Specific Declaration of Personal data protection 
in the framework of training activities organised by the European Administrative School (EAS) and the use of leadership feedback
This declaration explains how all personal data provided are dealt with in the framework of regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000. It is submitted individually to staff of the EU institutions, agencies and offices who participate in training courses organised by the EAS and who choose voluntarily to seek feedback from colleagues on their management and leadership styles. It also applies to the staff who provide that feedback.
In accordance with articles 11 and 12 of this regulation, EPSO and EAS provide the candidate with the following information: 

Controller identity
 : Mr Nicholas David BEARFIELD, Director of EPSO. 

Purpose(s) of the processing: to allow participants in EAS training courses to obtain anonymous feedback on their management and leadership style from their colleagues with the aim of helping them improve their management and leadership skills. This type of tool is commonly used internationally by training providers in courses on management and leadership. The data will not be used in any form of evaluation (appraisal) process of any of the persons involved.
Data concerned: Data concern those staff of the EU institutions, agencies and offices participating in the training courses organised by the EAS. Data requested from the staff participating in the training courses or from their colleagues about them is collected on a purely voluntary basis.  

 Course participants are offered the opportunity to use a feedback tool in the form of a self-assessment of their skills and an assessment by colleagues that they choose to be consulted.  Participation in this activity by the person concerned and their colleagues is entirely voluntary and participants are free to choose the persons whom they wish to invite to take part in this activity. The persons so invited may choose whether or not to take part.  It is a facility offered by the EAS to help participants learn about their professional skills and enhance their own personal development in a professional context.  

The feedback procedure is therefore entirely optional and anonymous.  All data are processed solely for the benefit of, and for the purpose of providing feedback to, course participants.  Data provided will be deleted within 2 months of the exercise.  All data are processed by subcontractors and neither the EAS nor any staff within the institution of the course participants will have any access to the data.

The personal data concerned is four-fold.  

Firstly, the course participant is given full information about the feedback activity and invited to choose whether or not to participate. If they so choose, they must provide details (name and electronic address) about themselves and those colleagues who will be invited to provide feedback.  These details are provided at present to the EAS's contractor, one of the members of the consortium contracted by to provide management training programmes. Any change in or addition to the company providing this service will be notified to the EDPS. The EAS's contractor passes this data to its sub-contractor who is responsible for the website where the subsequent feedback exercise will take place.  This data serves purely to identify the course participant and those colleagues participating in the exercise and to allow the contractor to contact them.  The course participant is provided at this stage with full information about the exercise and the nature and steps of data processing.  The participant is provided with an information sheet giving the same information, which is to be given to colleagues who agree to participate in the exercise.  The participant is also asked to indicate whether they would prefer to receive the final report from the exercise individually, or whether it can be shared with the trainer from the training course.  There is no obligation for the participant to share the final report.  

The second data treatment arises when the course participant provides input to the activity. This data takes the form of filling in an on-line questionnaire regarding their management skills.  The data collected take the form of numerical data i.e. answering yes or no to a series of set questions, and textual data where the participant can choose to complement the numerical data with individual comments.  The participant has the option to provide these comments or not.  

The third data treatment arises when the colleagues of the course participants provide their input to the activity by completing an on-line questionnaire regarding their feedback on the management skills of the participant.   The data collected take the form of numerical data i.e. answering yes or no to a series of set questions, and textual data where the person concerned can choose to complement the numerical data with individual comments.  The course participant will not know which of the chosen colleagues have completed an on-line questionnaire.

The fourth data treatment arises when Feedback OY process the data supplied by the participant and their colleagues.  The numerical data from the two sources are amalgamated into a single report.  This is done automatically by the IT system.  All data are entered into the report automatically as input by the participant.  The IT system formats this into the data tables and chapters of the final report.  This report will also include an amalgamation of any written comments made.  This report is then sent to the participant to the email address that they have chosen to supply.  The transfer to participants is sent by email in a zip file. The password to this file is then sent in a separate email.

Participants will receive on paper a pack of information, including details for themselves including a reference to the data protection issues, together with information to pass to the persons selected to complete a questionnaire also including a reference to the data protection issues.  This document will content a link to the specific declaration available on the EAS website.
The EAS contractor is the Educationtrend Academy Group GbmH

Nature of the data to be processed: 

•
Data of a personal nature allowing the identification of the staff member concerned (name, given name, electronic address); 

•
Information provided by the course participant on their own perception of their management and leadership skills in areas such as performance management, change management, issue management and people management. 

•
Information provided by colleagues on their perception of the participant's management and leadership skills in areas such as performance management, change management, issue management and people management. This information is rendered anonymous and amalgamated into a feedback report.

Legal base: 
- conditions of employment of servants of the European Communities, as fixed by regulation (CEE, Euratom, CECA) n° 259/68 of the Council, last modified by regulation (CE, CECA, Euratom) n° 23/2005 of the Council, and in particular articles 45b of the Staff Regulations and 7 § 2 point c) of Annex III of the Staff Regulations; 

- decision n° 2002/620/CE of the European Parliament, the Council, the European Commission, the Court of Justice, the Court of Auditors, the European Economic and Social Committee, the Committee of the Regions and the European Ombudsman of 25 July 2002 culminating in the creation of the European Personal Selection Office;

- decision n° 2005/118/CE of the European Parliament, the Council, the European Commission, the Court of Justice, the Court of Auditors, the European Economic and Social Committee, the Committee of the Regions and the European Ombudsman of 26 January 2005 culminating in the creation of the European Personal Selection Office; 

- decision n° 2005/119/CE of the Secretaries General of the European Parliament, the Council, the European Commission, the Court of Justice, the Court of Auditors, the European Economic and Social Committee, the Committee of the Regions and the European Ombudsman of 26 January 2005 concerning the organisation and operation of the European Administrative School;
Recipients of data: the contractor of the EAS who receives and processes the data; the course participant him/herself who receives the anonymous, amalgamated report of the feedback; if the participant so wishes, the course facilitator who also receives the anonymous, amalgamated report of the feedback.  No data is received by the EAS or any of the EU institutions, agencies or offices.
Lawfulness of processing: the processing is useful in helping staff of the EU institutions, agencies and offices to fulfil their management functions carried out in the public interest on the basis of legal instruments adopted on the basis of the treaties establishing the European Communities. 
Date when processing starts: date of receipt by the contractor of the EAS of the data identifying the course participant and the colleagues participating in the feedback exercise.
Data retention period: data concerning the identity of the course participant and his/her colleagues is kept for a period not exceeding 2 months from the end of the training course in which the course participant is participating and for which the data is supplied.  The data concerning the feedback of the colleagues (either individual or amalgamated) is kept for a period not exceeding 2 months from the end of the feedback session for which the data is necessary.
Right of access and verification: staff members concerned may send a request to indicate any changes to their personal data. In any case, and following written request with a copy of a proof of identity, they may obtain a copy of their personal data as registered by the contractor of the EAS. Requests can be sent to: epso-eas-pdp@ec.europa.eu.

Following a written request with a copy of a proof of identity, participants may obtain a written copy of all the information which they provided in the form of feedback to allow them to check that the information they supplied was accurately recorded.

Following a written request with a copy of a proof of identity, colleagues providing feedback may obtain a written copy of the information which they provided in the form of feedback to allow them to check that the information they supplied was accurately recorded.

This entails any right of rectification under article 14 of regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000

Staff also have the right to have recourse at any time to the European Data Protection Supervisor (edps@edps.europa.eu).
� By reason of the administrative attachment of EAS to the EPSO for the first three years following its establishment, the Director of EPSO is jointly responsible for control.





