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JEFIFAIE - S Rl | TORRF TIFELAETE - S UEE B EORERE
eEIN > MR Y TR RIS R AR H 2 i TAFAHRE BT =00 - o0 LIRS
Z s R e RS TY » DIBC S RIS EIE S 25k WS a5 A6 5 1
R (IfiF:3~4) -

PHASE O PHASE 1
Cautious first lifting of

confinement

PHASE 2
Progressive
deconfinement

PHASE 3
“New normal” -
General deconfinement

Teleworking as a rule

e Host Member State
introduces lockdown
and general stringent
confinement
measures, i.e. schools
closed, administrations
put on telework.

TRIGGER

STOP CLAUSE
(roll back to
previous phase)

e Host Member State moves
away from full confinement
while maintaining social
distancing.

* National facilities i.e.

national schools

start gradually to reopen in

at least some host

countries.

Gradual lifting of

conhfinement accepted by

ECDC/other

International/European

authorities.

Host Member State
reintroduces confinement
measures (especially as
concerns public
administrations).
Sudden resurgence in the
spread of Covid-19 at
national level is observed.
# Sharp increase of
contamination within the
Commission is observed.
* New worrying medical
evidence on the virus is
found.

* The peak in the number of
new confirmed cases in
each host country has
passed.

The host Member State
decides on the resuming of
economic activity for the
majority of sectors.
Further opening of public
facilities and schools,
without prejudice to the
summer vacation.

Further lifting of
confinement accepted by
ECDC/other
International/European
authorities.

Host Member State
reintroduces confinement
measures (especially as
concerns public
administrations).

Sudden resurgence in
the spread of Covid-19 at
national level is observed.
Sharp increase of
contamination within the
Commission is observed;
New worrying medical
evidence on the virus is
found.

HOST MEMBER STATES

e Member States continue to
ease all restrictive
measures.

The ECDC/Other
International/European
medical authorities
recommends general
deconfinement.

Provision of full schools
service and other public
facilities, according to the
"new normal".

Host Member State
reintroduces confinement
measures (especially as
concerns public
administrations).

Sudden resurgence in
the spread of Covid-19 at
national level is observed;
Sharp increase of
contamination within the
Commission is observed.
New worrying medical
evidence on the virus is
found.

Continues to ease restrictive
measures or fully remove
them.

General stringent
confinement measures.

Moves away from full
confinement while maintaining
social distancing and gradually
reopens facilities (i.e. schools,
childminding facilities,
nurseries).

EUROPEAN COMMISSION
13

Resumes economic activity in
most sectors




WORKING
ARRANGEMENTS

Rule : Teleworking
Special circumstances:

» critical/essential
staff who cannot
carry out their tasks
remotely. They
alternate between
presence in the office
and teleworking in
weekly shifts.
Critical/essential staff
with underlying health
conditions (or living in
a household with a
vulnerable person) are
exempted from
working in the office.

Rule: Teleworking + limited,
cautious and voluntary return
to the office in shifts.

As in phase 0 + a small number
of colleagues for each unit (not
more than 10%-20%) will be
allowed to work from the office
on a voluntary basis and on
weekly shifts, provided
physical distancing and other
safety measures can be
respected. - Telework is still the
norm especially for staff with
a condition increasing the
risk.

Under the guidance of the DG,
each team will decide on its
internal organisation with
limitations on physical
presence each day and paying
attention to ensuring physical
distancing within offices/open
spaces. This will apply to
service providers too.

Rule: Full Shifts System is
the rule with flexibility for
teleworking. Telework
remains the norm only for
certain staff categories.

All staff is divided in two
teams, working in weekly
shifts. Shifts system introduced
in phase 1 applies by default to
all staff. Broad possibilities of
teleworking will apply.

Special circumstances:

+ Special leave granted for
logistical staff members
whose tasks cannot be
performed remotely, when
they are on their "home”
shift

¢ Telework for staff
members that:

« have an underlying
health condition;

live in a household with

a vulnerable person
under certain
conditions;

have children whose

school/kindergarten is

not yet fully open;

* have to remain in self-
quarantine as defined
by medical protocol for
confirmed and
suspected cases.

For all other staff members
and for work not requiring
physical presence in the office,
full telework will be
possible if agreed by the line
manager.

* 1 RIS TIF %R
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Rule: Presence at the office is
the rule. Based on lessons
learnt, new general
teleworking rules will be
considered. Relevant IT
capacity to be built-up.

Special circumstances:

Special teleworking
arrangements can be offered
to staff with a condition
increasing the risk of
COVID-19.




TENTATIVE TABLE FOR A GRADUAL RETURN TO THE OFFICE

PHASE 1 - adapted

PHASE 2 - adapted

PHASE 3 - adapted

European |
Commission

Rules on Teleworking as a rule with a maximum physical Teleworking as a rule with a maximum physical Wide-scale teleworking with regular presence
working presence of staff of 20%. presence of staff of 30%. at the office for all. In-person, hybrid and
While ing remains the norm, each member of staff | While teleworking remains the norm, staff members are | on-line meetings, depending on need.
is welcome and encouraged to come to the office within the | encouraged to come to the office on a regular basis within | All staff should work in the office at least one day
authorised limits. authorised limits and on a voluntary basis. Line managers will | per week. The exact percentage of office presence/
Line managers will ensure a sufficent staff tumover in office so | ensure a sufficient staff tumover in office so that colleagues | teleworking will depend on service need, as agreed
that colleagues who wish so can come to office on a reqular basis. | who wish so can come to office on a regular basis. with line managers.
Staff who cannot carry out their tasks remotely come every | Staff who cannot carry out their tasks remotely come every
day, unless vulnerable. day, unless vulnerable.
Date rting 9 June Starting 1 July g beginning or mid ber (TBC)
Rationale Increasing the ceiling and ensuring that all staff who want | Phasing in of flexible working (part in the office, Phasing in of flexible working (part in the office,
to come to office have an opportunity to do so safely, while | part at home). part at home).
maintaining teleworking as a rule.

Ceiling for office | 20% of staff 30% of staff 50% of staff

presence

Trigger Host Member State's decision to ease restrictions (on | Further easing of restrictions by the host member states. | Significant improvement in the epidemiological

teleworking, attendance at school, catering and social events) | Teleworking no longer obligatory. situation in the host Member State
and allow regular physical presence at the office. (All staff offered at least a first dose of vaccine)
Reduction in infections and hospitalisations.

Stop clause (roll | Host Member State imposes new restrictions; Idem Idem

back to previous | No improvement or re-increase in numbers of cases and

phase) hospitalisations; Cluster of cases in EC premises.

Safety measures | Mandatory mask wearing, physical distancing, fever cameras | Idem Safety measures adapted to the ECDC and national

in building receptions, protocols for meeting rooms. recommendations at the time.

Restauration If authorised under the Host Member State's arrangements, | Idem Progressive opening of more. catering sites

one canteen in BERL and limited cafeterias (BERL+ 2-3 (according to level of presence).
buildings) could re-open.

Missions Essential missions only. Essential missions only. Missions resume on a wider scale, in accordance
with national safety rules, while still privileging
videoconferencing.

Visitors Essential visitors only. Depending on national rules in Belgium, progressive reopening | Idem

to visitors.
Meetings Videoconference is the norm - in person meetings only if | Depending on national rules in Belgium, progressive phasing | In-person & hybrid are possible, alongside on-line

essential

in of in-person & hybrid meetings.

meetings.

* 2 HRMAERER
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Commission

National
Experts in
Professional

Training
(NEPTS)

HR.DDG.B.4

Thank you for switching off mobile
phones and tablets during the
presentation




NEPT team HR.DDG.B.4

Contact by email to functional mailbox

HR-ENFP@ec.europa.eu

n European
Commission

LEGAL BASIS

Commission Decision C(2008)6866
of 12.11.2008

laying down rules on the secondment to the
Commission of national experts (SNEs) and national
experts in professional training (NEPTS)

http://ec.europa.eu/civil_service/docs/regime end en.pdf
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Commission




BASIC INFORMATION

* Intranet Commission My IntraComm
https://myintracomm.ec.europa.eu/EN/Pages/welcome.aspx

* HR intranet SYSPER with personal professional
Situation ‘
https://www.cc.cec/SYSPER2

n European
Commission

RESIDENCE FORMALITIES

« Short-term stay (max. 90 days)

If you are not staying in a hotel or boarding house, you have 10
working days (3 working days for non-EU citizens) to go to the
Municipality of your Brussels residence in order to make a
declaration of arrival and legalize your stay.

You will need :
- the secondment certificate (in your file)
- a valid ID card or passport

Based on your nationality, you will automatically receive an
"appendix 3ter" (declaration of presence), which is the document
that proves your presence on the Belgian territory.

This document will be valid for a maximum of three months.

“ European
Commission




RESIDENCE FORMALITIES

« Long-term stay (90 days and more)

If you are not staying in a hotel or boarding house, you have two
options :
- applying via your Permanent Representation for an ID card

- applying to the Maison communale of your Commune (within
three months) and requesting an ID card (E model)

You will need :

- your ID card or passport, your lease contract and some photos
- the secondment certificate

- the A1 social security form

n European
Commission

RESIDENCE FORMALITIES

« Additional information on the site of Brussels
Expat Welcome Desk
http://www.blbe.be

« Information on the communes
www. brussels.irisnet.be/about-the-region/the-communes-
of-the-region

m European
Commission




SOCIAL SECURITY AND INSURANCES

 NEPTs remain covered by the national social security
insurance

- form Al to be requested at national social security office proves
that NEPT is insured by the national social security
+ Commission's insurance policy for accidents only
- at work, way to/from work, private (yourself only)
- first day to last day of secondment

« Additional information

http://europa.eu/youreurope/citizens/work/social-security-forms

“ European I
Commission

ACCESS TO COMMISSION'S BUILDINGS

* You will need :
- for yourself : a certificate for badge (in your file)
- for your car : the vehicle registration documents (originals)
Where ? DG HR Security Office, rue Montoyer 34, ground floor
When ? 8:30 to 16:30 non stop every day

* Remarks

- badge not valid for other European Institutions except EP

- no intervention by the Commission for public transport

- public transport tickets free of charge available in each DG for
meetings and airport (missions)

- possibility to borrow a bicycle for work-related travel
https://myintracomm.ec.europa.eu/hr _admin/en/transport _mobility bxl/
/Pages/bikes.aspx

“ European
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INFORMATION REGARDING THE LOW-
EMISSION ZONE” (LEZ)

Since 1st January 2018, the Brussels-Capital region is a "Low-
Emission Zone" whose access is prohibited to the most polluting
vehicles.

Failure to comply with the access criteria to the Brussels low-
emission zone will result in a fine that will not be covered by the
Institution.

If you plan to use your personal vehicle for your professional travel
to Brussels, we strongly encourage you to read this new regulation
by clicking on the following link :

https://www.lez.brussels/en/content/affected-vehicles

“ European
Commission

WORKING CONDITIONS

* Your first day

- contact the person whose name is mentioned in the job offer
you received from the unit

+ Leaves
- basic rights : 2 days / month + official holidays

- more types of special leaves to be found on Sysper (your HR
intranet)

- contact your leave manager (GECO) for your leave rights
* Working hours
- flexitime hours apply > 40h per week
- flexibility between 07:00 and 20:30
- core time to be respected 9:30 - 12:00 and 15:00 - 16:30
: 16:00 on Wedesdays & Fridays

m European’
Commission




WORKING CONDITIONS

Sick leave

- if you fall ill or have had an accident and are unable to work,
inform your immediate superior of your absence as soon as
you can during the first hours of your absence, giving details
about how long you are likely to be absent, your address and a
phone number

- for all absences exceeding thrée calendar days, a medical
certificate is compulsory. This medial certificate has to be sent
with your name and staff number to the Medical Service
(BREY 4/322, Avenue d'Auderghem 45, B-1049 Brussels).

- Please be aware of the 5-days deadline for sending in a medical
certificate, as it will otherwise be rejected. Also bear in-mind to
keep a copy of it.

“ European
Commission

BANK ACCOUNT

To be reimbursed for mission expenses, a copy of
the financial documents (legal entity form and
financial identification form) have to be sent
before the start of your first mission to the
Paymaster's Office (PMO.8) to :

PMO-BUDGET-PAIEMENT-MASSE-MISSIONS @ec.europa.eu

> Do not forget to date and sign both documents

m European |
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END OF SECONDMENT PERIOD

Your training report and the superior's training report :

HR.B.4 will send you the templates. Fill in yours and do not
forget to mention your future email address on it. Ask your
Advisor / Head of Unit to fill it in.

Both reports (.pdf) have to be sent by email to the NEPT sector
(HR-ENFP@ec.europa.eu)

A certificate of end of secondment will be delivered to you only
once both reports have been received by thé NEPT sector.

Your badge : hand it in at the Security Office before leaving the
Commission (MO34 - 8:30 to 16:30)

n European
Commission

MISCELLANEOUS

Secondment certificate : keep the original, send out
copies

Financial documents : keep the originals, send out copies
to PMO before going on first mission

Social security form Al : keep the original, send out
copies when requested by commune, hospital, Belgian
social security, ...

For any question, contact the colleagues in the following
order : ’

1. the colleagues in your unit
2. The NEPT sector : HR-ENFP@ec.europa.eu

H European
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USEFUL LINKS

INTERNAL

- NEPTs rights, obligations, working conditions : MyIntracomm,
webpage for SNEs
https://myintracomm.ec.europa.eu/hr admin/en/external staff/nat exp
ert/Pages/index.aspx

- DG HR Welcome Office (accommodation, legal service, etc.)

HR-BXL-WELCOME-OFFICE@ec.europa.eu

https://myintracomm.ec.europa.eu/hr _admin/en/welcome-office-

bxl/Pages/index.aspx

EXTERNAL

- the Expat Welcome Desk : assistance with any practical or legal
problem that may arise with the Belgian administration during
your stay
www.commissioner.brussels
63 avenue d'Auderghem, 1040 Brussels
Phone 02 / 430.66.14

n European
Commission

QUESTIONS ?

SUGGESTIONS ?
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1. INTRODUCTION

The Commission’s decision to put almost its entire staff into telework mode in the
context of the COVID-19 pandemic, in line with the drastic containment measures
adopted by the host Member States, was unprecedented.

By doing so, the Commission has been fulfilling its responsibility to help bend the curve
and prevent the virus spreading further, while ensuring business continuity and adopting
solutions to efficiently and effectively perform our work remotely.

In order to ensure the safety of its staff, the Commission devised an action plan in several
phases, communicated to Commission staff by the Director-General of DG HR on 29
Aprill, to allow a gradual and secure return to a “new normal”. The action plan has
progressive phases triggered in line with the measures taken by the host Member State
and with the recommendations of the relevant health authorities (WHO, ECDC) and of
the Commission Medical Services. The action plan also foresees the possibility to revert
to a previous phase, as long as the epidemiological situation in the host countries of the
Commission sites worsens.

Phase 1 was triggered on 25 May based on a positive evolution of the sanitary situation.
Since then, the rules of presence at the office have been progressively relaxed in line with
the measures adopted at national level. However, the sanitary situation has significantly
worsened in the past weeks and most Member States, including the main host Member
States of the Commission, have adopted stringent measures. In this context and in line
with the above-mentioned action plan, a return to Phase O is necessary (the “period
concerned”).

2. SCOPE

These guidelines set out the principles common to all Commission departments during
the period concerned. They apply to officials, temporary agents, and contract agents.
They also apply mutatis mutandis to seconded national experts and, without prejudice of
specific rules applicable to them, bluebook trainees.

These guidelines do not apply to staff working in EU Delegations, as they fall under the
competence of the European External Action Service for such matters.

These guidelines do not apply directly to staff working in the Commission
Representations and the JRC sites, except for the point 5.3 below. Based on Commission
Decision C(2006)1623 establishing a Harmonised Policy for Health and Safety at Work,
for health and safety aspects, the Director-General of DG COMM is responsible for all
Commission Representations and the Director-General of the JRC is responsible for all
JRC sites.

These guidelines do not apply to contractors (intra muros service providers, cleaning
staff, security guards, staff working in the canteens/cafeterias, etc.). Specific provisions
are communicated to them by responsible services.

1 See https://myintracomm.ec.europa.eu/coronavirus/Pages/summary-action-plan.aspx

2


https://myintracomm.ec.europa.eu/coronavirus/Pages/summary-action-plan.aspx

3. BACKGROUND

Teleworking is a method of organising and carrying out work using information and
communication technology that allows staff to perform their duties outside the
workplace.

Given the force majeure situation, DG HR is empowered, on the basis of Article 4(5) of
the Decision on telework, to request staff members to telework.

Likewise, under the Decision on Working Time, DG HR is competent to adopt detailed
provisions and practical procedures to adjust or complement working time provisions.

4., APPLICABLE ARRANGEMENTS

The arrangements defined under the present Guidelines shall apply during the period
concerned.

The present Guidelines supersede already existing structural teleworking agreements or
already approved specific occasional teleworking days concluded on the basis of
Commission Decision C(2015) 9151 on the implementation of telework in Commission
Departments?.

4.1. Telework is the norm

a) Staff not performing critical/essential tasks have to telework for the entire
period concerned.

b) Staff performing critical/essential tasks shall, as a rule, telework but may come
the office where needed in the interest of the service, with the explicit and prior
agreement of their line manager, or on his/her request, and subject to the rules set
out in point 4.2.

Staff whose tasks are not compatible with telework shall be considered as
critical/essential staff.

Even if performing critical/essential tasks, staff may not be required to come to the
office, even where this would be needed in the interest of the service, in the following
instances:

- if they have a condition that increases the risk of an adverse outcome of COVID-
193

2 Specific occasional teleworking arrangements implemented for staff based Ispra prior to 16 March
2020 remain applicable until their normal expiry date. After that date, the teleworking arrangements
defined in the present Guidelines shall apply.

3 This includes the following conditions:

a. pregnancy (regardless of gestational week);

b. adults as of 60, as recommended by the inter-institutional medical board with due consideration that
according to ECDC risk assessment the likelihood of hospitalisation, severe illness and death increases
in persons over 65 vyears of age (https://www.ecdc.europa.eu/en/publications-data/rapid-risk-
assessment-coronavirus-disease-2019-covid-19-pandemic-eighth-update)

c. chronic cardiovascular disease (coronary heart disease, congestive heart failure, cardiomyopathy,
stroke);



https://www.ecdc.europa.eu/en/publications-data/rapid-risk-assessment-coronavirus-disease-2019-covid-19-pandemic-eighth-update
https://www.ecdc.europa.eu/en/publications-data/rapid-risk-assessment-coronavirus-disease-2019-covid-19-pandemic-eighth-update

- if they have a mobility impairment (physical or visual);

- if they have children under 13 years or dependent children with a disability who
are not able to attend school or go to kindergartens because these facilities are
partially or totally closed due to the COVID-19 pandemic, or because they are
subject to quarantine measures;

- in exceptional circumstances, based on an opinion of the Medical Service and
provided that it is compatible with the interests of the service, if they live with a
person who has a condition that increases the risk of adverse outcome of COVID-
19.

c) In very exceptional and well-defined circumstances, especially for tasks linked to
the management of the coronavirus crisis and for key services needing to ensure
business continuity, certain critical/essential staff may be required to come to
the office at all times. The decision to grant a derogation from the shift system is
taken by the Director-General for Human Resources & Security (DG HR). All
decisions already adopted in that respect by DG HR under the previously
applicable guidelines continue to apply. However, derogations adopted at
DG/Service level are no longer applicable, unless explicitly confirmed after the
entry into force of the present Guidelines by DG HR.

4.2.  Organisation of weekly shifts

Critical staff coming to the office in accordance with point 4.1, under b), shall do so in
weekly or half-weekly shifts. All critical staff are divided into two teams to avoid the
disruption of critical function by ensuring the necessary physical distancing between
critical colleagues. Each DG or service shall determine whether the appropriate level for
this division is at unit, team or sector having due regard to physical distancing.

In practice, this means that part of the colleagues may work in the office one week or half
week while the other part teleworks. Subsequently, the colleagues switch. The working
shifts are subject to the following principles:

i.  When dividing staff members into teams, priority shall be given to separating
colleagues sharing the same office or, in open spaces, colleagues sitting directly
next to each other.

ii. To ensure that the measure is effective, staff should not enter Commission
premises during their teleworking shift.

iii.  The shift system does not apply in the cases referred to in point 4.1, under c).

d. chronic obstructive or restrictive lung disease, severe asthma, obstructive sleep apnoea;

e. immunosuppressive conditions (with active malignancy, or receiving chemotherapy or long-term
steroids or other immune-modifying treatment;

f. hypertension or diabetes, when accompanied by complications (i.e. simple diabetes or hypertensions,
well controlled under medication, are not included);

g. chronic kidney or liver or hematologic or neuromuscular or autoimmune disease; infectious diseases:
chronic hepatitis B, chronic hepatitis C that has not responded to treatment;

h. people who are very obese, with a Body Mass Index (BMI) of 40 or higher, or significantly underweight
(BMI< 18.5).
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4.3.  Self-quarantine measures

a) Staff members falling into one of the below categories shall not come to the
office and shall self-quarantine at home:

- Staff confirmed COVID-19 or presenting any symptoms compatible with
COVID-19 (see the list of symptoms), including staff who were denied entry to
Commission premises following a temperature check, must stay at home. The
usual rules on sick leave apply. Staff who are not on sick leave should telework,
where compatible with the nature of their duties.

- Staff who have been in close contact with a confirmed COVID-19 patient, as
defined in the Medical Protocol, or who is required by the national rules to
undergo a test, until the result of such test. Telework applies, as a rule, for a
duration that is in line with the rules applicable in the host Member State or as
long as medically necessary.

Staff (even if asymptomatic) living with a confirmed COVID 19 person or a person
(e.g. spouse, child, roommate...) with COVID-19 symptoms. Telework applies for
the period required, based on medical advice. In the above-mentioned cases, staff has
to follow the medical protocol.

b) In the specific case of staff who are required to quarantine after a private trip to a
specific area, in line with the national rules applicable in the host Member State,
have to telework for the period corresponding to the quarantine, unless the
presence of the staff member is required for service needs.

If the nature of the duties is incompatible with teleworking: the staff member
shall come to the office. However, if he/she is covered by one of the exceptions
under point 4.1 (b), second paragraph and does not want to come to the office,
he/she shall take annual leave until the end of the quarantine, unless placement on
quarantine was unforeseeable by the staff member, in which case he/she shall be
entitled to special leave.

4.4. Special leave

Staff referred to under 4.1, a) and b), and under 4.3 a), whose tasks are not compatible
with telework and who are not on sick leave, will be granted special leave for the time
they are not present in the office.

Special leave is also granted to staff members who are unable to perform their duties
because they have to care for a dependent child with disability whose usual
schooling/care arrangements are closed/unavailable. In principle, this applies to
children for whom double child allowance has been granted. However, in duly
justified circumstances, special leave may be granted to staff who have not been
granted double child allowance for their child with disability.

45. End-of-year permanence

For staff assigned by their line manager to the end-of-year permanence, the necessity to
perform duties at the office will be assessed on a case-by-case basis by their line
manager. If the interest of the service does not require presence at the office, the line
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manager may authorise the staff member to telework during this period. The
compensation provided for in point I1l.g of Commission Decision C(2013)9051 on leave
will apply to all staff ensuring the permanence, irrespective of whether they worked at
the office or at home.

5. IMPLEMENTATION OF TELEWORK
5.1. Telework
a. Principles

Under these guidelines, no request for telework is needed in Sysper.

When teleworking, staff needs to be reachable. Staff wo do not use Skype for Business
have to transfer their office telephone line.

However, this does not mean that staff members should be permanently online during
working hours. Staff may work offline, for example, when drafting a document or
reading a file. The time spent will count as working hours.

b. Place of telework

Telework shall in principle be carried out at the place of employment and staff should, in
principle, telework from home, i.e. their usual place of residence. They should be able to
reach their workplace in a reasonable time (within a couple of hours) if their presence
is required at the office due to an emergency or an unforeseen need of the service.

Teleworking from outside the place of employment is in principle forbidden, unless this
IS a neighbouring country in a location that is close to the place of employment.

By way of exception:

- Staff whose spouse, recognised partner and/or underage dependent child(ren) or
adult dependent child(ren) with a disability reside permanently in another
Member State may telework from there in order to be with their family.

- Staff who have been granted special leave for serious illness of a family member
may be allowed to telework from the place of residence of the relative who needs
their care, immediately after the end of the special leave.

These two exceptions require the agreement of the line manager, which can only be
granted if compatible with the interest of the service. The exceptions only apply
during travel restrictions linked to COVID-19 when entering/leaving the place of
employment and/or the country where the staff member’s spouse, underage
dependent children and/or sick family member have their residence. The return to the
place of employment is mandatory, as soon as travel restrictions are lifted.

- In situations where the Commission or the national authority acknowledge that
there is strong evidence that the national health system of the host country is not
able to ensure proper health care and treatment of staff members and their
families, due to the COVID-19 outbreak, the Director-General of DG HR may



grant case-by-case derogations and/or generic derogations, especially for
vulnerable staff, to allow telework from outside the place of employment.

- Staff may be authorised by their line manager to telework from abroad as of 10
December and until the start of the end-of-year period of the Commission (24
December). Such authorisation is granted provided that it is compatible with the
interests of the service and that the staff’s tasks can be performed remotely. This
period corresponds to 14 calendar days, which will cover the quarantine period
imposed in certain Member States and in any case give the possibility to staff to
self-isolate before reuniting with their family.

- Staff who are unable to return to their place of employment due to travel
restrictions imposed by the national authorities of the country of destination or of
arrival should telework from this location to the extent possible and have the
obligation to be equipped with the necessary equipment (laptop). They shall take
annual leave if teleworking is not possible (except where such staff could not
have possibly foreseen the imposition of a quarantine due to its stay in that
specific area (e.g. unexpected change of risk assessment by national health
authorities). Those staff members shall take all reasonable steps to return to their
place of employment as soon as the national travel restrictions are lifted.

In general, the Commission counts on staff’s individual sense of responsibility when
deciding to travel. Staff should be well informed of and strictly abide by any instructions
issued by the competent authorities of the countries of departure and arrival.

5.2. Time recording
a. Recording working hours

Identical rules on recording working hours apply during the entire period concerned,
irrespective of telework or presence in the office.

In practical terms, this implies the following:

» Staff have to record their daily working hours in Sysper by selecting ‘work at the
workplace’.

> Work done outside the bandwidth* is to be considered as work at the workplace,
implying that it is considered as working time, unless the line manager objects.

» Under the present circumstances, which continue to qualify as force majeure, the
limitation to 8 working hours for a teleworking day does not apply. A total of 10
working hours per day may be recorded, including for staff working part-time.
Staff who had already been granted teleworking days under the normal
teleworking regime may also register more than 8 and up to 10 working hours.
However, this requires that they (i) withdraw the teleworking arrangements for
the specific day(s) with more than 8 working hours and (ii) manually encode the
hours actually performed as “work at the workplace”. Staff with structural
teleworking agreements should only withdraw the specific days they wish to

4 The bandwidth is between 7:00 and 20:30 Monday to Friday.
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manually encode and not request to ‘withdraw’ from the entire agreed
arrangements.

» In the event of connectivity issues still arising during the telework shift, staff
should conduct tasks that can be performed offline, which shall fully count as
working time. If, due to connectivity issues, they have not worked a standard 8-
hour working day, staff are exceptionally authorised to fill in their timesheet as if
they had worked 8 hours.

b. Core time and caring for children

Core time, i.e. the period during which, as a general rule, staff must be present, remains
from 9:30 to 12:00 and from 15:00 to 16:30 (16:00 on Wednesdays and Fridays)®. This
also applies during telework.

In individual cases, the hierarchical superior may adjust core time at the request of a staff
member, if compatible with it is the interest of the service. In doing so, the hierarchical
superior shall take into consideration the current specific circumstances. Specific
attention shall be given to the situation of staff with a disability.

For staff whose child(ren)’s school/garderie/kindergarten facilities are closed or whose
children have to stay at home due to quarantine measures, and who thus need time during
the day to home-school their child(ren)/or care for young child(ren), should inform their
line managers. Line managers shall offer derogations to the core time to the extent
needed for the staff member to care for his/her child(ren). The line manager and the staff
should agree on the core tasks to be performed and the necessary availability during this
period. Specific consideration will continue to be given to staff who need to care for a
child with special needs/a disability.

c. Offsetting of excess working time and carry-over

While, in principle, any credit balance exceeding 20 hours at the end of the month is
automatically reduced to 20 hours, and carry-over may only be used during the following
month, maximum flexibility will be given to staff working many extra hours because of
the COVID-19 crisis. Line managers shall authorise their credit balance to exceed 20
hours, and staff will be able to adjust the balance over a period of 6 months as of the
notification of the end of the specific working arrangements due to the COVID-19
pandemic.

5.3.  Home office equipment

In accordance with Article 1e(2) of the Staff Regulations, staff members shall be
accorded working conditions complying with appropriate health and safety standards.
This provision is further reflected in Article 9(1) of the Decision on telework, which
states that teleworkers should be progressively provided with at least a laptop computer.
Along the same lines and given the situation of force majeure that required DG HR to
impose mandatory telework for all staff over an extended period of time, DG HR will
implement measures to enable teleworkers to work in conditions equivalent to those of an
office in line with its duty of care.

S With certain exceptions already implemented for certain sites or DGs/Services.
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Taking into consideration the urgency of the situation and the existing movement and
physical distancing restrictions in the host Member States, providing in natura equipment
to staff would incur a series of difficulties and risks.

For these reasons, the Commission will reimburse staff for costs incurred for home office
equipment purchased from 9 March 2020 until 31 January 2021. The request for
reimbursement shall be submitted at the latest on 15 February 2021.

This will cover the purchase of a computer screen and/or an office chair.

Staff shall be reimbursed on the basis of an invoice or proof of payment up to a ceiling of
150 Euros for a computer screen and 200 Euros for an office chair. From the invoice or
proof of payment it should be clear that the aforementioned type of equipment was
purchased. This ceiling is established on the basis of the average price that the
Commission spends for procuring similar equipment. All necessary information on the
procedure of reimbursement will be communicated to staff. Staff whose tasks cannot be
performed via teleworking will not be eligible.

The Commission will not be obliged to provide office equipment of the same type for
home office use for 5 years to staff who will benefit from this reimbursement option. A
respective declaration will have to be signed and sent to the service that will be treating
the requests for reimbursement together with the necessary invoice or proof of payment.
In this declaration, staff shall also declare that they do not dispose of an office screen
and/or office chair of Commission property at home and that they undertake the
obligation not to sell the reimbursed equipment, as its purpose is to support them during
teleworking, also in the future.

Staff who choose not to use this option at this stage will be eligible for a future
Commission scheme to support them during teleworking.

The above mentioned measures do not apply to trainees and NEPTS, as they only work at
the Commission for a short period of time, nor do they apply to service providers, as they
are not covered by the scope of the present guidelines.

If temporary, contract agents or SNEs, who will benefit from this reimbursement scheme,
leave the Commission’s service before 5 years are completed from the time of the
purchase of the equipment, there will be a proportionate reduction of the Commission’s
reimbursement upon the end of their employment or secondment with the Commission.
However, this reduction does not apply in case of invalidity, pension or death.
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Working from home — managing digital
overload

Some good practice guidelines for ECFIN staff and
managers
23/4/2021

Since the first lock-down and the start of generalised teleworking in March 2020,
productivity and effectiveness of colleagues has remained very high. However, the recent
survey of ECFIN staff showed that whilst, overall, we are coping relatively well, the
current way of working also comes with certain challenges. In particular, we find it more
difficult to disconnect. We also miss our families, friends and colleagues. These
challenges are primarily due to the very heavy workload and extremely tight deadlines
generated by the Covid-19 response, and are amplified by fact that we are operating fully
on-line.

Teleworking arrangements during this particular period allow people to work on their
files individually, with significant flexibility as to the working hours. However, we see
from experience that there are steps we could take that would help to reduce the impact
of the digital load. The guidelines below are meant to help us better manage the current
situation. They are not a solution to all problems, but can help us to better differentiate
between private life and work, and preserve a better balance as far as compatible with
current workload. As the situation evolves, the guidelines may have to be adjusted as
well. In parallel, we will need to look carefully at prioritisation and task allocation in our
teams and across the DG.

We fully recognise that every person has his/her own level of resilience and resistance to
stress. We therefore encourage all managers and colleagues to be attentive to signs that
can indicate that we, or those around us, are coping less well. These may include
physical, emotional, intellectual and behavioural changes as explained here, and often it
is others who spot these first. If you notice that you (or your colleagues) are experiencing
these signs on a frequent basis, please reach out for support (or encourage them to), to
your manager, our HR team or the Commission’s psychosocial team.
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1.

2.

PRESERVING DIGITAL-FREE TIME

Where possible, colleagues should avoid organising meetings between 12h30-14h00,
before 9h00 or ending after 18h00. If you need to fix a meeting outside normal working
time, check with colleagues beforehand on their availability wherever possible.

Collectively, the aim is to try to preserve some digital-free time, particularly in the
evenings and at weekends. Colleagues may organise their working time according to their
individual circumstances but are not expected to be “on call” outside their usual working
hours. In case a message requires reaction outside usual working hours, this needs to be
explicitly indicated, and recipients should be warned in advance or by another channel that
such request may or has come up.

Teams are encouraged to reflect together on and implement good practices to preserve
and manage their digital free time. This could include:

- Sharing information about individual work patterns and availability (for example for
colleagues with family responsibilities or other flexibility requirements). Marking in
your calendar the times during core hours when you will not be available (in
agreement with your manager).

- Making active use and respecting the Skype “traffic lights” to indicate availability.
When you have finished your working day, switch off your computer, and Skype will
show you are disconnected.

- Agreeing on a weekly “meeting free zone”, possibly at Directorate level to provide a
guaranteed weekly timeslot for other types of work. This does not exclude meetings
with other Directorates, DGs and external stakeholders if necessary or urgent.

- Agreeing on the use of Signal, or a phone call, to alert colleagues to any emergency
that requires rapid reaction.

— Sharing the calendar with the members of the team may improve the organisation
of meetings and make it easier for you to manage your personal time (for example
over the lunch break).

Making sure that you schedule time for yourselves! Taking regular short breaks during the
day and logging off during your lunch, while ensuring back-up if necessary. Reserve this time
in your outlook calendar. be kind to yourself and talk to your boss or colleagues if you need
help, and be there to help your colleagues too

EMAIL ETIQUETTE AND GOOD PRACTICE

Since, during this period of teleworking, email is the main tool for work and
communication, colleagues are encouraged to actively consider their use of email, for
example:

o Thinking about whether you really need to send an email. Could it be a phone or video
call instead? Could it wait until the next conversation or routine scheduled meeting?



3.

Avoiding sending or copying emails to more people than necessary. Use distinctively
the “to” and “cc” options to help reduce overburdening with emails, while ensuring that
concerned colleagues feel included. Check that everyone really needs to be on the
thread, while considering also the benefits of wider information-sharing. Do not
automatically “reply to all”.

Being clear about what you want from the recipient of the message. Add “for action”
or “for decision/for approval” (with a deadline) or “for information” to the subject as
appropriate. (eg. “FOR DECISION - DDL: 10/12/21 @16.00 — [title]”) and ensure that the
title captures the content of your email. Ensure that the subject line is still relevant in
long email threads.

Being clear on the reaction time. Set clear and reasonable deadlines for the actions
required. The deadlines should be also reflected in the subject of the email, especially if
there is a short deadline. In setting deadlines for others, be realistic and considerate,
and take into account the real level of urgency or necessity.

Being aware of timing. Does this email really need to be sent outside working hours?
Could it be prepared as a draft instead and sent in the morning, or using the “delay
delivery” option.

Being attentive to the tone of your email. Sending emails is more than just transmitting
information: it is about managing a work relationship remotely. Choosing your words
carefully can help to nuance your message and convey the friendliness that you would
usually express in a phone or face-to-face conversation. And why not start your email by
asking your colleague how they are?

BEST PRACTICE TIPS FOR ORGANISING ON-LINE MEETINGS

In order to limit the time spent in meetings and ensure that they are as efficient as
possible:

o

Consider first whether you really need a meeting, only organising formal meetings
when necessary and you have a clear idea about the questions to be raised and
expected outcome.

Think and be clear about whose attendance is really required (to contribute to the
discussion/outcome or needing the input to work on the file) and those whose
attendance should be optional, while maintaining the principle of the “expert in the
room”, whereby the main colleagues working on the file are included.

Where possible, schedule meetings sufficiently in advance to allow colleagues to
properly prepare their files and input and make any necessary arrangements allowing
them to attend. This is all the more important if, for operational reasons, the meeting
has to be organised outside of the recommended timeframe.

Make an effort to have shorter meetings (15 or 30 minutes is often sufficient). Check
the participants’ calendars for clashes before scheduling the meeting to avoid that
meetings are organised back-to-back. Preferably, allow 15 minutes between meetings.

Plan and manage meetings efficiently with a clear agenda and objectives, and stick to
the planned timing.



o Close the meeting by summarising operational conclusions and next steps. Circulate a
short concise summary of meetings with external parties and highlight actions expected
for follow-up and by whom.
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