European Economic and Social Committee



DECISION NO 115/14 A
holding provisions regarding traineeships at the
European Economic and Social Committee

THE EUROPEAN ECONOMIC AND SOCIAL COMMITTEE

Having regard to Rules 71 and 72 of the Rules of Procedure ef Huropean
Economic and Social Committee (henceforth "the EEESC

Having regard to EESC Decision No 266/12 A of 13 June 2012;

Having regard to the budget of the EESC, and in particular Givap# thereof, which
makes provision for funds for traineeships in adstiative units at the
EESC;

Whereas it is in the interests of European integratiand more particularly of

the EESC, to make the latter's activities - esfigdiae scope of its
consultative role - better known to young univegrsiraduates and
students through a traineeship programme;

HAS DECIDED:
1. GENERAL PROVISIONS
1.1 Definition and organisation of traineeships

1.1.1  Subject to the availability of budgetary resourees space, the present provisions shall
apply to traineeships organised by the EESC foionals of European Union Member
States upon a reasoned request and, where warrbptéde EESC's requirements, for
nationals of non-Member States.

1.1.2 Objectives
In offering traineeships, the EESC's main objestame to give trainees the opportunity to:

« learn about the EESC's role and activities atimgétutional level, as well as its relations
with EU Member States and with non-Member States;

e acquire practical knowledge about how the EESCisws departments operate;

* supplement and apply knowledge and skills acquiethg their studies and/or work;
and
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e gain experience in a multicultural, multilingual danmulti-ethnic professional
environment, helping people develop understandiogfidence and mutual tolerance.

Trainee status

Admission to traineeships shall not confer upoimémes the status of official or other servant
of the European Union, nor shall it entail any tighpriority with regard to an appointment in

any department of the EESC. Trainees may be redrat the end of their traineeship,

provided that the conditions and rules on recruitnte the staff category for which they are
applying are strictly complied with and applied.eTéame holds true for any former trainee
selected after a competitive procedure in a caltdaders or call for expressions of interest
launched by the EESC or one of its departmentgnamdividual or as an employee of a
company winning the tender.

Only the signed contract between the trainee aadEESC shall apply. The EESC shall not
enter into any traineeship agreement proposed éeducational establishment at which the
trainee is studying. The Staff Regulations of €¥iis and the Conditions of Employment of
Other Servants of the European Union are not agipico trainees.

Trainee supervision

The unit responsible for the traineeship progransimall supervise the whole programme
(both administrative and educational aspects).afée's activities within the department to
which he or she has been assigned shall be guiledttaineeship adviser ("conseiller de
stage") (see Article 2.2.6). The latter shall k&pomsible for the trainee's job description, his
or her training and providing advice as to howgpraach the work they are allocated.

Trainee participation

In the departments to which they are assigned, rutide supervision of their traineeship
advisers, trainees shall carry out the tasks dboct them and participate in the departments'
activities at a level in keeping with their studésl/or qualifications. Trainees shall receive alll
the documentation and information needed for cagrgiut their tasks and shall participate in
meetings on subjects of interest to them, as Isrihese meetings are not confidential.

Study visits and trips in connection with the EES&tivities may be organised for trainees,
subject to availability of budgetary resources. g-t&rm trainees shall participate in these
visits and trips, unless reasons are given for dbetrary. The stipulated hours and
programmes need to be respected.
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1.3.2

General conditions

Languages
Applicants must have a thorough command of one dfiguage and a satisfactory command
of another EU language, one of which must be orie@EESC's working languages (English

or French).

Applicants from non-Member States shall be requiceldave a good command of one of the
EESC's working languages.

Medical certificate

Trainees must provide proof of their medical fisiés undertaking a traineeship.
Police record

Trainees must provide an extract from police resdadprovide proof they have the moral
standards necessary for carrying out the taskgraessio them.

Exclusion criteria

To give as many people as possible a chance tolidesg themselves with the EU
institutions, applications shall not be acceptadnfrpeople who have already completed a
period of paid traineeship of six weeks or longathwan EU institution, agency or
representation office. The same applies to apmics from people wh@) are serving or
have served as an assistant to a member of th@&aud arliament di) are working or have
worked as a consultant on a research assignmeas artemporary, contract or agency staff
member at an EU institution, agency or represamtatffice.

Trainees' rights and obligations

Service requirements

During their traineeship, trainees must comply with instructions given by their traineeship
adviser and with internal instructions and decisjao as to avoid any conflicts of interest
and/or anything detrimental to the EESC's image.

Trainees shall participate in the activities of thepartment to which they are assigned and
in the activities organised for their benefit, astthll in so doing keep to the hours and
programmes stipulated in that connection.
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During their traineeship, trainees shall be obligedonsult with their traineeship adviser on
any action they propose taking with regard to tB&&SE's activities.

Hours

Trainees shall be required to keep to the offis@irs stipulated for EESC staff. Flexitime or
teleworking arrangements do not apply to trainees.

Authorised absence

Traineeship advisers may authorise limited peraidsbsence of up to two days per month of
traineeship.

Absence due to sickness

Should they fall sick, trainees must notify theaineeship adviser at once. As of the fourth
day of absence, they must submit a medical cextdicndicating the probable duration of the
absence. If so required in the interests of theademnt, the trainee concerned may be
required to undergo a medical examination.

Absence without leave

Should a trainee be absent without prior authdoisaand without providing a medical
certificate, the head of the Recruitment, Careats &aining Unit (hereinafter referred to as
the PER unit) may request a written explanatiorstmh absence.

Should the explanation provided not be satisfactoryin the absence of any grounds being
provided for such absence, the head of the PERmayjtinitiate termination of the traineeship
contract under Article 3.6. Any monies from theirtegship grant that have been overpaid
must be reimbursed.

Confidentiality and publications

Trainees shall be required to show the utmost eliger with regard to all facts and
information coming to their knowledge in the couo$¢heir traineeship.

They may not, in any manner whatsoever, disclosmyounauthorised person any document
or information not already in the public domain.eyhshall continue to be bound by this
obligation after their traineeship has finished.

Trainees may not, whether alone or together witlerst publish or cause to be published any
subject matter relating to the work of the EESGhueut authorisation from the Director for
Human Resources and Internal Services. Any suchoasdtion shall be subject to the
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conditions laid down by the afore-mentioned direcithe EESC shall retain all rights relating
to any work carried out for it during the traine@sh

Traineeship report

At the end of their traineeship, long-term trainsleall provide their traineeship adviser with a
report on their activities and experience during thaineeship; this report is also to be
submitted to the training and career guidance depait.

TYPES OF TRAINEESHIP: SHORT AND LONG TRAINEESHIPS A ND
TRAINEESHIPS FOR HOLDERS OF SCHOLARSHIPS GRANTED BY OUTSIDE
PUBLIC BODIES

The EESC offers different types of traineeship

— Long (5 months) traineeships with a monthly graonimled by the EESC;
— Traineeships for holders of grants awarded by detgublic bodies; and

— Short traineeships (maximum 3 months) with no gfantyoung university students or
graduates obliged to undertake a traineeship &r tlegree.

Long traineeships

General

Long traineeships are intended for young univergigduates who, in the course of their
studies or in some other connection, have alreadyieed either a qualification in the areas
where the EESC is active, or good knowledge of gheio-occupational organisations
operating in the European Union.

These traineeships are organised twice a year, ¥®February to 15 July (spring traineeship)
and from 16 September to 15 February the followiggy (autumn traineeship).

Conditions
Long traineeships may be offered to applicantdlifatj the following conditions:
- holding a recognised university-level degree, destrating completion of at least three

years of study, or a certificate attesting thatapplicant has attained a level of education
corresponding to a three-year university course;
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— submitting an application in accordance with thecpdures laid down by the EESC.
Instructions are published on the EESC's website.

Selection of preferred applicant and compilatiomeserve list

Heads of unit who might be interested in takingadrainee in their department shall draw up
an initial list of applicants in order of preferenand then forward this to the PER unit.
Candidates will be selected on the basis of teisfi preferences.

Number of trainees

The number of trainees for each traineeship pagaskt by the PER unit according to the
availability of both budgetary resources and offipace available in departments which might
be interested in taking on a trainee.

Units to which trainees are assigned

Trainees shall be assigned according to the pésritdicated in the requests by the EESC
departments as well as availability, subject to lamit imposed on the number of trainees by
the provisions of Article 2.2.4.

Traineeship advisers

Traineeship advisers ("conseillers de stage") seatippointed by the heads of the units taking
on the trainees; the PER unit shall be informetthisfappointment.

Traineeship contracts

The PER unit is responsible for contacting the iappts and for drawing up traineeship
contracts on the basis of the arrangements st this Decision.

Traineeship grants

Trainees granted a long traineeship shall be edtid a monthly grant.

The grant shall be set at 25% of the basic salbay @fficial at grade AD5, step 1, as on the
day the traineeship starts; it shall remain uncedrigroughout the traineeship.

Trainees who continue to receive remuneration filoeir employers, or who receive a grant
from another body or any other maintenance allowamoay not receive any financial
contribution from the EESC.
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Reimbursement of travel expenses at the beginmdaenad of traineeships

Long-term trainees receiving a grant from the EE®@ll be entitled to reimbursement of
travel expenses incurred at the beginning and &titk traineeship under certain conditions.
These conditions are laid down in a separate @ecisdopted by the Director of Human
Resources and Internal services and publishedeoBESC website.

Long-term trainees shall be entitled to reimburganwd travel expenses as long as they
complete at least three months of traineeship.

Tax arrangements

Traineeship grants are not subject to the speaialrégulations applying to officials and
servants of the European Union.

Trainees shall be solely responsible for payingtags due on EESC grants under the legal
regulations applying in the State concerned.

Traineeship coordinator

One traineeship coordinator shall be selected ByPIER unit from amongst the trainees on
long traineeships.

He or she shall be responsible for relations betviEteSC trainees and the administration, and
with trainees in other institutions. The same persiaall help organise the activities planned

for trainees.

Traineeship duration

Traineeships cannot be extended and are striotiyelil to a total duration of maximum five
months.

Traineeships for holders of grants awarded by outsie public bodies

Conditions

Long traineeships may be granted to applicantsintggtite conditions set out in Article 2.2.2,
1st indent, who receive a grant from an outsideybpibvided that office space is available.

Under no circumstance may the EESC provide anydilmhcontribution in such cases.
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Selection

The head of the PER unit shall be responsibledigrcting trainees meeting the criteria set out
in the previous paragraph.

Traineeship periods

This type of traineeship runs for the same perindle year as long traineeships financed by
the EESC. By way of exception, traineeships covesethe present Article may take place on
different dates.

Provisions applying

The provisions set out in Articles 1.1, 1.2 andshall apply.

Short traineeships

Conditions

Short traineeships of one to three months shallalarded to applicants fulfilling the
following conditions:

- holding a recognised university-level degree, destrating completion of at least three
years of study, or a certificate attesting thatapplicant has attained a level of education
corresponding to a three-year university course;

or

— being required to do a traineeship in an internatiinstitution in order to complete their
studies.

In all cases, priority shall be given to applicaotswhom such a traineeship is compulsory for
completion of their studies.

Selection
Trainees on a short traineeship may be taken anyamoment of the year.

Once the eligibility conditions set out in Articke4.1 have been checked, applications shall be
sent to heads of unit having expressed their ist@rerequest.
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Application processing time

There shall be a minimum of four weeks betweenstifamission of an application and the
start of a short traineeship.

Applicable provisions

The provisions set out in Articles 1.1, 1.2 andshall apply.

Number of traineeships granted

There is no set number of short traineeships. Timeber of trainees on short traineeships at
the EESC may not be higher than the number on tiaigeeships. Every trainee must have
suitable office space.

Grants, travelling expenses and extensions

Short traineeships shall not entitle trainees tp grant, or to the reimbursement of travel
expenses. The initial length of such traineeshipyg be extended, but may not exceed a total
of three months.

Participation in activities

As far as is possible, trainees on short trainpssthall be allowed to participate in activities
organised for long-term trainees, but without dangirficial support from the EESC.

Traineeships for the disabled

Public or university organisations or organisaticepresenting the disabled may be invited to
submit applications for traineeships.

PRACTICAL ARRANGEMENTS

Missions

Authorisation for sending trainees on missions kwwips) shall only be granted by the
Director for Human Resources and Internal Servioesxceptional cases, on the basis of a
reasoned request by the traineeship adviser cateBuch authorisation shall mean the
trainee concerned shall be entitled to the reindent of travel and subsistence expenses
under the "Missions" budget, under the same camditas those stipulated for officials.



3.2

3.3

3.4

3.5

Sickness insurance

Health insurance shall be compulsory.

Trainees not covered by any other sickness insaraokeme shall be covered by sickness
insurance under the conditions set out in the EE8Gurance contract.

Trainees shall contribute one third of the releyaamium.

Trainees who do not take out the sickness insurprap@osed by the EESC must prove that
they are covered by another equivalent insuranciaéofull duration of the traineeship.

Accident insurance

Trainees must take out the accident insurance peapoy the EESC.

The premium must be paid for entirely by the tragthemselves, except trainees who are not
entitled to EESC grants.

Interruption in traineeship

The head of the PER unit may authorise a traine@téorupt his or her traineeship for a
limited period on a written and motivated requegttiie trainee concerned, who needs to
obtain the go-ahead from the traineeship advisethis case, payment of any grant awarded
by the EESC shall be suspended and any overpaigsw@imbursed.

If a trainee has completed less than three moritlas long-term EESC-funded traineeship
before the interruption, the trainee shall losdtlentent to the reimbursement of the outward
and return travel expenses. If a period of betwime and five months of the traineeship, but
not the full period, has been completed before ititerruption, the trainee shall lose

entitlement to the reimbursement of the returnaraxpenses.

For all types of traineeship, trainees may onltaréstheir traineeship within the period
initially scheduled in their contract and may omgntinue their traineeship for the time

between that moment and the end date stipulatiénincontract with the EESC.

Termination of a traineeship contract at the requetof a trainee

Should a trainee wish to terminate his or her é@ship before the end date stipulated in the
contract, he or she may submit a reasoned requesiting, through the traineeship adviser,
to the head of the PER unit, giving at least thweeks' notice. Trainees may only leave the
EESC on the 1st or 16th of the month.
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Any monies from the traineeship grant that havenlmeerpaid must be reimbursed.

For long traineeships, if the trainee concerneddumspleted less than three months of the
traineeship before the contract is terminated, the@nee shall lose entitlement to
reimbursement of the outward and return travel egee If a period of between three and five
months of the traineeship, but not the full peribds been completed before the contract is
terminated, the trainee shall lose entitlement e teimbursement of the return travel
expenses.

Decision to terminate a traineeship contract at theequest of the EESC

The EESC Director for Human Resources and InteseaVices may, at any time, decide to
terminate a traineeship on the grounds of a tranewppropriate behaviour, lack of
involvement and/or failure to fulfil his or her adptions, and after hearing the trainee
concerned and the traineeship adviser.

Any monies from the traineeship grant that havenlmeerpaid must be reimbursed.

For long traineeships, if the trainee concerneddumspleted less than three months of the
traineeship before the contract is terminated, tha@nee shall lose entitlement to
reimbursement of the outward and return travel egee If a period of between three and five
months of the traineeship, but not the full peribds been completed before the contract is
terminated, the trainee shall lose entitlement e teimbursement of the return travel
expenses.

MISCELLANEOUS PROVISIONS

Data protection

The tainees' and applicants' personal data shall beepsed in accordance with Regulation
(EC) No 45/2001 on the protection of individualgshwiegard to the processing of personal
data by the Community institutions and bodies amthe free movement of such data.

Only information on the trainees' age, gender,omality, studies and languages shall be
passed on to traineeship advisers participatirtarselection procedure.

The traineeship applicants' and pre-selected apybt personal data shall be retained for
two months as of the official starting date of ttraineeship. Data on those having
completed a traineeship shall be kept for one gttar the end of the traineeship.

Applicants and those accepted for a traineeshifl slaae the right of access to their
personal data and the right to rectify any sucha dhat are inaccurate or incomplete.



Requests for information regarding the processingeesonal data must be addressed to the
head of the PER unit.

4.2 Equal opportunities

When selecting trainees, the EESC applies a polfigqual opportunities between women
and men, and accepts applications without any idigtation or distinction on any grounds
such as sex, race, colour, ethnic or social origenetic features, language, religion or
belief, political or any other opinion, membersiupa national minority, property, birth,
disability, age, or sexual orientation.

4.3 Entry into force

This Decision supersedes EESC Decision No 266/12 A.

This Decision shall apply to the 2014 autumn treghdp session as well as to all
traineeships starting at that or a later date.

The Director for Human Resources and Internal $esvshall be responsible for implementation of
the above provisions.

Done at Brussels, 27/05/2014

The Secretary-General

[signed]

Luis Planas




