hier Datumn eingeben (von - bis)

PERSONLICHE FAHIGKEITEN

Muttersprache(n)

‘Weitere Sprache(n)

Sprache angeben

Sprache angeben

Kommunikative Fahigkeiten

Organisations- und
Fuhrungstalent

Erworbene / zu erwerbende Qualifikation angeben EQR-Enstufung.
falis bekannt

Name, At und ort der Bildungs- oder Ausbildungseinrichtung (falls relevant, Staat)
- Hauptfacher oder erworbene berufliche Fahigkeiten

[Alle nicht zutreffenden Uberschriften bitte bschen. ]
Muttersprache(n) eingeben

VERSTEHEN SPRECHEN SCHREIBEN
N An Gesprichen Zusammenhéngende
Horen Lesen teilnehmen s Sprechen
Sprachniveau Sprachniveau Sprachniveau Sprachniveau Sprachniveau

Sp;achzemﬁkat und Einstufung, falls bekannt.

Sprachniveau Sprachniveau Sprachniveau Sprachniveau _Sprachniveau
-Sprachzertifikat und Einstufung, falis bekannt. '

A1/2: elementare Sprachverwendung - B1/2: selbststdndige Sprachverwendung - C1/2: kompetente Sprachverwendung
Gemeinsamer Europdischer Relerenzrahmen flir Sprachen

Tragen Sie hier thre kommunikativen Fahigkeiten ein und beschreiben Sie, in welchem
Zusammenhang sie erworben wurden, z.B.
« Erwerb guter Kommunikationsfahigkeiten wahrend meiner Tatigkeit im Verkaut

Tragen Sie hier Ihr Organisations- und Fihrungstalent ein und beschreiben Sie, in weichem
Zusammenhang sie erworben wurden, z. B.;
= Fihrungsaufgaben (gegenwartig Verantwortung fiir ein 10-kopfiges Team)

& Furopadische Union, 20022013 ] nttpfauopass.cedafon.zuopa st Heite 172
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Besufliche Fahigkeiten

Computerkenntnisse

Sonstige Fahigkeiten

Flhrerschein

ZUSATZLICHE
INFORMATIONEN

Publikationen
Prasentationen

Projekte

Konferenzen

Seminare

Auszeichnungen und Preise
Mitgliedschaften
Referenzen

Lebenslaut Vorpame(n) Nachname{n)

Tragen Sie hier alle arbsitshezogenen Fahigkeiten ein, die sonst nirgends erwahnt sind und
beschreiben Sie, in welchem Zusammenhang sie erworben wurden, z. B.:
« Guter Uberblick liber Qualitétskontroliprozesse (gegenwértig verantwortlich flr Audits)

Tragen Sie hier Inre Computerkenntnisse ein und beschreiben Sie, in welchem Zusammenhang sie
erwvorben wurden, z. B.:

= Gute Kenninisse von Microsoft Office™

Tragen Sie hier ihre sonstigen Fahigkeiten ein, die noch nicht erwshnt wurden und beschreiben Sie,
in welchem Zusammenhang sie erworben wurden, 2. B.:
» Tischlem in der Freizeit

Tragen Sie hier die Klasse lhres Fihrerscheins ein, z. B.:
- Klasse B

Geben Sie hier relevante Publikationen, Présentationen, Projekte, Konferenzen, Seminare,

Auszeichnungen und Preise, Mitgliedschatten, Referenzen an. Entfernen Sie in der linken Spalte

Uberschriften, die nicht relevant sind.

Beispiel flir eine Publikation:

» Wie schreibe ich einen erfolgreichen Lebenslauf, New Associated Publishers, London, 2012,

Beispiel flr ein Projekt:

» Europass Mobilitat - Nachhaltigkeitsstudie, Ergebnisse einer Direktbefragung bei Inhaberinnan und
Inhabern des Europass Mobilitat in Deutschland; ConLogos, 25.10.2011

& Fureplische Union, 20022013 | nlipr/suropass cedsio. auropa 2y Seile 272
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PERSONAL INFORMATION

JOB APPLIED FOR
POSITION

PREFERRED JOB

STUDIES APPLIED FOR

WORK EXPERIENCE

Replace with dates (from - to)

EDUCATION AND TRAINING

Replace with dates {from - to)

PERSONAL SKILLS

Mother tongue(s)

Other language(s)

Replace with language

Replace with language

Communication skills

Organisational / managerial skills

Currictium Vitae Replace with First name(s) Surmame(s)

Replace with First name(s) Surname(s)
[All OV headings are opticnal. Remove any empty headings.]

? Replace with house number, street name, city, postcode, country
{. Replace with telephone number {3 Replace with mobile number

¥ State e-mail address

© State persenal website(s)

£ Replace with type of IM service Replace with messaging account(s)

Bex Enter sex| Bate of birth dd/mmiyyyy | Nationality Enter nationality/-ies

Replace with job applied for / position / preferred job / studies applied
for (delete non relevant headings in left column)

—
{Add separate entries for each experience. Start rom the most recent.}
Replace with occupation or position held
Replace with employer’s name and locality (if relevant, full address and website)
» Replace with main activities and responsibifities
Businass or sector Replace with type of business or sector
[

[Add separate entries for each course. Stait from the most recent ]
Replace with qualification awarded Replace with EGF
{or other) level if
rifevirt
Replace with education or training organisation’s name and locality (i relevant, country)

» Replace with a list of principal subjects covered or skills acquired

[Remove any headings left emplyj
Replace with mother tongue(s)

UNDERSTANDING SPEAKING WRITING

Reading Spoken interaction Spoken production

Listening

Enter level Enter level Enter level

Replace with name of language certificate. Enter level if known.

Enter level Enter level

Enter level

Enter level Enter fevel Enter level Enter lavel

Replace with name of language certificate. Enter level if known.

Levels: A1/2: Basic user - B1/2: Independent user - C1/2 Proficient user
Common European Framework of Reference for Languages

Replace with your communication skills. Specify in what context they were acquired. Example:
« good communication skills gained through my experience as sales manager

Replace with your organisational / managerial skills. Specify in what context they were acquired.
Example:
= leadership (currently responsible for a team of 10 pecple)

@ Europaan Urion, 2002-2013 | nipsurepass cedsfop.guropa au Fage 172
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Job-related skills

Computer skills

Other skills

Driving licence

ADDITIONAL. INFORMATION

Publications
Presentations
Projects
Conferences
Seminars

Honours and awards
Memberships
Refarences

Curriculum Vilae Féeplace with First name(s) Surname(s)

Replace with any job-related skills not listed elsewhere. Specify in what context they were acquired.
Example:
= good command of quality control processes (currently responsible for quality audit)

Replace with your computer skills. Specify in what context they were acquired. Example:
= good command of Microsoft Office™ tools

Replace with other relevant skills not aiready mentioned. Specify in what context they were acquired.
Example:
= carpentry

Replace with driving licence category/-ies. Example:
«B

Replace with relevant publications, presentations, projects, conferences, seminars, honours and

awards, memberships, references. Remove headings not relevant in the left column.

Example of publication:

« How to write a successful CV, New Associated Publishers, London, 2002,

Example of project:

= Devon new public library. Principal architect in charge of design, production, bidding and construction
supenvision (2008-2012).

& Europsen Union, 20022013 | piodauepass.cedelon.auropa.sy
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_INFORMATION PERSONNELLE

POSTE VISE
PROFESSION

~ EMPLOI RECHERCHE
ETUDES RECHERCHEES

EXPERIENCE
PROFESSIONNELLE

Curriculum vitag Remplacer par Nom(s) Prénom(s)

Remplacer par Nom(s) Prénom(s)

[Tous les champs du CV sont facultatifs. Supprimer les champs non rerﬁp(is‘]

@ Remplacer par numéro de rue, nom de rue, code postal, localité, pays
L. Remplacer par numéro de téléphone & Remplacer par numéro de portable

4 Inscrire l'adresse(s) courriel

& Inscrire le nom dufdes site(s) web personnel(s)

§ Remplacer par type de service M) Remplacer par compte(s) messagerie
Sexe Indiquer sexe | Date de naissance jiimm/aaaa | Nationalité Indiquer nationalité(s)
Remplacer par le nom du poste vise / de 'emploi recherché / des

études recherchées (supprimer les intitulés non pertinents de la
colonne de gauche)

7

|Décrire séparément chaque expérience professionnelle. Commencer par la plus récente.|

Remplacer par dates (de - &)

EDUCATION ET FORMATION

Remplacer par dates (de - 3)

COMPETENCES
PERSONNELLES

Langue(s} maternelle(s)

Autre(s) fangue(s)

Remplacer par la langue

Remplacer par la fangue

Compétences en communication

Remplacer par la fonction ou le poste occupe
Remplacer par le nom et la localité de l'employeur (au besoin, Fadresse et le site web)

» Bemplacer par les principales activités et responsabilités

Type ou secteuwr dactivité Remplacer par le type ou secteur d'activité

£

{Décriver séparément chague action. Commencaz par la plus récente.}

Remplacer par la qualification obtenue Inserre 1o niveau du

CEC {ou autre) le

cas échean
Remplacer par le nom et la localité de ‘établissement d'enseignement ou de formation (au besoin le
pays)

« Remplacer par la liste des principales matiéres couvertes ou compétences acquises

[Supprimer les champs nen remphis.]
Remplacer par votre/vos langue(s) materneile(s)

COMPRENDRE PARLER ECRIRE

Sexprimer aralement
en continu

Spécifier niveau

Prendre part a une
conversation

Spécifier niveau

Ecouter Lire

Specifier niveau Spécifier niveau Spécifier niveau

Remplacer par e nom du diplome de langue. Spécifier le niveau s'if est connu.

Specifier niveau Specifier niveau Spécifier niveau

' Remplacer par fe nom du dipléme de langue. Spécifier fé niveau sl est connu,

Spécifier niveau  Spécifier niveau

Niveaux: A1/2: ulilisateur éiémentaire - B1/2: ulilisateur indépendart - C1/2: utilisateur expérimenté
Cadre européen commun de réference pour les langues

Remplacer par vos compétences en communication. Indiguer dans quel contexte elles ont été

acquises. Exemple:

» bonnes compétences en communication acquises grace & mon expéilence de responsable des
ventes

& Urion curopéanne, 20022013 [ htpewcpass cedefep curtna.su Page 1/2
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Compétaences organisationnelles /
managériales

Compétences liees a 'emploi
Compétences informatiques
Autres compétences

Pemnis de conduire

INFORMATION
COMPLEMENTAIRE

Publications
Présentations
Projets
Conférences
Séminaires
Distinctions
Affiliations
Références

Curriculum vilae Remplacer par Nom(s) Prénom(s)

Remplacer par vas compétences organisationneiles / managériales. Indiquer dans quel contexte elles
ont été acquises. Exemple:
- leadership (actuellement responsable d’une équipe de 10 personnes)

Remplacer par les compétences professionnelles non décrites ailleurs. indiquer dans quel contexte
elles ont été acquises. Exemple:
« bonne maitrise des processus de contréle qualité {(actuellement chargé des audits gualite)

Remplacer par vos compétences informatiques. Indiquer dans quel contexte elles ont éte acquises,
Exemple:
= bonne maitrise de la suite Microsoft Office™

Remplacer par las compétences non mentionnées plus haut. Indiquer dans quel contexte elles ont été
acquises. Exemple:
* menuiserie

Remplacer par la ou les catégorie(s) de permis de conduire dont vous étes titulaire. Exemple:
B

Remplacer par vos publications, présentations, projets, conférences, séminaires, distinctions,

affiliations, références. Supprimer les titres non pertinents de la colonne de gauche.

Exemple de publication:

» Article: « Les Jurassiens parlent aux Jurassiens - Fragments du discours épilinguistique sur la
diglossie franco-suisse ». Dans Présence transfrontatieres. La Brévine, 2003.

Exemple de projet:

= Nouvelle biblicthéque de Cabourg: architecte en chef, responsable des plans, des appels d'offre et
de {a supervision des travaux (2008-2012).

Page 242
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Structural Traineeship Programme

NEPIOAOX

DG

ONOMA/YTIOYPTEIO

defpovipiog -
Lovhog 2005

DG External Relations

Eréiog Makpuylavvic
Yrovpyeio EEwtepikmv

DG Enlargement

Iodavvne Mavpoppdtng
Tunpa Meopyiac,

Yroupysio empyiag, Pucikov
[épav kot [Tepifaiioviog

DG External Relations

Ii£tpog Zéviov

Actovopia,

Yrovpyeio Alkalooivig Kat
Anpooiag Tasemg

ZentéuPprog 2005-
defpovaprog 2006

DG Agriculture

Evruyie Xepaiapmove Snow
Tunua Ceopylas,

Ynovpyeio ['cwpyiag, Pvowkodv
[Topav kan [eptparioviog

DG Health and Consumer
Protection, AovEegpfovpyo

Ap. Zxevovia Miosovpn
Tufpa latpikdv YRNPEGIOV KAt
Yrmnpeoiov Anpoowag Yyeiog,
Yrovpyeio Yyeiag

DG FISH/2, Maritime Policy
Task Force

Xpiotog X" Xpictov
Tunpa Epropukiic Navtidiag,
Yrovpyeio ZuyKowvemvidv Kat

‘Epyowv

Maptiog -
lovhiog 2006

DG Personell and
Administration

MNavvyg Kasovkidng

Tufue Anuotikig Exnaidevang
Ymovpryeio Iadeiag ka
Iomtiopon

DG Health and Consumer
Protection

Mapic Neokhiovg

Tupa Mewpyiag,

Yrovpysio I'swpyiog ke voixov
[opav

DG Justice,Liberty and Security

Apet) Apatapn
Actovopia,

Ynovpyeio AiKaocovig Kot
Anpooiag Tagewe

Oxtpprog 2006-
Defpovaprog 2007

DG Legal Service

Mapia Xatlnysmpyiov
Nopikt Yanpeoia




NEPIOAOL

DG

ONOMA/YTNIOYPTEIO

DG Healih and Consumer
Protection

Ipyyivewa Kovdouva
Ynovpysio [ewpyiag, Pvokev
Mépwv ko [Nepifarioviog —
Kmviatpikés Ynnpeoieg

DG Personnel and Bixv Bastisiov
Mépmiog - Administration Yrovpyeio Owovopkev — Tunpa
[ovAtog 2007 Anpocuwg Aloixmong kat
[Tpocwmikol
DG Employment and Social Ny Tloomopi
Affairs Yrovpyeio Ouovokoy
DG Environment Mnvag Maradémoviog
Oxtopprog 2007- Ynoupyeio Fewpying, Dooikov
Oeppovdprog 2008 Mopwv xen Tepipaiioviog —
Tuquae Aachov
DG Justice, Liberty and Aéemowa Mugaih
M Security Ynovpyeio Atkaocivng Ko
apmog - L s
. b Anpooiag TdEswe — Alvon E.E.
[ovhog 2008 . ,
Kot Aledvoig ACTUVOIKTG
Svvepyaaoiag
DG Internal Audit Service Awcarepivn XpLoTopopov
Yrnpeoia Ecotepikov ELéyyov
Oktmfprog 2008- . AGavacia Alovvciov
Defpovdprog 2009 DG Secretariat General Ipaosio Emrponov Aioiknoeng

DG Secretariat General

laxofog APpaapidng
[pageio [poypuppatiopon

DG Agriculture

Aéamowe Kovkkoviapidov
Yrovpyeio [ewpying, Pooikov
Mopwv ko [Meprdidovrog/
Tunpa Ceopyioag

DG Education and Culture

Eipivn MNopyaiid
Ipageio Tpoypappaticpot

Mdptioc-lovirog
2009

DG Agriculture and Rural
Development

Avravng Zipng
Ynovpyeio Fewpyiag, Puoikav
[opwv ko TTepdArovTog-

Tunua lewpyiog

DG Environment

Lappac Avipia

Yrovpyeio Newpyiog, dvoikav
Népwv xun TepiPaihovtoc-
Tunua Teopyiag

DG External Relations

Adaevn Mavpoppdtn
I'pagsio [poypappanopod




IIEPIOAOX

DG

ONOMA/YTIOYPT'EIO

Oxtopprog 2010-
dePpovapiog 2011

DG Human Resources and
Security

XpveoeTopog TMamayravvg,
Yrovpyeio OKovopIK@v-
Yrnpegia Xopnyiav Kot
Embdopdatov

DG Sccretariat General

Mapia Aavridov,
Ynovpyeio Ecmtepiciv-
T'pageio THmov ko [inpogopiav

DG Environment

Aoiloc Kovetavtivon,
Ymovpyeio ['ewpyiug, Puoikev
Mopov kat MeptBaiiovoc-
Tunua Aacwv

DG Enterprise and Industry

Mapia Haviov ,
Yrovpyeio Epnopiov,
Blopnyoviag kat Toupiopod

dePpovapioc —
IovArog 2011

DG Competition

Apietn Apistotiiovg,

Y. Eunopiov, Bopnyaviag kat
Tovpouow/

Yanpeoic. AvIaymvicpol Kot
Tpootaciog Katavoiwtav

DG Regional Policy

Ovpavia Mevelaov.

Yn. Feapyiag, Qoowkav Ilopmv
xat [Tepipddroviog/ Tunpa
[ewpyiag

DG Human Resources and
Security

Napyos Kaihaydc,
Yr. Zuykowvandv xai ‘Epyov

DG Justice, Freedom and
Security

Mapiiéva [edekavov,
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1. Definition
1.1. Description

These rules govern the in-service information programme for structural trainees of
the European Commission. This programme is primarily addressed to Members
States. However, a limited number of staff and nationals from Third countries and
International Organisations may be accepted.

Structural trainces are staff employed by national administrations and remunerated
by them on a monthly basis.

Chapter IV of Commission Decision of 1 June 2006 on National Experts seconded
to the Commission services (Annex) establishes the legal framework applicable to
structural traineeships.

1.2 Aims
The aims of in-service training are:

¢ To provide the trainees with a first hand experience of the working methods and
policies of the European Commission.

¢ To enable them 10 acquire practical experience and knowledge of the day to day
work of the Commission departments and services. To provide them with the
opportunity to work in a multicultural, multilingual and multiethnic environment.

e To provide the opportunity to national staff to put into practice knowledge
acquired during their studies, and in particular in their specific areas of
competence.

The European Commission, through the programme:

e Has the benefit of receiving people who can provide a different point of view and
up-to-date outside knowledge, which will enhance the everyday work of the
European Commission.

e Creates a pool of peopie with first-hand cxperience in European Commission
procedures.

2. Eligibility
2.1.  Nationality

Structural trainees are selected from staff of the Member States of the European
Union. However, a number of staff of Third countries and International
Organisations may be accepted.




2.2 Qualifications
2.2.1. Potential candidates

The structural traineeship programme is addressed in particular to staff of
national, regional or local public authority of Member States belonging to
categories equivalent to those of function group AD as defined in the Staff
Regulations of officials of the European Communities. However, a limited
number of staff from Third countries and International Organisations can also
benefit from the programme.

2.2.2. Languages

In order for the trainee to fully profit from the traineeship and to be able to
follow meetings and perform adequately, all candidates from Member States
must have a very good knowledge of at least two Community languages, of
which one should be one of the working languages of the Commission
(English, French or German).

Candidates from Third countries and from International Organisations need to
have very good knowledge of at least one working language of the European
Commission (English, French or German).

2.3, Prior employment

{n order that as many people as possible have the opportunity of in-service training
with the European Commission, applications will not be accepted from candidates
who have already benefited from any kind of contract or employment within an
European Institution or body.

3. The application process
3.1, Submission

Applications should be made through Permanent Representations in accordance
with the procedure and means established by the respensible service of the
Directorate-General for Personnel and Administration (DG ADMIN) of the

Commission.
3.2 Selection procedure

The service, after consulting the departments and examining the current conditions,
determines the number of structural trainees to be attached to Directorates-General
and Services for each period.

33 Structural Traineeships in Commissioners’ Cabinets

Traineeships in Commissioners’ Cabinets will be managed by DG ADMIN. Dates,
duration, and procedures will be decided according to the Cabinets requirements.
Cabinets will accommodate structural trainees within the available office space
attributed to each Cabinet.




4, Rights and duties of trainees
4.1 The Duration of Traineeship

Training periods last at least three and at most five months. The duration of training
periods is cstablished from the outset, and cannot be modified. They are organised
twice on a yearly basis. Training periods start on either the 1* or the 16th of the
month. Training periods may not be repeated or extended beyond the maximum
length laid down in these rules.

4.2. The Traineeship itself

Throughout the period of their traineeship, structural trainees are placed under the
responsibility of a supervisor. The supervisor should notify the competent service
of any significant events occurring during the traineeship (in particular absences,
sicknesses, accidents, or interruption of the traineeship) which have come to his/her
attention or of which the trainee has informed him/her.

Trainees shall be required to comply with the instructions given by their
supervisors and by the superiors of the DG or Service to which they are assigned
and with the instructions issued by DG ADMIN. They must also comply with the
internal rules governing the functioning of the European Commission, in particular
the rules concerning security and confidentiality.

Trainees are entitled to attend meetings unless these meetings are restricted or
confidential, receive documentation and participate in the work of the department
to which they are attached.

4.3. Interruption/Termination

On the written request of the trainee, or of the employer, DG ADMIN may
authorise an interruption of training for a very limited period or the early
termination of the traineeship. In the case of interruption, the trainee may return to
complete the unfinished part of the training, but only up to the end of the same
training period. No extension is possible.

4.4. Furure Employment

Admission to a structural traineeship shall not confer on trainees the status of
officials or that of other servants of the European Commission, nor does it entail
any right or priority with regard to an appointment in the services of the European
Commission.

Should a structural trainee become a seconded national expert (SNE) within six
years from the end of the traineeship, the period of traineeship will be deducted
from the total possible duration of the secondment.



5. Work hours — Absences
5.1 Work hours

Trainees should keep the same hours of work and have the same official public
holidays, if they fall during their traineeship, as Commission officials.

Trainees arc entitled to 2 day vacation per month. The training coordinators of the
Directorate General or Services should keep a record of all trainees’ absences and
report them to DG ADMIN.

3.2 Absences in case of sickness

In case of sickness, trainees must notify their supervisor immediately; and if absent
more than two days they must produce a medical certificate, indicating the probable
length of absence, which must be forwarded to DG ADMIN.

6. Confidentiality
6.1. General

Structural trainees must exercise the greatest discretion regarding facts and
information that come to their knowledge during the course of their training. They
must not, in any manner whatsoever, disclose to any unauthorised person any
document or information not already made public. They will continue to be bound
by this obligation after the end of their training. The Commission reserves its legal
right to terminate the traineeship and to pursue any person who does not respect
this obligation.

Trainees must not have any professional connections with third parties which might
be incompatible with their traineeship. If 2 conflict of interest should arise during
their assignment, trainees should immediately report this to their supervisors, and to
DG ADMIN in writing.

6.2. Contact with the Press

Trainees must respect the same rules for contacts with the Press as Commission
staff and follow the instructions provided. The Commission reserves the right to
terminate the traineeship and to pursue any person who does not respect this
obligation.

6.3 Publications

Trainees must not, either alone or with other, publish or cause to be published any
matter dealing with the work of thc Eurepean Commission without the permission
of DG ADMIN. Such permission is subject to the conditions in force for
Commission staff. All rights, in any wrilings or other work done for the
Commission, are the property of the Commission.




7. Financial Matters
7.1 Salary

Structural trainees should continue to be employed by their employer. They are
accepted in the Commission services on a completely “cost-free” basis.

No grants, fees, travel reimbursements, and other expenses whatsoever, should be
requested from the Commission.

8. Insurance
8.1 Social security

Before the period of traineeship begins, the trainee’s employer shall certify to the
Commission that the trainee will remain subject throughout the period of the
traineeship to the social security legislation applicable to that civil service and will
assume responsibility for expenses incurred abroad.

8.2 Accidents Insurance

Structural trainees, must be insured againSt the risk of accident, death and invalidity.

9, Missions

Structural trainees can be sent on missions. The related costs will be charged to
missions financial appropriations of the Service where they perform their activities.

10. Reports and Certificates

10.1. End of training reports

Structural trainees who have completed the required training period should complete
the evaluation reports requested by DG ADMIN at the end of their traineeship. The
supervisor must also complete the relevant evaluation report.

10.2. Certificates

In the light of these reports, structural trainees who have completed the traineeship
period are entitled to receive, at the end of the training period, a certificate
specifying the dates of the training period and the department in which they were
employed.

Working document of DG ADMIN established to manage Structural trainees in the
Commission services in compliance with the legal framework indicated under

Chapter 1.1. of the present Guidelines.
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