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1. General HRM provisions

Personal information of the employees shall be treated as confidential information and thus restricted to Human Resources use only except when needed to assist in security clearance and other related areas.
Members of the employee’s family: father, mother, wife, husband, spousal equivalents, daughter, son, siblings, dependants (person who receives more than half of his/her financial support from the employee) brother, sister, uncle, aunt, first cousin shall not be hired to work under the supervision of a family member are considered as related parties (further jointly referred to as Related parties)
At the beginning of each year the PIU has to prepare Annual Work Plan (Annex L1), which has to be reviewed on the regular basis but not less than once a year, approved and signed by the Head of PIU.
2. Job descriptions

The Job Descriptions are composed in a way that the tasks and responsibilities of the employees cover all the functions of the PIU. 

Job Descriptions shall contain the following information: 

· Job title,  Organizational unit
· Level of position

· General Description of overall objectives

· Professional requirements including: qualification, education, skills, experience, etc

· Detailed Tasks and functions according to the functions of the organizational unit
· Additional responsibilities – if necessary
· Limits and accountability.

For job description template see Annex L2.
Job description is signed by each employee assigned to the position and approved by the Head of PIU. Such signed original job description is filed in the employee personnel file maintained in PIU office. Any changes to the job description must be formally acknowledged in written and filed in the employee personnel file.

3. Substitution Policy and Handover Procedure

3.1. Assignment of tasks

The Head of PIU shall be responsible for organisation and control of the work of PIU employees and ensuring the timely execution of tasks.

He/she or authorised person within the PIU shall assign tasks to employees taking into account their respective responsibilities, authorities, functions, availability and the workload.  

3.2. Substitution Policy

A Substitution Policy is drawn up to assure an uninterrupted performance of the PIU functions, in total respect with the rules for segregation of duties.

A comprehensive substitution grid, in form of a Substitution Plan table is attached as Annex L3 and determines the order of substitutes of the employee in case of absence from work. This document must be reviewed at least once a year and updated in case of any changes of employees within the PIU. It must be electronically available to all the PIU employees at all times.
The substitution plan has to be revised and approved by the Head of PIU for the members of the PIU .

The general rules of substitution include the requirement that the person who is being replaced and the replacement person should not, if possible, plan their absence form work at the same time, i.e. at least one of them has to be present at work at all times. 

3.3. Handover procedure

In the case of handover of responsibilities when an employee is being replaced, a comprehensive Handover check-list (see Annex L4) has to be created by the leaving employee in three copies and handed over to the Head of PIU and the person replacing him/her for approval. 

Any employee who is being replaced permanently should ensure that the activities for which they are responsible can be carried out by new employee. This should be ensured through the following actions.

The outgoing employee shall:

1. Prepare the check-list for the incoming employee before the handover. It should include: 

· Details of any outstanding actions that are the responsibility of the related function, including a list of references, contacts, correspondence and required and/or anticipated time-frame associated with each outstanding action;

· A list of on-going / pending duties: items such as, but not limited to, attendance to meetings, preparation of reports, etc…; A list of working documents and current papers with the references and titles of the files where specific working document belong to. 

2. Arrange contact with the incoming employee before handover to discuss in general terms the activities, to highlight important issues and to answer any questions that the incoming employee may have relating to the function or to the work and organisation in general.

3. Provide the incoming employee with contact details to enable ready and quick assistance as and when needed.

4. Provide assistance to the incoming employee as required / needed, throughout the period of the leave notice.

5. Notify all relevant persons and authorities of the impending handover, providing full contact details for the incoming employee and the date of the handover. A copy of these correspondences should be provided to the incoming employee.

6. Complete the Handover check-list (see Annex L4) and submit it to the supervisor not later than 2 working days before the handover date.

 

The incoming employee shall:

1. Avail him/her of all support being offered by the outgoing employee.

2. In coordination with supervisor, make sure that he/she has a proper understanding of the function he/she will carry out. 

3. Make sure that he/she has all relevant documentation.

4. In case where a new employee is recruited, he/she will follow general principles of the induction process (see part on the Induction Process and Annex L5 – Induction Training Checklist).

Induction Training Checklist given in this manual is an example which can be modified in order to fit to the needs of the particular institution. This procedure is applicable to all employees of the PIU.

It is recommended for all employees to use the public folder to record appointments, visits, important events and deadlines. This would enable a colleague to quickly see if there are important issues that cannot be left until the return of the absentee. 
4. Employee Planning and Retention Policy

4.1. Workload analysis

Workload analysis (WLA) is made taking into account the organisational structure and job descriptions in order to make sure that appropriate number of people are employed to carry out the necessary tasks in due and proper manner. 

Workload analysis of the PIU will be produced for each year is reviewed on the regular basis but not less than once a year. The WLA has to be reviewed on the ad hoc bases in case of major changes in organisation and structure of PIU.

The WLA is used to calculate needed number of people and/or to examine the employee performance requirements within an organisation and is based on the annual work plan (AWP). For the template of AWP see Annex L1. For the WLA template see Annex L6.
The objective of carrying out the workload analysis is to provide an assessment of methods, processes, tasks, techniques, and other issues related to scheduling, and employee planning.

The purpose of WLA is to provide an estimation of the human resources required by the PIU in order to accomplish its regular tasks and functions related to IPA I programme. However, where an increased number of events, e.g. files, transactions are expected, the secondary purpose of the analysis is to ensure that sufficient resources are available in periods of implementation.

Workload analysis is made taking into account the organisational structure and Job Descriptions. 

For calculating number of working days available per year for one employee the total number of weeks in a year has to be decreased by the estimated number of weeks dedicated to holidays and sick leave. 

Also for the employees that are not involved 100% of their work time in IPA I and TF activities the time dedicated for the IPA I and TF activities should be identified and calculations based on the time reflecting the actual utilisation. 

On the basis of practical experience and assumptions the time required for each of the procedure and activity, and also number of repetition of each procedure during one year was estimated. 

Deducting number of working days available per year and number of workload in terms of work days required, the calculation is made of the number of employees required to cover the workload of PIU.

For template of Workload Analysis see Annex L6.
4.2. Recruitment

The Human Resource Management of the institution, within which is PIU, shall administer the recruitment and selection procedures for contracting of all employees.

The recruitment for the employees to the PIU shall follow the procedures as prescribed in the relevant legislation and rules applicable to the civil and public servants in the Republic of Croatia as well as the internal rules regulating the procedure of employment in the particular beneficiary institutions, if applicable.  

Vacancies may be filled only in compliance with the relevant employee regulations and rules and according to the adopted recruitment plan.

The purpose of these recruitment rules is to ensure that competent candidates are selected to fill new and vacant positions and to give the internal candidates a possibility for promotion and career development.

4.3. Vacancy announcement and selection procedure
Vacancy announcement shall include: 

· relevant information from the Job Description for the vacant position
· application procedure

· date of vacancy announcement

· deadline for application

Candidates who wish to be considered for a vacant position shall apply by submitting required documents with Curriculum Vitae and supporting documentation before the deadline according to the relevant procedure stated in the vacancy announcement. 

Selection procedure will be carried out in accordance in the relevant legislation and the internal rules of the beneficiary institutions.

4.4. Assignment to posts

The selected candidates shall become employees of the PIU as of the date on which he/she starts working. 

In order to ensure that the organisational culture required by management is understood through the organisation all new employees shall receive the following documents before commencing work with PIU:

· copy of Job Description,
· relevant internal acts and procedures,
· Code of Ethics.
· a copy of PIU structure, with description of its mission, objectives and functions.

As a confirmation that the new Employees understand and are informed about the structure and organisational culture of the PIU he / she shall return the following documents to the PIU:

· signed and dated copy of the Declaration of Confidentiality and Impartiality (Annex L7), 

· signed and dated copy of Job Description.
4.5. Introduction/Probationary Period

New employees have a trial period of fixed duration in the new position. The trial period will not exceed number of months foreseen according to applicable Croatian legislation and/or internal rules of the beneficiary institution. 

4.6. Retention Policy

Retention Policy measures aimed at ensuring the retention of employees in PIU and of promoting their effectiveness and form integral part to the maintenance of a high quality, vibrant and effective coordination system.

Employee retention can be affected by an inter-connected range of factors including but not limited to the following:

· image and profile of the job,

· public confidence in and affirmation of work,

· quality and level of initial education,

· opportunities for continuing professional development and career opportunities,

· level of involvement in changes policy-making and decision making,

· conditions of work,

· level of HR Policies orientation to investing in people (leave policies, available support, etc…)

· level of job satisfaction,

· modes of appointment,

· salary scales and remuneration package.

While not necessarily designed as employee retention policy measures, many of the supports and provisions which have been introduced within the PIU do serve to encourage employees to remain in the profession. 

5. Human Resource Development and Training 

The training of the employees of PIU shall be organised in accordance with the requirements of the respective legislation for state and public servants where applicable and other relevant legislation, government decisions and internal rules of beneficiary institutions.
5.1. Induction training

Induction training shall be given to all new employees and aimed at familiarising the newly recruited employees of PIU with the functions performed by the PIU and with the legal acts of Republic of Croatia and EU, regulating the administration of EU financial assistance programmes, ensuring that the employees are ready to perform the functions prescribed to them. The induction training plan shall feature a large element of contact with other employees for the newly recruited employees. 

Head of PIU should nominate for each new employee a mentor, who is responsible from the first day of employment until the end of the probationary period (or Induction Period) for the progress of knowledge and skills of the new employee.

During the first 1-4 weeks of the induction period the mentor should have meetings at least 2-3 times every week in order to support the progress of obtaining necessary knowledge of the new employee. The meetings of progress during the second and third month of the induction period should normally take place once at least every two weeks. During those meetings the mentor and new employee should gradually move towards more complex issues of the work of the new employee. Where possible, the mentor should specify particular goals that the employee must achieve or simply specify tasks that he/she should carry out during each of the periods in question. During the meetings the mentor and the new employee should discuss first achievement of goals and completion of tasks of the previous period and thereafter set new goals and tasks for the next period.

The induction period shall finish with the assessment of the skills and knowledge of employee. The first assessment will be delivered by the mentor to the head of PIU. If deemed necessary, then it is possible that the knowledge acquired during the induction period is tested with an examination. Following the assessment the recommendation on further training of the employee should also be prepared.

Induction training course shall be organised by the Head of PIU or Mentor assigned. The timing of the training shall be determined by the Head of PIU. 

The newly recruited Employees shall not have right to make any independent decision related to the performance of her/his direct functions without having passed the Induction training course. The Head of PIU shall make a decision about the time when the new employee is ready to make the independent decisions prescribed in her/his job descriptions (normally – at the end of probation or induction period).

5.2. On-going training

All employees are encouraged to attend conferences, seminars and trainings which would enhance their professional skills. Participation shall be approved by their superiors and be demonstrably beneficial to their work.

Training needs analysis (Annex L8b) is based on Training Needs Questionnaire (Annex L8a) in order to identify each individual’s need for training, and the Training Register (Annex L9) shall be created. 

Training Needs Analysis shall be reviewed and updated on annual basis. Whenever a new employee joins PIU individual training needs identification shall be carried out. 

Each employee shall have Individual Training Register which shall include all training courses that the employee attended completed and their relevance to skills enhancement. This record has to be updated immediately after the training.

Training Registers for the past year shall be submitted for review to the Head of PIU annually. The Head of PIU shall review the submitted Training Registers and the results of Self Assessment and evaluate the adequacy between the knowledge desired to obtain by each Employee and her/his duties. The Head of PIU shall re-assess and review the training needs for the Employees that shall be reflected in the Training Needs analysis for the next year. On the basis of this information Training Plan (Annex L10) shall be prepared.

The training plan has to be approved by the Head of the PIU. The annual training plan of the employees of PIU shall be included into a general training plan of the institution within which is relevant PIU.  

All the training proposals corresponding to the training needs specified in the training plan shall be addressed to the Head of PIU. 

Any training expenses shall be envisaged and included in the budget of the institution within which is relevant PIU.  

6. Performance Evaluation and management

6.1. Performance Review

The Performance Management System contributes to organisational development and cohesion by linking the work of all employees to the larger goals of the PIU. The Performance Evaluation System aims to clarify the efficiency of the work completed, set the work expectations, define the competencies required for successful performance of any given job, and to promote two-way communication between employees and their supervisors and Management.

Employees shall be evaluated for their efficiency and competence against their Job Descriptions and individual work plans (based on PIU Work plan), both of which hold employees accountable for achieving specific goals within their Departments.

The evaluations of the employees of PIU shall be performed by the Head of PIU according to the relevant regulation and the internal rules of the beneficiary institution that prescribes the evaluation procedure and the templates form for evaluation of employees.
Generally, the criteria for evaluation should include:

· Competence in performing the tasks and functions, creativity and self-initiative

· Scope of work completed (quality, completion of all work assigned, accomplishment of additional assignments) and respect of deadlines. 

· Respect of working hours. 

6.2. Promotion

Only employees with exceptional performance rating can be considered for promotion or salary raise. Satisfying performance may lead to other forms of reward.

Criteria for promotions are defined by the applicable legislation and internal regulation for each beneficiary institution. 

7. Ethics and Code of conduct 

Ethic Code for Civil Servants issued by the Government of the Republic of Croatia as well as other legal acts and similar internal documents governing ethic code procedures represent code of conduct for all civil servants including those working with EU funds.

These documents regulate rules of conduct for Civil Servants based on Constitution, ratified and declared International Treaties, Laws and other Regulations of Republic of Croatia.

7.1. Overall Ethics Policy

Ethics are the standards of conduct that indicate how people are expected to conduct themselves. The purpose of ethical principles and standards is to avoid situations where an employee might be unfairly accused of having some potentially conflicting interest in anything he/ she may be involved in through their work. 

The following applies to all Employees of PIU during their activities in connection with the IPA I related activities regardless of rank position and status.

All employees of the PIU shall adhere to the following policy of Confidentiality and Impartiality. They shall execute the responsibilities fully in accordance with their status and in strict accordance with all other applicable regulations governing the activities of the PIU. 

They shall also hold in trust and confidence any information or documents whether deemed confidential, privileged, private, personal, or otherwise disclosed or prepared by them in the course of the participation in the activities of the PIU procedures.

They shall maintain professional secrecy for the duration of their work and after completion thereof, and will not communicate to any person or entity any information disclosed to them or discovered by them, or make public any confidential information, and will not make any prejudicial use of information.

7.2. Principles of Ethical Conduct

PIU Employee shall:

· Not hold financial interests that are in conflict with the conscientious performance of their official duties and responsibilities

· Not engage in any financial transaction in order to further any private interest using non-public information which they obtain in the course of their employment

· Make no unauthorised commitments or promises of any kind purporting to bind the PIU

· Not use their public offices for private gain

· Not place themselves under any financial or other obligation to outside individuals or private/public organisations which might influence them in the performance of their official duties

· Act impartially and not give preferential treatment to any private or public organisation or individual

· Protect and conserve public property and shall not use it for other than authorised activities

· Not engage in outside employment or activities, including seeking or negotiating for employment, that conflict with official duties and responsibilities

· Promptly disclose waste, fraud, abuse, and corruption

· Adhere to all laws, regulations, and policies that are applicable, and provisions of the Croatian civil servants law particularly related to: duties and responsibilities; prohibition of commercial activities; prohibition of receiving any benefit or gift; prohibition of confidential information disclosure;

· Endeavour to avoid any actions that would create the appearance that they are violating the law or the ethical standards.

7.3. Equal treatment of all employees

PIU is committed to a fair, equitable, and impartial treatment of all employees. 

All employees of PIU have responsibility to guard against treating any specific group or individual in a way that reflects bias or favouritism, or that produces undue advantages or disadvantages.

The PIU is committed to creating a respectful workplace free of harassment and intimidation for all employees. An open, trusting work environment is essential to performance effectiveness and to maintaining employee morale. Harassment is any type of speech or conduct that unreasonably interferes with work or creates an intimidating, hostile, or offensive work environment. Managerial employees must make clear in their communications and actions that harassment is unacceptable and will not be tolerated.

7.4. Abuse of Official Capacity or Information and Confidentiality

PIU employees shall respect the value and ownership of information they receive and do not disclose information without appropriate authority unless there is a legal obligation to do so. The PIU employees shall never use this information for personal benefit or in the interests of third parties. 

PIU employees shall not act with the intent to obtain a benefit or with intent to harm or defraud another, to intentionally or knowingly misuse any thing of value belonging to the government or the EC that comes into their custody or possession by virtue of their office or employment.

Particular attention must be paid to requests for statements to the Press and other media. All information given to the press and other media must be coordinated with Publicity Officer within institution within which is relevant PIU. If information is given, although it may be factually correct, it may well be open to misinterpretation in the form in which it is published or broadcast. 
PIU employee shall not:

· In reliance on information to which he or she has access in his or her official capacity and which has not been made public acquire or aid another to acquire a pecuniary interest in any property, transaction, or enterprise that may be affected by the activities.

· Speculate or aid another to speculate on the basis of the information.

· Disclose or use, with the intent to obtain a benefit or with intent to harm or defraud another, information for a nongovernmental purpose that he or she has access to by means of his or her employment and that has not been made public.

· Information concerning employee’s private affairs must not be supplied to any person unless the consent of that employee is first obtained.
7.5. Acceptance of Benefits

A "benefit" is anything reasonably regarded as pecuniary gain or pecuniary advantage, including benefit to any other person in whose welfare an employee has a direct and substantial interest.

No PIU employee may solicit, offer, confer or agree to confer, accept or agree to accept any benefit in exchange for his or her decision, opinion, recommendation, vote, or other exercise of official power or discretion. 

PIU members shall disclose to their respective hierarchy any benefit received in the course of official business.

PIU members may not solicit, accept, or agree to accept an honorarium in consideration for services they would not have been asked to provide but for their official position or duties.

PIU members are allowed to accept honorarium for their lectures on conferences, seminars or similar events with approval of their respective official. 

PIU members may accept the direct provision of or reimbursement for expenses for transportation and lodging incurred in connection with a speaking engagement at a conference or similar event. Meals provided as a part of the event or reimbursement for actual expenses for meals may also be accepted.

To qualify for travel reimbursements (including aircraft), the purpose of a trip must be "state business" or "official business" of the PIU.

PIU members should be aware that it is a serious criminal offence corruptly to receive or give any gift, loan, fee, reward or advantage for doing, or not doing, anything or showing favour, or disfavour, to any person in their official capacity. If an allegation is made it is for her/him to demonstrate that any such rewards have not been corruptly obtained.

All attendances at conferences or other seminars, trainings or similar gatherings should be approved by the officials and be demonstrably beneficial to the PIU or to employee’s training and development or profession.
7.6. Respect

Employees of PIU shall care for PIU common interests and unity of all employees, respect each other’s differences and work together in achieving the common objectives.

Management must ensure impersonal and fair attitude towards all employees. Therefore any type of protectionism, privileges and graces are not given to any employees. 

Any form of civil servants or employees’ discrimination in selection and remuneration is strictly forbidden. In both above mentioned the professional skills, knowledge, actual performance and motivation must be taken into account in decision-making. 

7.7. Integrity

The integrity of PIU employees establishes trust and thus provides the basis for reliance on their decision. 

Mutual relationship with civil servants and employees of other institutions and organisations, including signing and filling reports, statements or other documents, must be honest, ethical and fair; avoiding any activity that could be interpreted as protection or privileges and/or grace to individual institution or organisation of civil servants or employees. 

7.8. Objectivity

PIU employees shall exhibit the highest level of professional objectivity in gathering, evaluating, and communicating information about activity and process being examined. The decisions should be based on a balanced assessment of all the relevant circumstances and are not unduly influenced by their own interests or by others in forming judgements. 

7.9. Competency

PIU employees shall apply the knowledge, skills, and experience needed in the performance of their activities. They shall constantly be active in upgrading their competence and seeking for further training. Senior PIU employees shall be responsible for coaching junior employees in order to give them gradually more responsibility and delegated more demanding tasks. 

7.10. Declaration of Confidentiality and Impartiality

The PIU employees (including temporary or short-term professional employees) are informed on the PIU’s conflict of interest and independence policies. Should some conditions stated in the Declaration of Confidentiality and Impartiality (Annex L7) signed by an employee change, the employee shall notify the PIU about it and sign a new Declaration of Confidentiality and Impartiality
Thereafter, all PIU (including temporary or short-term professional employees) employees are required to sign an annual declaration stating that they have remained in compliance with these policies throughout the period. The originals of signed declarations collected and archived by the Head of PIU and available for purposes of any eventual verification or compliance testing performed.

8.  Sensitive post policy
8.1. Definition of sensitive posts

The identification of sensitive functions is part of a wider need to develop sound systems of internal control. In addition, it is important that the whole procedure to identify these sensitive functions is formalised and transparent. For these reasons, a general approach that covers a number of Internal Control Standards should be respected.

Sensitive posts can be defined:

· by the nature of the activity itself: this could be the case of all activities where a high degree of personal judgement for taking decisions with financial implications is involved, e.g. officials taking decisions in the area of procurement, contracting, payments, reporting, accounting, having specialized knowledge and skills that are not common in the PIU etc. 

· by the context where the activity is carried out: this could apply for functions dealing with policy-making where officials could be subject to pressures to disclose sensitive information that might endanger the interests of the Commission. The sensitive posts are those where personal conflict of interest is identified

Thus a sensitive function is one where, through the nature and/or context of the activity involved, there is judged to be an enhanced risk of financial impropriety or potential conflict of interest which could be detrimental to the Commission. 

Factors that can impede work place sensitivity can be as follows:

· The role of the decision maker;

· Possibility of making influence on the decision making;

· Relations with the third parties outside the institution (possible contractors, possible applicants etc.);

· Free approach to the confidential information and data;

· High level of expertise in particular field that cannot be controlled or monitored 

Taking abovementioned into account we can define area of sensitivity as follows:

· Financial management (accounting, payments, analysis of financial statements and reports etc.)
· Contract management (preparation of tender documentation, engagement in the evaluation procedure, contract implementation, contract monitoring etc.)
· IT management (system security, system development and hosting etc. );

8.2. Controls over sensitive functions

In order to minimise the risk involved in these posts, they are subject to increased supervision, which shall be provided through the system of internal controls at the PIU and regular audits.

The employees at these posts shall be subject to increased supervision, which shall be provided through the system of internal controls at the PIU, and is a part of administrative procedure, by the system of at least »four eyes« principle and required double signature or signature by the DSPO and/or SPO, and regular audits carried out by the Internal Audit Unit of the institution within which is relevant PIU.  

Additional audits are performed by the External Auditors, e.g. Audit Authority or an external auditing company contracted by the NAO.

Within the EDIS system additional ex-ante check are performed by the Implementing Body.
8.3. Rotation and/or alternative procedures
Generally, rotation of employees assigned to the sensitive posts should be applied where possible every five years. However, in cases where the rotation may cause discontinuance of the operation and where lack of adequate resources prevents effective rotation, alternative policies must be applied that include (not an exhaustive list):

· Extended conflict of interest and independence policy, (as explained bellow)

· Mandatory annual internal audit of all employees assigned to the sensitive posts (as explained in Audit and internal control weaknesses chapter)

· Annual Declaration on confidentiality and impartiality (as explained in before)

· Annual fraud risk analysis (as explained in Irregularities chapter)

On an annual basis, SPO and the Head of the PIU would perform analysis of sensitive post for the need for rotation and would evaluate possibility for its implementation. Their conclusion would be documented in written.

8.4. Conflict of interest and independence policy 

It is the responsibility of all PIU employees to identify potential conflicts of interest (whether legal, business or personal conflicts) and ensure they are adequately managed before a project commences and to be continually alert for potential conflicts of interest which may arise after a project commences.

If an identified potential conflict of interest cannot be resolved or managed, applicable preventive measures shall be applied, which include, e.g. withdrawal from participation when dealing with sensitive cases.

In the event that new information which could give rise to a potential conflict of interest (for example, a new party which has an interest in the subject matter of the service) comes to light after the project commences, the need for further conflicts of interest checks is also reconsidered.

The PIU employee is to report apparent independence violations involving themselves, their immediate family members, or their close family members immediately to the Head of the PIU, as well as in the annual Declaration of confidentiality and impartiality. 

Independence is achieved by demonstrating the independence of mind (the state of mind that permits the evaluation of beneficiary and the project without being affected by influences that compromise professional judgement, allowing an individual to act with integrity and exercise objectivity – no business conflicts identified) and independence in appearance (the avoidance of facts and circumstances that are so significant that a reasonable and informed third party, having knowledge of all relevant information, including any safeguards applied, would reasonably conclude a PIU employees’ integrity and objectivity had not been compromised – no personal conflicts identified).

In line with this, the PIU’s policy is that projects may not be granted to beneficiaries where related party relationship (either business or personal) exists between the Employee of the PIU and the potential beneficiary. Further, the projects may not be granted to beneficiaries where employee of the PIU is member of the Supervisory Board or the Management Board of the potential beneficiaries. Where related party relationship exists under which the employee of the PIU of lower level positions and lower level position of the potential beneficiary are related, the Head of PIU together with SPO may evaluate possibility for implementation of safeguards (appointment of the replacement officer to the position of the considered employee, possibility of limitation of access to information of the considered employee, additional supervision etc). Evaluation and conclusions of the Head of the PIU and SPO must be documented in written.
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