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Bilhao, 20" December 2007
Rof HHRR (07)/D/ 3095

Becision n° RSC(07)28

The Director of the Agency,
Having regard to:

¢ Council Regulations no. 2062/94 of July 1994, no. 1643/95 of June 1995 and no.
1654/2003 of June 2003,

o Articles 11 and 81 of the Conditions of Employment of Other Servants of the
European Communities,

Whereas
e The budget of the Agency and more notably item 1522 thereof, establishes
appropriations for the organisation of traineeships in specific operational units of the

Agency,

¢ It is in the interest of the construction of the European Union, and more especially of
the Agency, that the Agency publicises its work among young university graduates,

Has decided:

To adopt the herewith attached, “Decision n° RSC(07)28 “Trainceships” as of the date of
signature of this decision.

- -~ [w‘_‘-\
Jukka Takala
Director

cc: All staff

Annex: Decision n® RSC(07)28: “Traineeships”
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Foreword

These guidelines outline the aims of the Agency’s traineeships targeted mainly at young
university graduates without excluding those who in the framework of lifelong leaming, have
recently obtained a university degree and are at the beginning of a new professional career.

In line with similar initiatives taken by the Commission and other European agencies, the aims
of our traineeships are threefold:

i. to provide university graduates with a unique and first hand experience of the workings
of the European Union in general and the Agency in particular. The traineeships we shall
offer specifically seek to provide an understanding of the objectives and procedures of
the Agency’s work in connection with safety and health at work issues;

ii. to enable the selected trainees to acquire practical experience and knowledge of the day
to day work of the Agency’s units and to work in a multilingual, multicultural
environment;

ili. to provide opportunities to young university graduates to put into practice their
knowledge acquired during their studies and in particular in their specific areas of
competence. The traineeships are also intended to introduce graduates to the professional
world and the constraints, duties and opportunities therein.

Moreover let us not underestimate the benefits for the Agency resulting from the input of

enthusiastic graduates who can give a fresh point of view as well as up to date academic
knowledge that can serve to contribute to the work of the Agency.
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Article 1 - General provisions

Traineeships are intended for university graduates who in the course of their studies or in some
other manner have already gained some initial experience in the areas of work of the Agency.
These training periods shall last for a minimum of two months and a maximum of six months.

These provisions shall apply to traineeships organised by the Agency, subject to any limits of
office space and the availability of the personnel in charge of the aforesaid trainees.

The objectives of the Agency’s traineeships shall seek principally to:

e provide training in occupational safety and health issues and more specifically in the
work programmes being carried out by the Agency;

s provide practical knowledge of the working of Agency’s different departments;

¢ extend and apply knowledge acquired in the course of studies or working life;

s enable trainees to acquire personal experience through the contacts they make in their
everyday work.

Subject to any timetable constraints, trainees may spend a maximum of half a day per week
preparing a postgraduate thesis or an academic paper.

A maximum of four trainees will be admitted to the Agency at any one time.

Article 2 - Admission criteria and selection procedure

Applications should be made in strict accordance with the procedures established by the
Agency. All necessary instructions are published on the Agency’s website. Applications
postmarked after the closing date will be automatically rejected. Applicants must provide all of
the supporting documents required, electronically scanned together with their application. No
additional documents or justifications will be accepted after reception of the application.

Trainees shall be selected from among nationals of the Member States of the European
Communities. ‘

Subject to the constraints of the Agency’s budget, traineeships shall be open to applicants who
have not previously undertaken a traineeship in another European institution or body' and who
meet the following requirements:

! For a list European Institutions and Bodies see Annex 1
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e arecognised university degree’, evidencing completion of a full cycle of study, or in
the case of trainees who are at the end of their studies, an official attestation from their
university stating the marks obtained;

e some initial experience in one of the areas of work of the Agency (see Article 2.5
below) obtained either through specialisation as part of the applicant’s studies for a
university degree, a dissertation or other research project conducted as part of their
studies or in some other manner or through professional experience or a previous
traineeship.

No age limit is imposed on the candidates for traineeships.

Applicants must have a thorough knowledge of one official language of the European
Communities and a satisfactory knowledge of another language of the European Communities;
one of these languages must be the language of the Agency (English).

The principal arcas of the Agency’s work which are taken into account in the requirements
stated in Article 2.2 are:

Occupational Health and Safety - Risk Observatory Unit;

Occupational Health and Safety - Working Environment Information Unit;
Administration & Political Science - Network Secretariat/Brussels Liaison Office;
Marketing & Communications — Communications and Promotions Unit.

In allocating trainees, the Agency shall give priority to those Units that have places available.
The Unit to which a chosen candidate is ultimately allocated may not be that for which s/he
had expressed a preference.

The procedure for selection is based upon an official mail (via either electronic or standard
mail) addressed to the HHRR Section enclosing:

¢ a letter specifying the candidate’s motives for applying, the Unit concerned and the
desired dates of the traineeship within the limits stipulated in Article 1 of these
guidelines; :

s copies of the degrees or certificates obtained;

e a statement of marks awarded;

¢ astatement certifying professional experience or a reference from a university tutor.

The HHRR Section will forward the application to all of the Heads of Unit/ Supervisors likely
to be interested giving preference to those Units indicated by the candidate. The Heads of Unit
will then inform the HHRR Section of any applicant s/he selects. The HHRR Section shall then
contact each successful applicant and forward a proposed contract drawn up in duplicate,

2 For a list of minimum national diplomas see Annex 2
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notifying the candidate of the assignment. The name of the person employed by the Agency
who shall be assigned as a trainee counsellor is to be included in the letter of notification.

Before the commencement of the traineeship, the candidate is required to provide the following
documents, in addition to the two copies of the contract duly signed:

v

e an excerpt from police records (except in the case of civil servants);

s a medical certificate confirming that s/he is fit for work and free of any contagious
diseases;

¢ a statement indicating whether the trainee is gainfully employed and if so the amount
of his’her earnings; '

o g statement indicating whether the trainee is in receipt of a grant or other subsistence
allowance from another source and if so, the amount of these grants or allowances;

¢ a photocopy of an insurance policy covering the trainee for illness and accidents (other
than accidents at work which will be covered in accordance with the terms of the
insurance policy taken out to that end by the Agency) for the duration of the
traineeship.

The awarding of a traineeship shall not give trainees the status of officials or staff of the
Communities. It shall confer neither entitlement to employment in the services of the Agency
nor priority over other applicants for employment.

If an application is unsuccessful, a candidate may re-apply for a subsequent traineeship. It is
however necessary to submit a fresh application together with all suppoiting documents,

Article 3 - Basic grants, insurances, allowances, reimbursements
and tax matters

Trainees may be awarded a monthly grant. The amount of the grant is decided by the Agency
on a yearly basis and is subject to budgetary constraints. The amount of the basic grant shall be
published accordingly on the Agency’s website when the call for applications for its
traineeships is announced.

Sickness insurance is mandatory. Trainees shall be responsible for organising their own
insurance against health risks, along with any insurance required for family members for the
duration of the traineeship.

Trainees shall be insured against the risk of accident at work in accordance with the terms of
the insurance policy taken out to that end by the Agency with an insurance company.

Trainees are solely responsible for the payment of any taxes due on the Agency’s grants by
virtue of the laws in force in the State concerned. For tax purposes at the end of the traineeship,
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the Agency will provide a letter stating the amount of grant given to the trainee and confirming
that tax and social security payments have not been made.

Article 4 - Rights and obligations of trainees

Once the trainee is allocated to a Unit of the Agency, his/her work shall be directed by a trainee
counsellor appointed by the Head of the Unit to which the trainee is allocated. The trainee
counsellor shall be responsible for instructing the trainee and shall advise him/her in the
performance of the work allocated. As far as possible, the counsellor shall ensure that the
trainee is involved in the everyday work of the Agency. The counsellor shall as a rule, be
responsible for only one trainee during each tfraining period.

Trainees shall not be entitled to any training courses organised by the Agency other than any
which pertain to their own safety and health whilst working at the Agency,

Throughout the traineeship, the trainee shall act as instructed by his/her trainee counsellor. The
trainee shall take part in the work of the Unit and in activities organised for his/her benefit,
keeping to the timetables and programmes set. During the traineeship, the trainee shall consult
his/her trainee counsellor on any initiative s/he plans to take with regard to the work of the
Agency.

Within the Unit to which s/he is allocated, the trainee shall (i) attend meetings on matters
which are of relevance to him/her and which are not confidential, (ii) receive documentation
and (iii) take part in the work of the service at a level appropriate to his/her qualifications,

Subject to budgetary constraints, visits or study tours of relevance to the traineeship
programme may be organised for trainees. Trainees shall not be sent on missions; however, in
exceptional cases, the Director of the Agency may authorise this following a reasoned request
by the trainee counsellor. This authorisation shall entitle the trainee to reimbursement of travel
expenses and a daily subsistence allowance, under the budget for "Missions”, and shall be
calculated in accordance with those provisions of Articles 11 and Annex VII to the Staff
Regulations which are applicable to officials of grades C and D.

The trainee shall treat with utmost confidentiality all facts and information to which s/he
becomes privy in the course of the traineeship and shall sign a confidentiality statement. S/he
shall not, in any manner whatsocver, divulge to unauthorised persons any document or
information which is not in the public domain. The trainee shall not, without the permission of
the Director of the Agency, publish, or have published, any text concerning the work of the
Agency, either carried out individually or in co-operation with others. Such permission shall be
conditional on any terms that the Director may set. All rights attached to work done for the
Agency in the course of a traineeship shall be vested in the Agency.
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The Agency reserves the right to terminate the traineeship if at any moment it becomes
apparent that the trainee knowingly made wrongful declarations, or provided false statements
or papers at the moment of application or during the traineeship period.

The former traince shall remain bound by these obligations of confidentiality even after the
traineeship has ended.

The trainee shall be subject to the same regulations concerning working hours as all personnel
within the Agency, The trainee shall be required to be present during the core times of work
during in which all staff must be present and to register his/her times of arrival and departure in
the time management System used to calculate hours worked. The trainee counsellor may grant
permission to recover any additional hours worked and absences of not more than two days per
month of traineeship served where there are just grounds for doing so. The counsellor shall
notify the HHRR section accordingly.

In the event of sickness, the trainee shall notify his/her trainee counsellor immediately. Should
the period of absence extend to four days, the trainee shall send his/her counsellor a medical
certificate indicating the probable length of absence. The trainee counsellor shall forward this
certificate to the HHRR section, for the appropriate action to be taken, Where required in the
interests of the service, the trainee shall undergo medical examinations.

Article 5 - End of the traineeship

At the end of the traineeship, the trainee shall submit a report on his/her work to his/her trainee
counsellor who shall forward it to the Head of Unit together with an evaluation report. After
this report has been compiled and entered in his/her personal file, the trainee shall receive a
certificate confirming the length of the period served.

The Director of the Agency may agree to suspend the traineeship for a specific period on
receipt of a written request by the individual concerned and after obtaining the opinion of the
trainee counsellor. The traineeship may only be resumed during the relevant training period
and for the length of time still remaining in the contract between the trainee and the Agency.

The Director of the Agency may terminate the traineeship on receipt of a reasoned request by
the trainee made through the trainee counsellor.

The Director of the Agency may decide at any time to terminate the traineeship on grounds of
the {rainee's behaviour, after hearing the trainee and the trainee counsellor concerned.

Traineeships are not rencwable and may not, in principle, be extended. However, the Director
may, by way of exception, grant an extension at the end of each training period, which may not
exceed two months. Requests for extensions will only be accepted if the budgetary
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appropriations and the capacity of the Unit to accommodate trainees allow and if objectively
justified in the interest of the service.

After completing the training period, trainees shall not be entitled to a contract with the
Agency until a period of one year has expired.

Trainees are, however, entitled to participate in any selection procedures organised by the
Agency, provided that they meet the requirements for doing so; if they are successful they shall

be entitled to a post accordingly.

Article 6 - Final provisions

The HHRR Section shall be responsible for introducing these guidelines.
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Annex 1 — European Institutions and Bodies

Source: hitp://europa.ev/institutions/index en.htm

INSTITUTIONS OF THE EUROPEAN UNION

Name Short Description
European The European Parliament (EP) is elected by the citizens of the European
Parliament Union to represent their interests.
European The Council is the EU's main decision-making body. It represents the
Council member states, and its meetings are attended by one minister from each of
the EU’s national governments. .
Presidency The Presidency of the Council rotates every six months. In other words,
each EU country in turn takes charge of the Council agenda and chairs all
the meetings for a six-month period, promoting legislative and political
decisions and brokering compromises between the member states.
European The Commission is independent of national governments, Its job is to
Commission represent and uphold the interests of the EU as a whole. It drafts proposals
-for new European laws, which it presents to the European Parliament and
the Council.

Court of Justice | Its job is to make sure that EU legislation is interpreted and applied in the
same way in all EU countries, so that the law is equal for everyone. It
ensures, for example, that national courts do not give different rulings on
the same issue.

Court of The Court’s job is to check that EU funds, which come from the

Auditors taxpayers, are properly collected and that they are spent legally,
economically and for the intended purpose. Its aim is to ensure that the
taxpayers get maximum value for their money, and it has the right to audit
any person or organisation handling EU funds,

CONSULTATIVE BODIES

Name Short Description

European The European Economic and Social Committee (EESC) is an advisory

Economic and
Social Committee

body representing employers, trade unions, farmers, consumers and the
other interest groups that collectively make up ‘organised civil society’.
It presents their views and defends their interests in policy discussions
with the Commission, the Council and the European Parliament.

Committee of the
Regions

The Committee of the Regions (CoR) is an advisory body composed of
representatives of Europe’s regional and local authorities. The CoR has
to be consulted before EU decisions are taken on matters such as
regional policy, the environment, education and transport — all of which

concern local and regional government.
o Page 10 of 17
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FINANCIAL BODIES
Name Short Description
European Its job is to lend money for projects of European interest (such as rail

Investment Bank | and road links, airports, or environmental schemes), particularly in the
less well-off regions, candidate countries and the developing world. It
also provides credit for investment by small businesses.

European The European Investment Fund (EIF) was set up to help small

Investment Fund | businesses.

European Central Its job is to manage the Euro — the EU’s single currency. The ECB is
Bank (ECB) also responsible for framing and implementing the EU’s economic and

monetary policy.

INTERINSTITUTIONAL BODIES

Name

Short Description

The Publications

Office

The full name of this body is the Office for Official Publications of the
European Communities. It acts as the publishing house for the EU
institutions, producing and distributing all official European Union
publications, on paper and in digital form.

European
Personnel
Selection Office

The European Personnel Selection Office (EPSO) became operational
in January 2003. Its task is to set competitive examinations for
recruiting staff to work in all the EU institutions. This is more efficient
than having each institution organise its own recruitment competitions.
EPSO’s annual budget of roughly €21 million is 11% less than what the
EU institutions used to spend on recruitment.

European
Administrative
School

The European Administrative School (EAS) was set up on 10 February
2005. Its task is to provide training in specific areas for members of EU
staff. Its courses are open to staff of all the EU institutions, thereby
helping spread common values, promoting better understanding among
EU staff and achieving economies ‘of scale. It works in close
cooperation with the training departments of all the institutions to avoid
any duplication of effort.
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DECENTRALISED BODIES

Community agencies

A Community agency is a body governed by European public law; it is distinct from the
Community Institutions (Council, Parliament, Commission, etc.}) and has its own legal
personality. Tt is set up by an act of secondary legislation in order to accomplish a very specific
technical, scientific or managerial task, in the framework of the European Union’s “first
pillar”. At present, the European Community agencies are:

¢ Community Fisheries Control Agency (CFCA)

Community Plant Variety Office (CPVO)

European Agency for Reconstruction (EAR)

European Agency for Safety and Health at Work (EU-OSHA)

European Agency for the Management of Operational Cooperation at the External
Borders (FRONTEX)

European Aviation Safety Agency (EASA)

European Centre for the Development of Vocational Training (Cedefop)

European Chemicals Agency (ECHA) (under preparation)

European Environment Agency (EEA)

European Food Safety Authority (EFSA)

European Foundation for the Improvement of Living and Working Conditions
(EUROFOUND) :

European Fundamental Rights Agency (FRA) - previously EUMC

European GNSS Supervisory Authority (under preparation)

European Maritime Safety Agency (EMSA)

European Monitoring Centre for Drugs and Drug Addiction (EMCDDA)

European Network and Information Security Agency (ENISA)

European Railway Agency (ERA)

European Training Foundation (ETF)

Office for Harmonisation in the Internal Market (Trade Marks and Designs) (OHIM)
Translation Centre for the Bodies of the European Union (CdT)

Common Foreign and Security Policy agencies

Agencies have been set up to carry out very specific technical, scientific and management tasks
within the framework of European Union’s Common Foreign and Security Policy (CFSP) - the
"second pillar" of the EU. At present, these agencies are:

¢ European Defence Agency (EDA)
o FEuropean Union Institute for Security Studies (ISS)
Page 12 of 17
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e LEuropean Union Satellite Centre (EUSC)

Police and judicial cooperation in criminal matters agencies

Another group of agencies has been set up to help the EU Member States co-operate in the
fight against organised international crime. This co-operation in criminal matters is the "third
pillar" of the EU.

At present, these agencies are:

¢ FHuropean Judicial Cooperation Unit { EUROJUST)
¢ Huropean Police College (CEPOL)
¢ FEuropean Police Office (EUROPOL)

Executive agencies

Executive agencies are organisations established in accordance with Council Regulation (EC)
No 58/2003 (OJ L 11, 16.1.2003) with a view to being entrusted with certain tasks relating to
the management of one or more Community programmes. These agencies are set up for a fixed
period. Their location has to be at the seat of the European Commission (Brussels or

Luxembourg).
At present, these agencies are:

¢ Education, Audiovisual and Culture Executive Agency (EACEA)
o Executive Agency for the Public Health Programme (PHEA)
o Intelligent Energy Executive Agency (IEEA)
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