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Employee 
………………………………….

Position 
………………………………….

The induction period in the PIU under the Mentorship of <Name of Mentor>

	Contents
	Standard
	Responsible
	Time/ Period
	Done?
	Remarks at the end of session

	A
	GENERAL ORGANISATION INDUCTION TRAINING

	1
	Short history and background overview of the PIU
	
	
	1st week
	 FORMCHECKBOX 

	 

	2
	The Code of Ethics 
	
	
	1st week
	 FORMCHECKBOX 

	 

	3
	Overview of organisational structure of the institution and PIU
	
	
	1st week
	 FORMCHECKBOX 

	 

	4
	Who is who (names, roles, responsibilities)
	
	
	1st week
	 FORMCHECKBOX 

	

	5
	Facilities and the working place
	
	
	1st week
	 FORMCHECKBOX 

	

	6
	Pay, holidays, sickness
	
	
	1st week
	 FORMCHECKBOX 

	

	7
	Time and attendance system
	
	
	1st week
	 FORMCHECKBOX 

	

	8
	Continuing training and evaluation
	
	
	1st week
	 FORMCHECKBOX 

	

	9
	Overview of EU programmes
	
	
	1st week
	 FORMCHECKBOX 

	

	B
	JOB INDUCTION TRAINING

	1
	The tasks and functions of PIU
	
	
	1st week
	 FORMCHECKBOX 

	 

	2
	PIU role in managing the EU programmes
	
	
	1st week
	 FORMCHECKBOX 

	 

	3
	Structure of the PIU including the segregation of duties and interfaces
	
	
	1st week
	 FORMCHECKBOX 

	 

	4
	Team and management
	
	
	1st week
	 FORMCHECKBOX 

	 

	5
	Related units of the PIU
	
	
	1st week
	 FORMCHECKBOX 

	 

	6
	How the PIU actually works and relates to others
	
	
	1st week
	 FORMCHECKBOX 

	 

	7
	Manuals that the employees have to follow while performing their functions
	
	
	1st week
	 FORMCHECKBOX 

	 

	8
	Job description
	
	
	1st week
	 FORMCHECKBOX 

	 

	9
	Work procedures
	
	
	1st week
	 FORMCHECKBOX 

	 

	10
	Work flow
	
	
	1st week
	 FORMCHECKBOX 

	 

	11
	Preparations of working documents, forms
	
	
	2nd week
	 FORMCHECKBOX 

	 

	12
	Filing of documents
	
	
	2nd  week
	 FORMCHECKBOX 

	 

	13
	The IT system of PIU 
	
	
	1st week
	 FORMCHECKBOX 

	 

	14
	Use and care of issued equipment for the working place
	
	
	1st week
	 FORMCHECKBOX 

	 

	15
	Policies, protocols and unwritten rules
	
	
	1st week
	 FORMCHECKBOX 

	 

	16
	Reporting, communication and management systems
	
	
	1st week
	 FORMCHECKBOX 

	 

	17
	Terminology, glossary, definitions of local terms
	
	
	1st week
	 FORMCHECKBOX 

	 

	18
	Information on the legal acts of the Republic of Croatia and EU regulating the EU assistance
	
	
	2nd week
	 FORMCHECKBOX 

	 


The induction period ended on <dd/mm/yyyy>.

	Goals set at the beginning of the Induction Period:

1.

2.

3.

Remarks/recommendations by the mentor:

Date:                                                                                       Signature:

	Final conclusions by the direct superior:

Date:                                                                                       Signature:



