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C.1 STAFF IN THE CONTEXT OF CF 1164/94/ISPA
The Human Resources Department of the Ministry of Transport has the overall responsibility for human resources development policy introduction and implementation. 

The Human Resources Department provides methodology (procedures), instructions and training in following areas of Human Resources matters:

•
Recruitment,

•
Selection of staff,

•
Employee appointment,

•
Staff appraisal and staff development planning,

•
Job description and job requirements development and update.

The Human Resources Department of the Ministry of Transport supervises the whole agenda of human resources in the Ministry and keeps original documents of individual employees in relation to Human Resources Management / Development. It is responsible for development, implementation and management of appropriate policies and procedures to ensure effective selection, deployment, assessment and development of employees so that the Ministry has qualified staff in place with necessary skills and competencies to reach its goals and objectives.

The Head of MA is responsible for implementing and maintaining human resources policy on the level of the Managing Authority for CF 1164/94 (former ISPA IA).

The Head of the MA (former SAO) is responsible for updating the human resources development policy and strategy taking into account any needs identified during the regular staff appraisal as well as the evolution of the objectives, goals and responsibilities of the MA (IA).

The Director of the MA/IA should ensure that the tasks related to coordination and practicalities of HR development are formally assigned to a member of MA staff.

C.1.1 
Job descriptions

C.1.1.1 Job requirements

The normative and specific requirements for any position are agreed by the Minister and specified in a standard Job Requirement Form defined under the following template :

	Department:
	

	Job Title:
	

	Position in Unified Classifier:
	

	Qualification :
	

	Experience :
	


C.1.1.2 Job Descriptions

The Jobs requirements and Jobs descriptions for each position are developed in accordance with:

· Civil Servants Law, 

· Decree No. 47 of the Council of Ministers of 1st March 2004 on “Adoption of the Uniform Classifier of Positions in the State Administration”

· “Ordinance on the Application of the Uniform Classifier of Positions in the State Administration”

· Decree No 48 of the Council of Ministers of 1st March 2004 on wages in the budget organisations and activities. 

Each job is described in a written job description. The development of job descriptions for all positions is the responsibility of the Head of the respective departments, for subsequent approval by the Minister.

Employees confirm their familiarity and agreement with the job description by signature. The originals of the signed job descriptions are filed in the official files of the Human Resources Department. The job descriptions are signed in two originals – one is kept by the employee, the other - in the personal files of the MA/ HR Department.
C.1.1.3 Job Descriptions Standard Template

	MINISTRY OF TRANSPORT 
JOB DESCRIPTION

1. GENERAL INFORMATION

Directorate: 


Department :

Unit (if appropriate) :
Job Title:

Position in Unified Classifier:

2. POSITION IN ORGANISATION

(Indicate position of immediate superior and titles of immediate subordinates and illustrate with organisation chart if desired)

3. MAIN JOB PURPOSE

(Briefly outline why the job exists overall and what results are expected from its performance)

4. PRINCIPLE  AREAS  OF ACTIVITY

(Major end results for which the position is answerable and which are vital to achieving the Basic Function - it answers the questions "how", "what" and "why"

5. DIRECT DUTIES

(Brief description of 8-10 main duties and responsibilities)

6. ASSIGNMENT AND PLANNING OF WORK

a) Assignment of Work

b) Planning of Work

c) Assessment of Work

7. RESPONSIBILITY FOR ORGANISING WORK, STAFF MANAGEMENT AND RESOURCES

a) No. of staff responsible for  

b) Management responsibilities 

c) Financial resources

d) Other resources

8. DECISION MAKING

(Level and content related to decision making authority e.g. discretionary, limited to recommendations etc)

9. CONTACTS AND REPRESENTATION FUNCTIONS

a) Within Ministry of Finance 

b) Other Ministries and Agencies  

c) Other Contacts

10. KNOWLEDGE, EXPERIENCE, SKILLS AND COMPETENCIES

a) Educational qualifications 

b) Area of professional expertise 

c) Years of experience 

d)  Additional qualifications and training 

e) Special skills and competencies




C.1.1.4 Curricula Vitae

Personal data and CV are confidential information.

In accordance with the Civil Servants Law and the Regulation on Holding Competitions for Civil Servants it is not required to submit a CV to apply for a civil service position.

Nevertheless, the competition process for appointing civil servants requires the submission of an “Application for Participation in an Appointed Competition” that includes personal data which must be filed in the official files, i.e :

· Personal Information (three names, date of birth, place of birth, address and contact telephone)

· Educational Background (type and degree of completed higher education)

· Supplementary qualifications (topics, time and place of training, diplomas and certificates obtained)

· Computer skills (indication of familiarity with software products)

· Foreign languages /list of languages and degree of command

· Professional experience (list of organisations, period of working, positions occupied, list of activities and responsibilities performed).

A copy of the Application is filled in the files of the Human Resources Department. 
Employees recruited under a labour contract include a CV with their application.

C.1.2 Segregation of Duties and substitution rules

In accordance with Art. 84 of the Civil Servants Act, in the absence of a member of the CPPD/MA staff, the substitution is ensured by his/her direct supervisor or by another person. This person is nominated on the basis of an Order from the authority responsible for appointing the staff, following a request issued by the direct supervisor(s). 

Segregation of duties, especially in relation to participation in tendering and contracting in order to avoid any conflict of interest, is direct responsibility of the Director of MA and the Head of Tendering and Contracting under CF 1164/94 Department.

In the case the staff member has a deputy duly appointed, there is no need for further formalisation of the substitution rule (i.e. issuance of an Order).

	Position
	Substitute in case of absence
	D Comments/Limitations

	Head of MA/ SAO
	Director of CPPD/MA
	The MA Director is a substitute in tasks related to management of  CF 1164/94/ISPA Programme only in the absence of the Head of MA/ SAO

	Director of CPPD
	· Head of Programming Department

· Head of  Monitoring Department

· Head of  Payments Department

· Head of Tendering and Contracting Department

· Head of Ex-ante Control Department
	The delegation of rights of the Head of MA to the Director of CPPD cannot be delegated down the chain.

Regarding the double signature system right on second first signature of the MA bank accounts is not transferred to any Head of Department.

	Programming Department

	Head of Programming Department
	· Programming Expert
	The Head nominates one expert from the Programming Department taking into consideration his/her competency and the pending activities within the Department.

	Expert in Programming Department
	· Expert in Programming Department

· Head of Programming Department
	

	Monitoring Department

	Head of  Monitoring Department


	· Expert in Monitoring Department


	The Head nominates one expert from the Monitoring Department taking into consideration his/her competency and the pending activities within the Department.

The expert who substitutes the Head of Department cannot at the same time check and sign documentation on behalf of the Head of Monitoring Department.

	Expert in Monitoring Department


	· Expert in Monitoring Department

· Head of  Monitoring Department
	

	Payments Department

	Head of  Payments Department


	· Expert in  Payments Department (Financial Expert)


	The Head nominates one expert from the Payments Department taking into consideration his/her competency and the pending activities within the Department.

The Head of Payments Department is replaced by an Expert that has not performed checks on documentation.

	Expert in Payments Department (Financial Expert)
	· Expert in  Payments Department (Financial Expert)

· Head of  Payments Department
	Right on first second  or second second signature of the MA bank accounts is not transferred to any expert from the Department. 

	Ex-ante Control Department

	Head of Ex-ante Control Department
	· Expert in Ex-ante Control Department
	The Head nominates one expert from the Ex-ante Control Department taking into consideration his/her competency and the pending activities within the Department.

The expert who substitutes the Head of Department cannot at the same time check and sign on behalf of the Head of Ex-ante Control Department documentation. 

	Expert in Ex-ante Control Department
	· Expert in Ex-ante Control Department

· Head of Ex-ante Control Department
	

	Tendering and Contracting Department

	Head of Tendering and Contracting Department
	· Expert in Tendering and Contracting Department
	The Head nominates one expert from the Tendering and Contracting Department taking into consideration his/her competency and the pending activities within the Department.

The expert who substitutes the Head of Department cannot at the same time check and sign on behalf of the Head of Tendering and Contracting Department documentation.

	Expert in Tendering and Contracting Department
	· Expert in Tendering and Contracting Department

· Head of Tendering and Contracting Department
	

	Technical assistant

	Technical assistant
	· Any expert in rotation
	


C.1.3.  Sensitive posts and rotation policy
C.1.3.1. Segregation of Duties and substitution rules

As part of the establishment of the internal control systems arises the need for identification and management of sensitive functions. The aim is draw up an inventory of functions where there is a risk that a failure to perform them could seriously harm the interests of the EU and or national budget.

A sensitive post can be defined as any position where there is a higher than average potential of misuse of funds, authority and/or information (including contacts). In case the action of misuse, it is not hereby important in this context where it takes place intentionally (might be considered as fraud) or unintentionally.

A post can be characterised as being sensitive:

· by the nature of the activity itself i.e. activities where a high degree of personal judgement is involved when taking decisions or in areas where there is a relatively high degree of freedom to act and/or where supervision levels might be low;

· by the context in which the activity is carried out i.e. functions dealing with policy-making where officials might be subject to pressure to disclose sensitive information.

C.1.3.2. Defining the sensitive posts

In identifying the sensitive posts within the Managing Authority the bottom-up approach is used where the appreciation of the heads of departments is performed for the posts they manage.

The identified sensitive posts are included in an Inventory of sensitive positions to be approved by the Head of Managing Authority.

Review of the posts is performed every two years. The internal audit function of the Ministry of transport is invited to express their opinion, which (if provided) is discussed by the management of the “Coordination of programmes and projects” directorate.

For newly opened positions, or for positions to which new tasks have been added, the identification as sensitive or not is performed within one month of establishment (change) of the position.

The first step of the exercise is the identification of the criteria for defining sensitive posts and the establishment of the risk factors.

The acceptable number of criteria for identification of a position as sensitive for the CF/ ISPA organisations is between 5 and 10.

For a position to be identified as sensitive, 50% or more of the risks should be answered with "yes".

For each organisation, separate criteria are identified and approved by the management, which criteria reflect the specifics of the organisation.

C.1.3.2. Defining mitigating controls

Once a function is identified as being sensitive and the associated risks identified, an assessment is made of the controls which can mitigate these risks. The appropriate measures that should be taken to strengthen controls are considered, in so far as they are cost effective and feasible. Based on an assessment of the remaining levels of risk it is decided whether to accept this remaining level of risk or, if necessary, to enhance the control mechanisms already in place. As a final step the remaining risk level is evaluated.

The control procedures established to mitigate the risks related to the sensitive positions are reviewed annually.

The employees that hold a sensitive post are informed that their post is considered sensitive and of the mitigating controls put in place for reducing the risk level.
C.1.3.3. Rotation policy

The sensitive posts where the remaining risk level is assessed to be still high are considered as being inherently sensitive and a rotation policy is considered. The mobility period is established for each post. A career development plan is agreed between the employee and the management in order to provide security for the jobholder and to enable the management to organise the necessary continuity of operations before the change of post.
C.2  HUMAN RESOURCES DEVELOPMENT

The HR Department executes the following functions:

· Organisation of recruitment and documentation of staff selection,

· Organisation of employees appointment, 

· Providing legal services in the field of civil service and employment relations,

· Drawing up all documents related to commencement, amendment and termination of civil services and employment relations,

· Keeping and safeguarding personal records of the staff (official file),

· Organising the preparation and updating of job descriptions,

· Organising the staff performance appraisals,

· Organising and controlling the staff training and development and delivery of programmes for staff training and professional qualification,

· Advising other directorates of the Ministry on human resources management.

The aims of the Human Resources Strategy are:
· Establishing a multidisciplinary working team with necessary expertise and skills in administrative, financial and technical management of projects to be implemented,

· Setting up an efficient and effective organisational structure and relevant management and control system to execute all functions of the MA/IA,

· Defining clearly and assigning personal responsibilities for individual tasks referring to clear job descriptions,

· Ensuring administrative and technical conditions for the staff in compliance with labour legislation, 

· Guarantees the financing requirements of present and future staffing needs based on estimated workload,

· Identification of training needs of the staff and development and implementation of an annual training programme to maintain a professional staff. 

· Performing personal performance appraisal to confirm the career growth

· Introducing and implementing of necessary motivation tools to minimise turnover of the team.

The Human Resources strategy implementation consists of implementing the following activities and procedures:

· Staff planning

· Staff recruitment

· Staff selection

· Staff appointment

· Staff appraisal

· Training needs analysis

· Training plan development and endorsement

· Selection of staff for training 

· Training delivery

· Training evaluation

· Staff leaving.
C.3. STAFFING BUDGET (Resources planning)

The purpose of the Human Resource analysis and forecast is to provide an estimate of the human resources required to meet the mandate of the MA/IA and prepare for the effective management of CF 1164/94/ISPA projects.

A human resource forecast is an estimate of the resources that will be required to meet the estimated future workload. In first instance, the forecast should be made for a period of five years and expressed in the form of a rolling plan. Once a year, the forecast should be reviewed and updated in order to take into account the following year.

Forecasting by its very nature is not a precise science, but can provide some very useful information to help in decision making about the required human resources in terms of number, skill set and when they are likely to be needed. 

The Director of the MA/IA with the assistance of the Heads of respective department is responsible for carrying out the Human resource analysis and forecasting, that is to say:
· Identifies the current human resource available by department/unit and key task,

· Estimates the likely increase in workload in terms of new projects, programmes, tasks, and other stakeholder demands. 

· Estimates the increase in workload by department/unit and key task in terms of the number of people days required to carry out the work

· Estimates the increase or decrease in the number of people required to meet this workload by department/unit and key task

· Estimates the total resource required by department/unit and key task to carry out the estimated workload

· Estimates the likely benefits that planned improvement projects/programmes may have of increasing the productivity of the departments and units. Only those projects/programmes with a high probability of succeeding should be considered. For these projects a conservative estimate of the level of productivity improvement and when it is expected to be realised should be made. 

· Makes adjustments for the estimated performance improvements to the resource over the time scale of the forecast. 

C.4. STAFF RECRUITMENT, SELECTION AND APPOINTMENT

The principles of the staff recruitment are developed in accordance with Regulations on Holding Competitions for Civil Servants adopted with the Council of Ministers Ordinance No 8 of January 16, 2004 and are introduced as follows:

· The staff appointment system guarantees the application of a transparent appointment procedure built on the competition principle on the basis of the professional and functional qualities of the civil servant candidate 
· The MA Director and/or the Chair of the Evaluation Committee are responsible for initiating the recruitment process and completing the whole recruitment documentation 
· The Human Resources Department is responsible for formalising the procedure 
· The Human Resources Department carries out all communications for staff recruitment and appointment in accordance with the Civil Servant Law and Ordinance No.8.
C.4.1.  Staff employment contract

The Ministry uses standard forms of contract with Ministry’s employees. Before signing any type of employment contract, the staff is made familiar with the confidentiality requirements of working in the MA/IA as stated in the Code of Conduct. They are requested to sign a Code of Conduct and a Declaration of Confidentiality and Impartiality which is annexed to the Order or Employment Contract. Both documents are then filed in the official files of the Human Resources Department.

C.4.1.1        Employment of Civil servants Ordinance

In accordance with the Civil Servants Law, civil servants are employed on the basis of an “Employment of Civil Servant Ordinance”. The Ordinance is agreed and signed by the civil servant and by the Minister. 

C.4.1.2       Employment under labour contract

Non-civil servants are employed in accordance with the Labour Code. They perform their duties based on a Labour Contract signed by themselves and the authorised employer representative. 

C.4.1.3        Departing staff

The termination of official legal relations is regulated by the Civil Servant Law (for civil servants) and other applicable regulations (for non-civil servants). 

In case of voluntary staff turnover, the Human Resource Department may conduct exit interviews on an informal basis to get opinion about reasons for leave. 

The employee may be required to fill in a Questionnaire for Leaving Staff that should help in improving the personnel management practice. The Human Resource Department will analyse the reasons for leave and inform the MA/IA management on the departing staff and reasons for leaving.

C.4.1.4        Handover procedures

Any outgoing employees shall:

(a) 
prepare a written note for the incoming employee before change-over. The note should include:

(i)     Details of any outstanding actions that are the responsibility of the related function, including [if not already existing in the files of the MA/IA ] a list of references, contacts, correspondence and required and/or anticipated time-frame associated with each outstanding action,

(ii)    A list of on-going / pending duties : items such as, but not limited to, attendance to meetings, preparation of reports, etc…

(b)  
If possible, arrange contact with the incoming employee before handover to discuss in general terms the activities related to the position, to highlight important issues and to answer any questions that the incoming employee may have relating to the function or to the MA/IA in general,

(c) 
provide the incoming employee with contact details so as to enable ready and quick assistance as and when needed,

(d) 
provide assistance to the incoming employee as required / needed,

(e) 
notify all relevant persons and authorities of the impending change-over, providing full contact details for the incoming employee and the date of the change-over. A copy of these correspondences should be provided to the incoming employee.

 

The incoming employee shall :

(a) 
avail himself of all support being offered by the outgoing employee,

(b) 
satisfy himself that he/she has a proper understanding of the function he/she will occupy,

 (c) 
satisfy himself that he/she has in his possession all relevant documentation.

C.5.  STAFF APPRAISAL

	Full details on the staff appraisal are available in the Manual on the Attestation of Staff in the State Administration through Personal Performance Appraisal published by the Minister of State Administration on the following web site : sadocs.government.bg/sa



The Staff appraisal is an organised process for assessing the performance of an individual in a specific work environment to:

· help management of the individual, 

· improve organisational performance,

· assist personal development.

The Staff appraisal gives an opportunity to:

· To discuss and assess the employee performance so far and the required level on Competencies for the job,

· Identify staff training and development needs now and in the future,

· Build on potential and the strengths of the staff,

· Ensure staff contribution relates directly to organisational objectives and improvements.

The Staff appraisal is organised within the attestation of staff process in accordance with “Regulation on the Terms and Procedures for the Attestation of staff in the State Administration” that was adopted with an Ordinance No. 105 of the Council of Ministers dated 21 May 2002. The “Regulation on the Terms and Procedures for the Attestation of staff in the State Administration” includes attestation terms and procedures and attached standard forms for processing attestation.

The overall supervision of appraisal process within the Ministry is delegated to the Human Resources Department. The execution of appraisals of the MA/IA staff is organised by Heads of the respective departments on semi-annual and annual bases. 
The appraisal process is performed with reference to: 

· the job description, 

· competencies, 

· the job plan. 

The Competencies are a set of skills, knowledge and attitudes reflected in types of behaviours that are required from staff in order that it can best meet its overall objectives and improve performance. 
There are three different types of competencies: management competencies, expert competencies and technical competencies.

Levels of achievement of individual Competencies are assessed during the appraisal process and documented in the Job Plan. The Job Plan specifies what is expected from the Job Holder over the review period through establishing his/her work priorities and the results expected to be achieved.

The appraisal process is carried out by means of completing an Appraisal Form and includes :

· appraisal provided by Appraising Manager (line supervisor);

· comments by the Job Holder;

· confirmation of the appraisal by the MA Director (Reviewing manager). 
Performance appraisal covers one calendar year and an attestation based on performance appraisal includes the following stages:

· Developing and agreeing a job plan at the beginning of the period, 

· Interim meeting a mid-period, 

· Final meeting and deciding on an overall performance appraisal rating at the end of the period.

The staff appraisal performance is scheduled between 1-30 November. An interim meeting conducted by line supervisor and Job Holder to review the job holder  performance in respect of achievement of objective of job plan and performance of main duties set out in job description is held in the period of 1 June – 15 July of respective year.

Appraisal results are recorded in standard forms and signed by both the Job Holder and line supervisor and Reviewing Manager. Originals of appraisal reports are kept and archived in the employees´ personal records maintained by the Human Resource Department, copies are provided to the appraisee and filed in the MA/IA personnel file.

The extent to which objectives in a job plan, the job main duties according to the job description and competencies have been achieved is assessed by rating (1-3) proposed by a line supervisor that is finally agreed by Reviewing Manager. The final appraisal rate is set up between “1-5” and is used for Job Holder attestation and future motivation. 

Following principles are introduced for annual staff appraisal:

· The performance appraisal covers one calendar year
· The performance appraisal should be conducted in the period of 1 – 30 November; 

· Appraisal of newcomer appointed after 31st July shall be carried out during the calendar year following the year of appointment; 

· Appraisal of Job Holder transferred to another job within the Ministry before 31st  July shall be done for the new job; 

· Appraisal of Job Holder transferred to another job within the Ministry after 1st   October shall be done for the job held before, provided the Job Holder had been holding it for more than 3 months. If the previous job has been held less than 3 months, then the appraisal shall be carried out during the calendar year following the transfer; 

· Appraisal of Job Holder, who has come back to work later than 1st October after using more than 3 months leave or after secondment in Bulgaria or abroad for a period longer than 3 months, shall be done during following calendar year.

C.5.1 Interim meeting

The purpose of the meeting is to review the Job Holders´ performance in respect of achievement of objectives (job plan) and performance of main duties (job description).

· The interim meeting shall be conducted by the Appraising Manager and Appraisee 

· The meeting should be held in the period 1 June – 15 July of each year except where the employee has been recruited within the last four months.

C.5.2 
Newcomer appraisal

The first performance appraisal of newcomer to shall be done no later than 15 days before the end of 6 months of taking the position of civil servant and no later than 15 days before the end of probation period for employees with labour contract. 
In case when this appraisal and annual performance appraisal are less than four months apart, appraisal is carried out during the following calendar year. The newcomer appraisal should be based on evaluation of The New Employee Entrance Introduction Plan by filling in a Standard form.

        C.5.3   Attestation of Employees

The attestation through annual performance appraisal of each member of staff is conducted by an Appraising Manager under the supervision and control of a Reviewing manager.  The overall attestation arrangement of attestation is made by the Human Resource Department.

       C.5.4   Promotion of Civil Servants in Rank

In accordance to the Civil Servant Act, the promotion of rank of civil servant is done as follows:

· Promotion rank every 3 years : three overall retains 2 or higher (Performance about requirements)

· Promotion in rank every 4 years : overall rating should be 3 and higher (Performance meets requirements)

· Promotion rank every 5 years : in all remaining cases.

C.6.
TRAINING

C.6.1. Training needs analysis and training programme

The MA Director supervises the process of identifying training needs, defining the Training Program in detail and implementing it. 

The aim of the training is to make employees familiar with the principles and practice of the administrative work, as well as to further improve their knowledge and skills for the purpose of developing the capacity of the MA/IA.

The training of the staff should follow strategy formulated for training of the public administration employees adopted with decision No 85 of the Council of Ministers dated 14 February 2002, specifically:

· Strengthening for introduction and implementation of the acquis communautaire

· Active participation in the process of change

· Building a system for development of professional skills and qualifications

· Transferring this strategy into the MA/IA routines, introducing goals, specific training subjects and training tools to achieve necessary professional expertise, professional skills for efficient and effective financial management and control of EU and national funds.

The human resources development system should harmonise training for professional development with training for career development.

The general training needs aim at creating professional skills and/or raising qualification of the employee in performing their tasks.

The specific training needs are defined on a basis of performance appraisal (achievement of agreed goals, level of execution of duties and demonstration of professional competence).

Training of the employees is a priority of human resources management and development policy, which is carried out through annual allocation of special training funds in the state budget.

C.6.2 Newcomers 

The training of newly employed staff is organised by a Mentor assigned by the MA Director for a period to be defined depending on the position and qualification competencies of the newcomer.  The Mentor must be an experienced member of the staff. The criteria for appointment of the Mentor are :

· Good communication skills : good communication and clear expression of issue,

· Expertise and knowledge (know-how) : understanding of all concepts and knowledge of necessary details of job performance,

· Patience : understanding that people learn in different ways,

· Comfortable interaction with others : enjoying working with people,

· Well organised manager : having time management and work management skills,

· Interest in helping others to learn: recognising value of learning and attitude of helping.

The Mentor is responsible for assisting a newcomer to achieve necessary knowledge and experience for performing a relevant job.  The training includes general and specific issues. 

The general issues training takes up to 4 weeks (depending on the level of experience)  and issues are introduced in the New Employee Entrance Training Plan and the New Employee Introduction Form.

Specific terms of newcomers´ training (additional needs) are formulated by both the Mentor and employee after finishing training, within the process of additional training needs analysis, by means of filling The New Employee Additional Training Needs form.

The initial training of newcomers on general public administration matters is organised though the Institute for Public Administration and European Integration (IPAEI) and includes following topics:

	
	Subject
	Days

	Course
	Basic administrative skills
	4

	Seminar
	State administrative structure in Bulgaria. Civil servants´ status.
	1.5

	Seminar
	Administrative ethics and business communication
	1.5

	Seminar
	Information and communication system of the state administration
	1

	Seminar
	The fundamentals of the European Integration
	1

	Seminar
	Organisation of the documentation circulation
	1

	Seminar
	Effective organisation and communication in the office
	1


C.6.3
Training needs analysis

The training needs analysis principles are introduced as follows:

· The training needs analysis is performed once a year within the process of an annual staff appraisal
· The training needs are formulated in the Job plans of individual staff that are developed as results of appraisal.

· Within the process of appraisal, the employee and the line supervisor use a standard forms for introducing and converting the training needs into the Job plan 
· The Human Resource Department is responsible for drafting and presenting the Annual training plan for the MA/IA staff as a result of the annual staff appraisal and to include the priority, time schedule and type of training action for its implementation. 

C.6.4. Annual Training Plan

In accordance with the Regulation on the Terms and Procedures for the Attestation of staff in the State Administration and based on the results of annual staff appraisal, the Human Resource Department presents an Annual Training Plan for the whole staff of the Ministry, including the MA/IA. 
The Annual Training Plan includes identification of priorities, from point of view of subject of training and participation of the staff.
The Key Staff Knowledge and Experience are presented in standard formats. 
C.6.5 Participation in Training

The MA Director and the Heads of the respective departments in cooperation with the Human Resources Department decides about participation of the staff in specific training events in accordance with the following principles and criteria:

Type of Training 

According to the contents, training can be classified as follows: 

· Mandatory training for new staff, organised by the Institution for Public Administration and European Integration /IPAEI/;

· Training related to competencies as per the job description for the respective position;

· Training related to promotion;

Decision-making for Providing Training to Staff 

1.
When a decision is to be made for selecting a member of staff for training when funds are limited and the number of candidates per training exceeds one, the following review has to be completed beforehand: 
· the individual training plans;

· the overall performance appraisal;

· the participation of the member of staff in similar trainings during the current year;

· the professional experience of the member of staff in his/her current position;

· the future potential of the member of staff based on the performance appraisal form;

· employee’s skills to train other people;

· employee’s practice in providing feedback to the manager on the contents of the trainings delivered and materials provided.

2. 
The scheme of involvement of the Human Resources Department and the MA/IA line managers in the preparation of information and decision-making, in accordance with the Selection of Staff for Training procedure is as follows:

	Action required
	Involvement of HR Department
	Involvement of

Head of Unit

	
	
	

	1.
Preparation of reference for trainings claimed as per the personal training plans
	YES
	NO

	2. Preparation of reference on the overall performance appraisal
	YES
	NO

	3. 
Preparation of reference on staff participation in similar training during the current year 
	YES
	NO

	4. Reference on the professional experience of the member of staff in the current position 
	YES
	NO

	5. 
Review of the future potential of the member of staff based on the performance appraisal form
	YES
	NO

	6. 
Review of this member’s skills to train other people
	NO
	YES

	7. 
Review of this member’s practice in providing feedback to the manager on the contents of the trainings delivered and materials provided
	NO
	YES


C.6.6 Training Records and Evaluation (Quality Assurance system)

Training Records & Evaluation Quality Assurance System is established and maintained by the Human Resources Department for trainings financed by the Ministry and includes:

· List of all trainings undertaken within the Ministry 

· Training records provided by attendees.

The MA/IA should maintain a training database containing the following information :

· Employee name and contact details

· Date of birth

· Years in the ministry

· Details of courses attended – course title and dates

· Listing the learning objective

· Indicating the average rating given to the course concerning the extent to which each learning objective had been met by the course

· The relevance of the course topics for the individual attendee

· The balance between the theory and practice provided during the course

· Follow up activity planned to brief colleagues with course objectives and lessons learnt

· Comments and recommendations.

The MA/IA keeps copy of Training Record and Efficiency Assessment forms for the purpose of evidence and conducting staff appraisal and training needs analysis processes. 

C.7.
CODE OF CONDUCT OF STATE ADMINISTRATION OFFICIALS
The Code of Conduct was endorsed by the Council of Ministers by a Decree No 126 of June 11, 2004.

The Code of Conduct governs the rules for the conduct of state administration officials and is aimed at strengthening citizen confidence in their professionalism and morality, and at the improvement of the public image of civil service.

The newly recruited officials in the State Administration must be introduced to the dispositions of the Code upon their initial entry into office (see 0). They confirm reading and agreement with the Code by signature.
The Code of Conduct of the Ministry of transport employee was approved by the Minister of transport on 19 August 2008. The Code of Conduct governs the rules for the conduct of Ministry of transport administration officials and is aimed at strengthening employee confidence in their professionalism and morality, and at the improvement of the public image.




























































































































































