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Log of issues

Issue Issue date Change description

001 01/08/2012 First issue.

- This Policy replaces and repeals the ED Decision 2009/078/E “Code
of Good Administrative practice for the staff of the European
Aviation Safety Agency in their relations with the public”.

- It was designed by a task force composed of representatives from
Human Resources Department, Legal Department (including data
protection officer), Policy Officers and led by the Internal Audit &
Quality Department. It is built by extension of the ED Decision
2009/078/E and takes into account the draft specific report
“Management of conflict of interest in selected EU Agencies (ECHA,
EFSA, EMA, EASA)” released by the Court of Auditors mid-June

2012
002 01/09/2014 Migration of Quality documents in compliance with Convergence
project.
003 06/10/2017 This update takes into consideration the experience, such as changes to

the complaints process as well as the changes stemming from the
reform of the Staff Regulations as published by the European
Commission on 10 December 2013 in “Guidelines on the prevention and
management of conflict of interest in EU decentralised agencies”.

- Revision of Articles 12, 17 & 27 to reflect changes to the complaints
process.

- Removal to references to external experts working on behalf of
EASA as they are now covered by “Code of Conduct for external
experts supporting EASA” — PO.SFPRG.00002.

004 13/07/2020 This Policy has been revised to include an Anti-fraud statement at the
end of the document.

This Policy does not meet the expected quality standards and a full
review of the document is required in due time.

005 28/08/2023 This Policy has been revised to update the reference to the applicable
procedures, in accordance with MB Decision 16-2018 on outside
activities and assignments and occupational activities after leaving the
service.

Additionally, the assessment of the Executive Director’s declaration of
interest has been updated to better reflect the role of the Appointing
Authority.

Amendment to Comply with Anti-Fraud Policy.

.t © European Union Aviation Safety Agency. All rights reserved. 1ISO9001 Certified
* *
* *

* 5k

Proprietary document. Copies are not controlled. Confirm revision status through the EASA- Page4 of 30
Internet/Intranet.

An agency of the European Union




European Union Aviation Safety Agency Policy

Doc # PO.HR.00180-005
Approval Date 28/08/2023

< I8 Code of Conduct for the staff of EASA

Table of contents

1. 2ol d={ oYU T3 Vo HO TP UPRTRPRNt 7

2. (@foTe [} ol aTo U Lot {o gl oY N AN = i USSP 7
F Y Tl LI R Y =T = | W o] o VAT [ o RPN 7
Article 2 — Personal SCOPE Of QPPIICAtION c.oc.uvrieeiiiie e e st e e e st e e e e aba e e e e baeeesssaeeeeenraeeeanns 7
Article 3 — Material SCOPe Of APPIICATION . ..icuviieeiiee e e e s e e e s ae e e s s bae e e s e areeeenan 7
A ol 1 A I N L] g TS 8
Article 5 — ADSENCE Of ADUSE OF POWET ...coniiiiii et ettt st e st e st e e s be e e be e sabeeebbeesabaeeaeeas 8
Article 6 — Absence Of diSCrIMINATION ... ..ciiuiiiiiiecee e e e e e te e s e e e sre e e sateessaeessaeesnseeessseesnseeenneeesnrens 8
F N T LR A oY o o T [0 o =1 L1 Y20 SRR 8
Article 8 — Impartiality and INAEPENUENCE .....uiii ittt e e st e e e st e e e e ssabeeeessbaeeesssaeeessnsraeeannns 8
F N g To L I O o T Yot 1Y/ 4V AU PR 8
Article 10 — Legitimate expectations and CONSISTENCY ..cccuiiiiiiiiiiiie ettt st e 8
Y ol 1 o= Y o 1TSS 9
Article 12 — Courtesy and COITECLION OF ITOIS ..ccciuiiiiieiiiie ettt e ettt e st e e eree e e e staee e e staeeesestseeeeestaaeeasaseeessasseeesanseseenaas 9
Article 13 — Telephone communication
Article 14 — Obligatory measures when absent from OffiCe.......iiiiiiii it eb e e e rrae e 9
Article 15 — Reply to the letters in the language of the CItIZEN ...coouviii i e 9
Article 16 — Acknowledgment of receipt and indication of the responsible staff member.......c..cccoovviiieciieeeciee e, 9
Article 17 — Obligation to transfer files to the competent Directorate or Department of the Agency .....cccccevvvveeeennnns 10
Article 18 — Right to be heard and to Make StatEMENTS ....ccccuiiiii i e e s sbae e s 10
Article 19 — Reasonable time-limit for taking d@CISIONS .....ccccuiviii ittt e e e e e e eare e e e etbaeeeesabaeee s 10
Article 20 — Duty to state the grounds Of dECISIONS ....cc.uiiiiiiciiiie e e s e e s s rre e e s s sabaeee s 10
Article 21 — Indication of the possibility Of APPEAI.......cviiiieiee e e e r e e e e tre e e e e araee s 10
Article 22 — NOtification Of dECISIONS ... ..ciii et e e et e e e et te e e e sabe e e e sabeeeeentaeeeans 10
FAN A [o [ R e DT | - Y'e | o Lot [ o PP RTPPPOE 11
Article 24 — RequESES fOr INTOIMATION ....oiiiiiiiiei ettt e et e e e e rtbe e e s s tae e e s eabbeeeeeasbaeeeesaeesesaseseeennraneenns 11
Article 25 — Requests for public aCCeSS t0 QOCUMENTS .....uiiiiiiiiiiiiiiie ittt e e e e s sbre e e s s sare e e s sbaaeeesssbaeee s 11
Article 26 — Keeping Of ad@QUATE FECONS ......ueeiiiiiiee ettt eeciee e e ectte e e ertee e e e eteeeeeebbeeeesssbeeeeeareeseeastaeeesasseesesnssessesnnssaeenns 11
ATLICIE 27 - COMPIAINTS .netieiiieeitee ettt ettt e ettt e sab e e s bt e e sateesateesbteesabeesabeeesbeesabeeabbeesabaes sessnbeesaseeenseeans 12
Article 28 — PUDIICITY fOr the COOE ..uiiiiiiiiiiiiieie et e s te e e st a e e e s sabe e e e sabaeeesaabeeeesasaeaesssses nuee 12

3. Compliance With the ANti-Fraud STrategY ......ccviiieiieie et e e e re e e et re e e e et e e e e e arae e e snbeeeeeensaeeeennsreeenan 12

FAN o] o [ Gt O PSP P PO PP PP PUPPPRRIIR 13

Policy on impartiality and independence: prevention and mitigation of Conflict of Interest.........ccccceevevieericiieeeccciieeeens 13

1 PUIPOSE QNG SCOPE 1.ttt ettt ettt ettt ettt e sttt s ette e sate e s bte e s ateesbe e e abeesabeessbeesabeesabeessateesaste e nbeesabeeen sesssaesnbaessaseesnne

2 (@foT o= o) do] @] a1 [Tt e} A o} { T o L) AP TRP

3 T Yol o] [ TaTo I o [T T U Y-SR

4 Registering relevant interests of staff members

5 Principle of collegiality and transparency in deciSion-Making .........coocovuiriiiiiiiecciieee e 16

6 Principle of declaration Of INTEIESES ......coiii ittt et e be e sbe e e sate e s beesbeeenaseens 17
(o R O =Y o VAo TN =T <y £ PP PSPPRP 17
6.2 Types Of declaration Of INTEIESTS.....iiii ittt sb e st te e s te e s bt e e s abe e s be e snbaeesabaesneas 18
6.2.1 General principles of declaration Of INTEIESES .......cccuuiiiiiiiieciiiee ettt e e e s sre e e s ssae e e e sbteeessaraeee s 18
6.2.2 Declaration Of INTEIESES (DOI).........ccuuueieeciieee e ecciee e ettt e e ecee e s s stae e e s e at e e e settae e e s staeessrssaeeeensssaeesantseeeesnsseeas 18
6.2.3  Specific Declaration Of INTEreStS (SDOI) .........ccuuueeiieeeieeeieesieese e e se et se e seeseesetesaeesatestestessessessesnseensesnsean 18
6.2.4 Oral Declaration Of INTEIreStS (ODOI) ...........occcuueeieeiiueeeecieeeeeectee e eeciteeeeesiee e e e sibteeeeebbeeesstbaeeesasaeseesasaesesassaeenns 19

.t © European Union Aviation Safety Agency. All rights reserved. 1ISO9001 Certified
*:“*:' Proprietary document. Copies are not controlled. Confirm revision status through the EASA- Page5 of 30
Internet/Intranet.

An agency of the European Union



European Union Aviation Safety Agency Policy

< I8 Code of Conduct for the staff of EASA Doc # PO.HR.00180-005

Approval Date 28/08/2023
6.3  Assessment of declaration and dECISION ........cccuiiiii it e e e e e e st e e e e ae e e e nrraeeeas 19
6.3.1 L T Tole | 000 1 ] (=T S 19
6.3.2 Declaration of interests Of the EXECULIVE DIF@CLON ...........cccuueeeeeieeeeeeiieeeeeiieeeeeeiteee e sstaeesestseeeesaraeessnnseeseennsees 19
6.3.3 Declaration of interests Of AGENCY STASS .....ueeiucuuee et eree e e etre e e stae e e e stbee e e eabeeeeebbaaeesassaeeesensaeas 19
6.3.4  Specific Declaration Of INEEIEStS (SDOI) ........ccuuueieccueeeieiee e eecee e e ccte e e sere e e e sirre e e e s arae e esaraeeessaeesessnsaeeesesraeenan 20
6.3.5 Oral Declaration Of INtereSts (ODOI) ..........ccuueueieereeneeieesieste ettt esteesteesteesteestaesseesseesseessesntesnsesnsesnsesnsean 20
(o T - Tl e Y=d o) AR YAV =T o STR 20
6.5 Publication, recording and protection of personal data.........cccccvveeiiiiii e 21
7 Outside activities and POST-EMPIOYMENT ......ccviiiieiiiie ettt e e e et e e e s ebae e e eetbbeeeesaraeeesasbeeeeenasaeeesnaseneenns 21
8 o0 o ol =T 0 o= o U 22
9 TrainiNg aNd INFOIrMIAtION ... uii ettt et e s bt e st e e sab e e sabeessbbeesabeesbeeesabeesabee sbeesabeesnne 23
Annex 2: Policy 0N Gifts @nNd HOSPITAlITY ....eeeiiiueiiiieiiiieecciie ettt et e et e e s et e e e e etbaeessbaeeeessaaeeeeessraaeeesssaeeesasessennnses 24
1 2 ol 4= oYU o Vo FS USSR 25
2 1= T V14T o1 25
20 R 1 | 3SR 25
2.2 HOSPItality and INVItatioNS....cuueii i e st e e e st e e e e bt e e e e et rae e s abaee e enabeaee e aeeean 25
3 AT Vel o] [T SRR UURUOURUN 26
I A C1=Y o1t - | I oo o 1 o 1Y o= o SRR 26
I Y- [NV o ol ) <1 - SR 26
4 Y o TTol 1 Toll o Yo AV T [ o T3 USSR 27
R € i RS SR 27
0y I T o1 =1 [ A V=Y Uo I T 01V =1 o] L R UPRRRROS 28
4.3 HONOUIS OF GCOIATIONS. ......ieieeiiiitrieeeeeeeeeeectteeeeeeeeeee e et trrreeeeeeeeeeeessssaaeeeeeeeeeaaasssssssssaaeeseeesassssssessnsrrreeseeeeeenanes 30
5 Gifts register handling and protection of PersonNal data.........cccueveeeciiieiiiiiie e e et 30
6 g o ol =T 0 o= o PR 30
.t © European Union Aviation Safety Agency. All rights reserved. 1ISO9001 Certified
*:“*:' Proprietary document. Copies are not controlled. Confirm revision status through the EASA- Page6 of 30

Internet/Intranet.

An agency of the European Union



European Union Aviation Safety Agency Policy

ot Doc # PO.HR.00180-005
B Code of Conduct for the staff of EASA Approval Date 28/08/2023

o Background

The Charter of Fundamental Rights of the European Union (EU) has guaranteed the right to good administration, by stating
that every person has the right to have his or her own affairs handled impartially, fairly and within a reasonable time by
the institutions, bodies, offices and agencies of the EU.

According to Article 104(3)(e) of the Basic Regulation, the Executive Director is entitled to take all necessary steps to
ensure the good functioning of the Agency.

The Agency considers it is an important part of its good functioning to clearly establish the standard of conduct to be
followed by its Staff in the performance of their duties and responsibilities at the Agency, and in their relations with the
public.

The “public” and “individuals” refer to both natural and legal persons, in particular external stakeholders, whether or not
they reside or have their registered office in a Member State of the European Union.

This principle is also reflected in the EASA Management Standards.

For this purpose, the Agency has established its own Code of Conduct, built to a high degree on the Code of Good
Administrative Behavior adopted by the European Parliament and the Ombudsman?, and taking into consideration the
specificities of the Agency.

° Code of conduct for EASA staff

Article 1 — General provision

In their relations with the public, Staff Members of the Agency shall respect the principles which are laid down in this
Code of Conduct for EASA staff, hereafter referred to as “the Code”.

Article 2 — Personal scope of application

1. This Code shall apply to all staff members of the Agency, covered by the Staff Regulations and the Conditions of
Employment of Other Servants who are performing their duties and responsibilities in their relations with the public.

2. The Agency shall take the necessary steps to ensure that the standards of this Code (and its Annexes) apply to other
persons working on a long or medium term basis at the Agency, such as persons employed under private law contracts
(consultants), experts seconded by public and private entities (Seconded national experts (SNEs) and persons
seconded as part of an exchange programme), interims and trainees.

Everybody who is covered by the scope of this Code is hereafter referred to as “staff” or “staff member”.

Article 3 — Material scope of application

1. This Code contains the general principles of good administrative practice which apply to all relations of the Agency’s
staff with the public, unless they are governed by specific provisions.

2. This Code is supplementary to the obligations put on staff members by the Staff Regulations (SR) and the Conditions
of Employment of Other Servants of the European Union (CEOS)3, and the EASA Financial Regulations.

3. References to physical documents shall include any content whatever its medium, written on paper or stored in
electronic form or as a sound, visual or audiovisual recording.

1 LI.IMS.00003 — EASA Management Standards
2 http://www.ombudsman.europa.eu/resources/code.faces
3 Regulation (EEC, Euratom, ECSC) No 259/68, OJ L 56, 4.3.1968, p. 1
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Article 4 - Lawfulness

The staff member shall act according to law and apply the rules laid down in applicable law and procedures. The staff
member shall in particular ensure that decisions which affect the rights or interests of individuals have a basis in law and
that their content complies with the law.

Article 5 — Absence of abuse of power

The staff member shall exercise his or her powers solely for the purposes for which they have been conferred by the
relevant provisions. The staff member shall in particular avoid using those powers for purposes which have no basis in the
law or which are not motivated by any public interest.

Article 6 — Absence of discrimination

1. In dealing with requests from the public and in taking decisions, the staff member shall ensure that the principle of
equal treatment is respected. Members of the public who are in the same situation shall be treated in a similar
manner.

2. If any difference in treatment is made, the staff member shall ensure that it is justified by the objective relevant
features of the particular case.

3. The staff member shall in particular avoid any unjustified discrimination between members of the public based on
nationality, sex, race, colour, ethnic or social origin, genetic features, language, religion or belief, political or any other
opinion, membership of a national minority, property, birth, disability, age, or sexual orientation.

Article 7 - Proportionality

1. When taking decisions, the staff member shall ensure that the measures taken are proportional to the aim pursued.
The staff member shall in particular avoid restricting the rights of individuals or imposing charges on them, when
those restrictions or charges are not in a reasonable relation with the purpose of the action pursued.

2. When taking decisions, the staff member shall respect the fair balance between the interests of individuals and the
general public interest.
Article 8 — Impartiality and independence

1. The staff member shall be impartial and independent. The staff member shall abstain from any arbitrary action
adversely affecting members of the public, as well as from any preferential treatment on any grounds whatsoever.

2. The staff member shall not be guided by personal or national interest, or any outside influences of whatever kind,
including political pressure or influences.

3. The staff member shall abstain from handling matters which involve his or her own interest, or those of his or her
family, relatives, friends and acquaintances.

Article 9 - Objectivity

When taking decisions, the staff member shall take into consideration all relevant factors and give each of them its proper

weight in the decision, whilst excluding any irrelevant element from consideration.

Article 10 — Legitimate expectations and consistency

1. The staff member shall respect the legitimate and reasonable expectations that members of the public have in the
light of how the Agency has acted in the past.
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The staff member shall be consistent in his or her own administrative practice as well as with the administrative action
of the Agency. The staff member shall follow the Agency’s normal administrative practices, unless there are legitimate
grounds for departing from those practices in an individual case; these grounds shall be recorded in writing.

Article 11 - Fairness

The staff member shall act impartially, fairly and reasonably.

Article 12 — Courtesy and correction of errors

1.

The staff member shall be service-minded, correct, courteous and accessible in relations with the public. When
answering correspondence, telephone calls and e-mails the staff member shall try to be as helpful as possible and
shall reply as completely and accurately as possible to questions which are asked.

The staff member shall, where appropriate, advise the public on how a matter which comes within his or her remit is
to be pursued and how to proceed in dealing with the matter.

If the staff member is not responsible for the matter concerned, he or she shall direct the concerned individual to the
appropriate staff member or service. Further to requests for information concerning another EU institution or body,
the staff member shall direct the requester to that institution or body.

The staff member shall alert the individual about any errors or omissions in documents provided by the individual to
the Agency and offer an opportunity to rectify them.

If an error occurs which negatively affects the rights or interests of an individual, the staff member shall apologise for
it and shall endeavor to correct the error as well as the negative effects resulting from it, to the extent that the
circumstances and legal framework permit. Article 13 — Telephone communication

When answering the telephone, staff members shall identify themselves and their department. Telephone calls shall be
returned as promptly as possible.

Article 14 — Obligatory measures when absent from office

When a staff member is absent from office, he or she shall take appropriate measures to ensure that all incoming
communications are properly monitored and that the continuity of operations is ensured.

Article 15 — Reply to the letters in the language of the citizen

The staff member shall ensure that every citizen of the Union who writes to the Agency in one of the Treaty languages
receives an answer in the same language, unless a different arrangement has been agreed with the citizen concerned.
The same shall apply as far as possible to legal persons.

Article 16 — Acknowledgment of receipt and indication of the responsible staff member

1.

Every letter or external complaint to the Agency shall receive an acknowledgement of receipt within a period of two
weeks, except if a substantive reply can be sent within that period. This also applies to external e-mail, where the
e-mail is, by its nature, the equivalent of a letter.

No acknowledgement of receipt and no reply need to be sent in cases where subsequent letters or complaints are
abusive because of their excessive number or because of their repetitive or pointless character.
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Article 17 — Obligation to transfer files to the competent Directorate or Department of the Agency

Any letter or complaint addressed or transmitted to the Agency shall be transferred without delay to the competent
Department of the Agency.

Article 18 — Right to be heard and to make statements

1.

In cases where the rights or interests of individuals are involved, the staff member shall ensure that, at every stage in
the decision making procedure, the concerned individual is heard.

Every individual shall have the right, in cases where a decision affecting his or her rights or interests has to be taken,
to be informed about the envisaged action and invited to submit comments before the decision is taken, unless the
legal framework prescribes a different procedure.

When urgent safety concerns mandate immediate action the right to be heard shall be guaranteed in a way that does
not impede the safety objective.

Article 19 — Reasonable time-limit for taking decisions

1.

The staff member shall ensure that a decision on every request or complaint to the Agency is taken within a reasonable
time-limit, without delay, and in the normal case no later than two months from the date of receipt. The same rule
shall apply for answering letters from members of the public.

If a request or a complaint to the Agency cannot be decided upon within the above mentioned time-limit, because of
the complexity of the matters which it raises or because established and published procedures clearly specify a longer
lead-time, the staff member shall ensure that the author thereof is duly informed. In that case, a definitive decision
should be notified to the author in the shortest time.

Article 20 — Duty to state the grounds of decisions

1.

Every decision of the Agency which may adversely affect the rights or interests of individuals shall state the grounds
on which it is based by indicating clearly the relevant facts and the legal basis of the decision.

The staff member shall avoid making decisions which are based on brief or vague grounds or which do not contain
individual reasoning.

If it is not possible, because of the large number of individuals concerned by similar decisions, to communicate in
detail the grounds of the decision and where standard replies are therefore made, the staff member shall guarantee
that he or she subsequently provides the individual who expressly requests it with an individual reasoning.

Article 21 - Indication of the possibility of appeal

A decision which may adversely affect the rights or interests of an individual shall contain an indication of the possibilities
available for challenging the decision. The responsible staff member shall in particular indicate the nature of the remedies,
the bodies before which they can be exercised, as well as the time-limits for exercising them.

Article 22 — Notification of decisions

1.

The staff member shall ensure that decisions which affect the rights or interests of individuals are notified in writing,
as soon as the decision has been taken, to the individuals concerned.

When urgent safety concerns mandate immediate action by the Agency, any other immediate and effective means of
notification may be used in combination with notification in writing.

The staff member shall abstain from communicating the decision in any way to other sources until the individual or
individuals concerned have been informed.
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Article 23 — Data protection

1.

The staff member who deals with personal data concerning an individual shall respect the privacy and the integrity of
the individual in accordance with the provisions of Regulation (EU) 2018/1725 of the European Parliament and of the
Council of 23 October 2018 on the protection of natural persons with regard to the processing of personal data by the
Union institutions, bodies, offices and agencies and on the free movement of such data, and repealing Regulation (EC)
No 45/2001 and Decision No 1247/2002/EC.*

The staff member shall in particular avoid processing personal data for non-legitimate purposes or the transmission
of such data to non-authorised persons.

Article 24 — Requests for information

1.

The staff member shall, when he or she has responsibility for the matter concerned, provide individuals with the
information that they request in accordance with Agency procedures. When appropriate, the staff member shall give
advice on how to initiate an administrative procedure within his or her field of competence. The staff member shall
ensure that the information communicated is clear and understandable.

If an oral request for information is too complicated or too comprehensive to be dealt with, the staff member shall
advise the individual concerned to formulate the request in writing.

If, because of its confidentiality, a Staff Member may not disclose the information requested, he or she shall, in
accordance with Article 20 of this Code, indicate to the individual concerned the reasons why the information cannot
be communicated.

Where appropriate, the staff member shall, depending on the subject of the request, direct the person seeking
information to the service of the Agency or another Institution responsible for providing information to the public.

Article 25 — Requests for public access to documents

1.

The staff member shall handle all external requests for public access to documents in accordance with the Agency’s
public access to EASA documents rules and procedures. All incoming applications for access to documents should be
forwarded to the Access to Documents Coordinator in the Legal Department who will review and process the request,
including related forms, and respond to the applicant in accordance with the general principles and limits laid down
in Regulation (EC) No 1049/2001 of the European Parliament and of the Council of 30 May 2001 regarding public
access to European Parliament, Council and Commission documents® as implemented by the EASA Management
Board Decision 17-2019 of 13 December 2019 concerning the arrangements to be applied by the Agency for public
access to documents® and in accordance with the Policy on Information Security Classification’.

If a staff member receives an oral request for access to a document which is not already publicly available (e.g. on the
EASA website) they should encourage the applicant to formulate the request in writing and consult the Documents
Access Coordinator.

Article 26 — Keeping of adequate records

The staff member shall ensure that incoming and outgoing mail, documents received and measures taken, are properly
recorded in accordance with the Agency Policy on Documents and records management?,

40J1L295,21.11.2018, p. 39.

®0J L 145,31.05.2001, p. 43.

© Decision EASA MB 17-2019 — Arrangements to be applied by the Agency for public access to documents

7P0.IMS.00019 — EASA Information Security Classification
8 PO.IMS.00018 — Documents and records management
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Article 27 - Complaints

1. Any alleged breach of the rules and principles set out in this Code by the Agency may be subject of a complaint by
members of the public to the Agency.

2. Members of the public should send their complaints for an alleged breach of this Code by email to
info@easa.europa.eu. Any other department or staff member receiving a complaint shall handle it in accordance with
this Code.

3. If the complainant is not satisfied with the Agency’s reply, the complainant may, within one month of receipt of the
last reply, apply to the Executive Director for a review of the outcome of the complaint. The Executive Director shall
reply to the complainant within one month of receipt of the request for review and shall send a copy of the reply to
the responsible Director.

4. Members of the public are also entitled to lodge those complaints with the European Ombudsman in accordance with
article 228 of the TFEU® and the Statute of the European Ombudsman?.
Article 28 — Publicity for the Code

The Agency undertakes to make the content of its Code known to its Staff and to the Public.

o Compliance with the Anti-Fraud Strategy

The Agency does not tolerate fraud, impropriety or dishonesty and staff should report, without delay, any instance of
suspected fraud to the anti-fraud responsible who will liaise after review with OLAF (European Anti-Fraud Office). In order
to improve prevention, detection and conditions for investigation of fraud, and to pursue adequate deterrence and
reparation, the Agency has implemented a set of controls, procedures and training to address areas of risk.

°0J C 83, 30.3.2010, page 150.
00J1113,04.05.1994, p. 15; OJ L 92, 09.04.2002, p. 13; OJ L 189, 17.07.2008, p. 25.
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Annex 1:

Policy on impartiality and independence:
prevention and mitigation of Conflict of Interest
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1 Purpose and scope

The management of the impartiality and independence - in addition to objectivity — of staff is a key element of governance
of the EU institutions or bodies and crucial to ensure their integrity when performing their official functions. The revised
Staff Regulations®! reinforced the responsibilities for each institution of the European Union to handle the issues related
to the management of Conflict of Interest (Col) in particular in publishing “Guidelines on the prevention and management
of conflicts of interest in EU decentralised agencies'®”.

The purpose of this Policy is to establish the principles governing impartiality and independence within the Agency and
define the measures to ensure their practical application in order to prevent and mitigate the risk that past, current or
future personal or national interests, or any outside influences of whatever nature, might improperly influence the
impartiality and the independence of the Agency staff members during the performance of their official duties. These
principles and measures cover among others the management of:

e situations of potential Conflict of Interest (declaration, monitoring, training/information);

e situations of alleged or actual Conflict of Interest.

This Policy completes, refers to and/or follows:
e the relevant applicable articles from the Staff Regulations;
e therelevant applicable articles from the EASA Financial Regulations;

e the MB Decision 16-2018 on outside activities and assignments which includes a chapter on post-
employment;

e ED Decision 2009/169/E laying down the rules on national experts seconded to EASA;
e ED Decision 2016/116/ED on the rules governing the EASA graduate training programme

2 Concept of Conflict of Interest
What is a Conflict of Interest (Col) for the European Commission?
According to the European Commission, situations of Conflict of Interest?, can arise when:

e thereissome link between staff members' work and their private interest, or those of their family or partner;

e staff members find themselves in a situation that could reasonably lead to allegations being made of bias or
partiality, in the light of their personal interests.

Organisation for Economic Co-operation and Development (OECD) guidelines define the potential and actual Col as
follows:

Actual Conflict of Interest: involves a conflict between the public duty and private interests of a public official, in which
the public official has private-capacity interests which could improperly influence the performance of their duties and
responsibilities.

Potential Conflict of Interest: occurs where a public official has private interest which are such that a Conflict of Interest
would arise if the official were to become involved in relevant (i.e conflicting) official responsibilities in the future.

Conflict of Interest for EASA:

11 0J L56, 04.03.1968, p.1, as last amended by Regulation (EC) No 1023/2013 of the European Parliament and of the Council of 22.10.2013, OJ L287, 29.10.2013, p.15
12 Guidelines for conflict of interest policies in EU decentralised Agencies
13 https://myintracomm.ec.europa.eu/staff/EN/staff-conduct/individual-obligations/conflict-of-interest/Pages/conflict-of-interest.aspxx
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For the purpose of this Policy, the concept of Col refers to and follows the European Commission guidance with the
necessary adaptations. Moreover, distinction will be made between potential and actual Col, as proposed in the OECD
guidelines. Alleged situation of Col is considered in case of actual Col where evidence has not been established.

3 Principles and measures

Following Article 11a of the Staff Regulations, staff members are prohibited, during the performance of their duties, from
dealing with any matter in which they have a direct or indirect personal interest that has the potential to compromise
their independence and, by extension, the interests of the institution or body to which they belong.

According to Article 8 “Impartiality and Independence” of the Code of Conduct for EASA Staff, the Agency staff shall be
and remain impartial and independent when performing their official duties.

In order to ensure compliance with the aforementioned requirements, the Agency applies to its staff members the
following principles and measures:

e Conflict of Interest situations register;

e Principle of collegiality and transparency in decision-making;

e Principle of Declaration of Interests;

e List of sensitive functions;

e Gifts and hospitality register (see Annex 2: Policy on gifts and hospitality);
e Qutside activities and post-employment (see MB Decision 16-2018);

e Enforcement;

e Training and information.

4 Registering relevant interests of staff members

Records of staff interests shall be retained within the Agency. An annual exercise will be launched by the Human Resources
Department, requesting the relevant staff members to review and update the Declaration of Interest (Dol). Each Dol is
integrated in the personal file of each staff member.

Records of conflict of interest situation could encompass:

e Declarations of Interest (Dol);

e Specific Declarations of Interest (SDol), (if necessary);

e Oral Declarations of interest (ODol).
These records aim at ensuring transparency and form a basis to determine the existence of situations in which impartiality
and/or independence values are at risk or can be perceived as at risk. They aim to register the adoption by the
organisation of potential measures to mitigate the risk or the perception of the risk.

5 Principle of collegiality and transparency in decision-making

Regarding the risk of potential Conflict of Interest when taking decisions, the Agency applies the “no single point of
decision” approach as the most appropriate mitigating control for prevention of potential and actual Col situations within
the Agency context. Impartiality and independence of the decision making in the Agency operational processes is
guaranteed through the collegiality of the technical assessment and the decision-making process. Concerning the decision
making process, decisions during the operational process are not taken by individual experts in isolation, but only after
assessment of a team of experts, which significantly minimises the possibility of single expert influence. Furthermore,
every decision is reviewed and endorsed by hierarchical superiors up to the level of the Agency’s Directors or the Executive
Director.

Since 2008, the Agency has defined and continuously improved its Integrated Management System (IMS). As part of the
EASA IMS activities, the Agency describes and manages its processes. This important activity of the EASA IMS supports
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the implementation of the principle of collegiality, among other principles and requirements, in all Agency procedures.
The description and publication of Agency procedures supports also the principle of transparency in decision-making.

6 Principle of declaration of interests

In order to prevent, detect, monitor, mitigate and deal with situations of potential and actual Col, the Agency applies the
principle of Declaration of Interests (Dol) to be completed by Agency staff where appropriate and assessed by the Head
of Department?®.

It should be noted that having an interest does not necessarily mean having a Col.

6.1 Category of interests
For the purpose of this principle, the following categories of interests have been defined:

1. Employment: any form or regular occupation or business, part-time or full-time, paid or unpaid, including
self-employment (e.g.: consultancy), in any legal or natural organisation or company carrying out any of the
activities on which EASA’s outputs impact directly or indirectly;

N

Consultancy, legal representation, advice: any activity in which the concerned person provides advice or
services related to the field of the activities of EASA to organisations, companies, associations or other
bodies. This includes also services provided on an honorary basis (i.e. for free or without the payment of fees
or emoluments);

3. Membership of a Management Board or equivalent structure: any participation in the internal decision-
making of a public or private entity with an interest in the field of the activities of EASA;

4. Membership of an Advisory Board or equivalent structure: any participation in the works of an advisory
body, created permanent or created ad-hoc, managed by a body with an interest in the field of the activities
of EASA, with a right to have an influence on its output(s). This includes also participation in activities carried
out with EASA;

5. Other memberships or affiliations: any membership or affiliation not falling under the categories above and
relevant for the purposes of the present Policy, to any body with an interest in the field of the activities of
EASA, including professional organisations;

6. Research funding: any funding for research or developmental work in the field of the activities of EASA
received from any public or private body by the concerned person in his or her personal capacity or falling
under the professional sphere of influence of that person. It includes grants, rents and reimbursement of
expenses, sponsorships and fellowships;

7. Intellectual property rights: rights in the field of the activities of EASA granted to creators and owners of
works that are the result of human intellectual creativity (e.g. patents, trademarks, etc.) and may lead to a
financial gain. Plain authorship and publications shall not be declared;

8. Investments: any economic stake or share in a body with an interest in the field of the activities of EASA,
including the stocks, equities or bonds thereof, or of one of its subsidiaries or of a company in which it has a
holding. Financial instruments on which the concerned person has no influence are not to be considered
relevant;

4 Director in case of a Head of Department’s Dol and Executive Director in case of a Director’s Dol
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9. Public statement or position: any expert opinion or testimony in the field of the activities of EASA for a
commercial entity or other organisation as part of a regulatory or judicial process. Any office or other position
(paid or unpaid), where the concerned person represented interests or defended opinion in the field of the
activities of EASA;

10. Other relevant interest: any interest not falling under the categories provided above and relevant for the
purposes of the present Policy.

6.2 Types of declaration of interests

6.2.1 General principles of declaration of interests
The following general principles shall be applicable to all persons subject to the present Policy:

a. The identification and handling of Col as defined in this Policy shall be based on the evaluation of
Declarations of Interests (Dol) and Specific Declarations of Interests (SDol) submitted by the concerned
persons and staff as specified in the present Policy;

b. The responsibility for a complete and truthful declaration shall lie exclusively with the person completing
the declaration;

c. Only activities having taken place in the five years preceding the submission of the declaration shall be
declared. This shall cover also activities from the close family®® of the Agency staff.

6.2.2 Declaration of Interests (Dol)

All staff members are required to complete a Dol. Individuals shall declare in the Dol any interest belonging to the
categories defined in paragraph 6.1 with respect to all activities in which they are involved or have been involved during
the five years preceding the submission of the Dol and which fall within the Agency’s remit.

Individuals shall indicate whether interests declared are “current” (when activities are currently ongoing); or they refer to
a “past period” (when they are no longer ongoing but have been completed during the five years preceding the submission
of the Dol).

Details on the name of body or organisation of relevance for each declared interest shall be given. This is to be interpreted
as meaning the full name, location of the seat (town and country) and nature (private or public).

Details on the subject matter of each declared interest shall be given, indicating the domain in which the activity is, or
was, carried out and clarifying the interest and role of the concerned body or organisation in the matter and the role of
the concerned person.

Without prejudice the requirement as staff member to complete a Dol, for SNEs their employer is requested to complete
the “employer declaration” form certifying the absence of Col with the duties to be performed at the Agency. The
“employer declaration” will be annexed to the declaration of interests to be completed by the SNE.

6.2.3 Specific Declaration of Interests (SDol)

Each Process Owner shall determine, in line with the applicable EU and EASA regulations, where it is deemed necessary
to request a Specific Declaration of Interests (SDol) or a Declaration of Absence of specific Interests related to an activity
to be performed by a Staff Member within the process he or she is responsible for and when it is not already covered by
the Declaration of Interests.

The Process Owners whose process requires such a SDol, or Declaration of Absence of specific Interests, shall use the
dedicated form to cover the activity to be performed with reference to the subject matter related to the activity. The SDol
shall be completed before the start of the activity.

5 ‘close family members’ are considered to be the persons forming a household with the person making the declaration (spouse, partner, and/or dependent

children).
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When a Process Owner requests a SDol, it shall be captured in the records of the process concerned.

6.2.4 Oral Declaration of Interests (ODol)
Oral Declaration of Interests is mainly related to participation in meetings.

The Chair of the meeting shall determine, in line with the applicable EU and EASA regulations, where it is deemed
necessary to request an Oral Declaration of Interests (ODol) at the beginning of a meeting, within the process he or she is
responsible for, if this meeting is not already covered by the Dol (paragraph 6.2.2) or by the SDol (paragraph 6.2.3).

When a meeting is subject to an ODol, the participants shall declare orally at the beginning and during the meeting any
interest that might be considered prejudicial or could be perceived as being prejudicial to their impartiality and
independence in relation to the items on the agenda of and/or the items discussed during that meeting.

This declaration shall be recorded, with its assessment and related decision, in the minutes of the meeting.
6.3 Assessment of declaration and decision

6.3.1 Ethical Committee

For the purpose of this Policy, an Ethical Committee has been established by the Executive Director. It is available to the
Executive Director for consultation on matters related to the “Code of Conduct for EASA Staff”.

The Ethical Committee shall be composed as defined in the relevant ED Decision, however, as a minimum of:
The Chief Legal Adviser (chairperson) and one alternate from the Legal Department;

e Arepresentative and one alternate from the Executive Director’s office;

e Arepresentative and one alternate from the Human Resources Department;

e A representative from the Finance Department and one alternate from the Procurement Section;

e Two representatives from the Staff Committee and two alternates.
The Ethical Committee shall establish and adopt its own Rules of procedure in line with the Code of Conduct. These Rules
shall include clear and objective criteria and the methodology for the assessment of the declaration of interests submitted
to it. The Ethical Committee issues a reasoned opinion, without prejudice to the decision-making powers of the Executive
Director.

6.3.2 Declaration of interests of the Executive Director

The Dol of the Executive Director shall be screened by the Management Board to identify if an interest could present a
potential conflict with regard to the work of the Executive Director. A reasoned opinion may be requested from the
Management Board’s Assessment Committee, established under MB Decision 04-2021.

6.3.3 Declaration of interests of Agency staff

a. Declaration of Interests prior to employment

When offered a position in EASA, each candidate shall provide a Dol which shall be screened by the Head of Department?!®
in charge. When a potential or an actual Col is raised, this shall be highlighted to the Appointing Authority, who shall take
this into account in a duly reasoned opinion. If necessary, the Appointing Authority shall take the measures referred to in
Article 11a(2) of the Staff Regulations. A reasoned opinion may be requested from the Ethical Committee in this context.

The Appointing Authority may decide to take any measure considered appropriate to ensure the potential Col does not
occur or to remedy to the actual Col. The Appointing Authority may also grant a waiver as per paragraph 6.4.

16 Director in case of a Head of Department’s Dol and Executive Director in case of a Director’s Dol
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b. Declaration of Interests presentation, update and review

In accordance with the provisions of the Staff Regulations?’, it is the responsibility of the staff members to immediately
inform any changes in circumstances, environment or conditions (e.g. change of function), occurring in the performance
of their duties, which could impair their independence or create a potential conflict of interest. The change in
circumstances should be declared through the update of the Dol either on the staff member’s own initiative or following
the annual request of HR.

When requested to update their Dol, staff members have the option to confirm the continued validity of the existing
declaration or to update it according to any new circumstances. In both cases, they shall copy their Head of Department*®
of their answer.

In case of change of circumstances, the Head of Department®® assesses without delay, based on the Dol, the absence or
existence of a potential or an actual Col. In case of positive assessment of potential or an actual Col, the Head of
Department, with the support of the HR department, shall consider if, at departmental level, mitigation measures can be
implemented to eliminate the Col. In case this cannot be achieved at departmentlevel, the issue is escalated to the
Director concerned who shall implement any necessary measure to mitigate the conflict without delay and, in case of
significant residual risks, bring the matter to the attention of the Appointing Authority. The Appointing Authority may
request a reasoned opinion from the Ethical Committee in this context.

In cases where the opinion of the Ethical Committee is requested, the staff member concerned shall be informed of the
final decision.

In cases where the staff member disagrees with the decision, he or she can send a request to the Ethical Committee for a
review of a first opinion on its Dol. In accordance with its own rules, the Ethical Committee will review the opinion and
may provide a new reasoned opinion.

t20

The Head of Department®® may hear the concerned staff member in order to facilitate the assessment.

6.3.4 Specific Declaration of Interests (SDol)

Specific Declaration of Interests shall be screened as defined by the Process Owner responsible for the activity. When a
potential or an actual Col is identified, mitigating action must be implemented as appropriate.

6.3.5 Oral Declaration of Interests (ODol)

Oral Declarations of interests (ODol) shall be assessed by the Chair of the meeting in relation to which the ODol is made.
The Chair shall take any measure considered appropriate to ensure the potential Conflict of Interest does not occur or to
remedy to the actual Col (e.g: cancellation of the meeting, replacement of the participant, no voting right or exclusion
from discussion on the concerned item, etc).

The assessment and the related decision, when applicable, shall be recorded in the minutes of the meeting.

6.4 Granting of waiver

The Agency’s staff member shall not be assigned to a project or task where a known potential or actual Conflict of Interest
exists. Any staff member confronted with such situation shall immediately inform his or her Head of Department?’. To
prevent the risk to impair his or her independence, objectivity and impartiality in the performance of his duties and thus

17 Articles 11, 11a, 12b,13

18 Director in case of a Head of Department’s Dol and Executive Director in case of a Director’s Dol
19 Director in case of a Head of Department’s Dol and Executive Director in case of a Director’s Dol
2 Director in case of a Head of Department’s Dol and Executive Director in case of a Director’s Dol
2 Director in case of a Head of Department’s Dol and Executive Director in case of a Director’s Dol
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remove the Col situation, the Head of Department® shall take any measures considered appropriate including the
reallocation of the project or task to another staff member.

When no other suitable staff member is available and his or her competence/expertise is considered essential for the
completion of the task, safeguards should be put in place to ensure that impartiality in decision making is guaranteed and
that the outcome and/or completion of that task is not compromised by a Col.

In such cases, when the staff member is considered essential and where no suitable alternate is found, a waiver can be
granted by the Appointing Authority. The responsible Director shall include all relevant information on which the
conclusions are based supporting the request to the Appointing Authority to grant a waiver.

Should a waiver be granted, the concerned staff member shall be entitled to:

e formulate his or her recommendations on the task or project under strong supervision and after consultation
(in agreement of) with at least one of his peers and prior clearance on the content shall be given by the line
managers;

e contribute to particular working groups in which his/her expertise and involvement are considered essential
for the completeness of the draft output;

e take part in the discussions (working groups, meetings) and in the drafting phase of the output. However,
he/she shall not be allowed to act as, chair or vice-chair or secretary of an Agency working group linked to
his or her interest.

No waiver shall be granted to staff members involved in activities related to the assessment of dossiers/applications
submitted by applicants for the evaluation of regulated and/or certified products or claims.

6.5 Publication, recording and protection of personal data

The Declarations of Interest of the Executive Director, Directors, Deputy Directors and Heads of Department, together
with their CVs, shall be published on the EASA website.

The Agency shall process all declaration of interests in accordance with Regulation (EU) 2018/1725.
The Human Resources Department controls the handling of the declarations of interests and the Col register.

The retention period of the declarations of interests, their assessment and the related decision and/or the waiver, if any,
shall be 7 years.

The Agency’s staff members have the right to access their declaration of interests, to update and/or correct it at any time.

In cases where the Agency has knowledge or information that is not consistent with the declared interests, or in cases of
failure to submit a declaration of interests when requested, the concerned staff member will be contacted in order to
update the declaration related to the missing information. In cases where an internal procedure should be opened as
referred to in paragraph 8, the staff member shall be notified.

7 Outside activities and post-employment

With reference to Article 12 b of the Staff Regulations (SR), there are fundamental reasons behind the need to ensure that
all the Agency’s staff members ask for prior authorisation from the Appointing Authority in order to take on an external
professional activity, paid or unpaid, thus ensuring the staff member concerned, and subsequently the Agency’s
independence, integrity and credibility are maintained.

With MB Decision 16-2018, the Management Board has adopted by analogy the Commission Decision C(2018) 4048 of 29
June 2018 on outside activities and assignments and on occupational activities after leaving the service, which apply to
the Agency’s staff members employed under the SR and Conditions of Employment of Other Servants of the European
Union (CEQS).

2 Director in case of a Head of Department’s Dol and Executive Director in case of a Director’s Dol
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The ED Decision 2009/169/E laying down the rules on the secondment to the Agency of national experts, makes seconded
national experts subject to the same rules and conditions laid down in MB Decision 16-2018 with regard to prior
authorisation related to outside activities.

Persons working at the Agency who are not employed under the SR and CEOS such as interims, trainees or persons
employed under private law contracts, are not covered by nor subject to the provisions laid down in MB Decision 16-2018
and ED Decision 2009/169/E.

According to Article 12 b of the SR, the SR shall continue to apply during the period of unpaid leave. The permission under
Article 12b shall not be granted to an official/staff member for the purpose of his engaging in an occupational activity,
whether gainful or not, which involves lobbying or advocacy vis-a-vis his institution and which could lead to the existence
or possibility of a conflict with the legitimate interests of the institution.

With reference to Article 16 of the SR, an official/staff member shall, after leaving the service, continue to be bound by
the duty to behave with integrity and discretion as regards the acceptance of certain appointments or benefits.

Officials/staff members intending to engage in an occupational activity, whether gainful or not, within two years of leaving
the service shall inform their institution thereof using a specific form. If that activity is related to the work carried out by
the official/staff member during the last three years of service and could lead to a conflict with the legitimate interests of
the institution, the Appointing Authority may, having regard to the interests of the service, either forbid him from
undertaking it or give its approval subject to any conditions it thinks fit. The appointing authority shall, and if deemed
necessary after consulting the Ethical Committee or the Management Board’s Assessment Committee as appropriate,
notify its decision within 30 working days of being so informed. If no such notification has been made by the end of that
period, this shall be deemed to constitute implicit acceptance.

In the case of former senior officials/staff members as defined in implementing measures, the Appointing Authority shall,
in principle, prohibit them, during the 12 months after leaving the service, from engaging in lobbying or advocacy vis-a-
vis staff of their former institution for their business, clients or employers on matters for which they were responsible
during the last three years in the service.

The MB Decision 16-2018 lays down the rules related to post-employment for SNEs.

8 Enforcement

The overriding idea behind avoiding any appearance of a Col is to avoid possible accusations of bias and partiality in any
decision-making process a staff member may be involved in, so as to maintain the Agency’s independence and credibility.

The disciplinary system, which essentially involves administrative inquiries and disciplinary procedures, applies to any
failure by a staff member or former staff member to comply with his obligations under the SR and CEQOS, whether
intentionally or through negligence.

As explained in the preceding chapters:

e any infringements to Articles 7, 8 9 and 11 of the Code of Conduct in the performance of the duties,
e any infringements to the procedures laid down in the current Policy or in an MB Decision or ED Decision referred
to in this Policy,
may expose the staff member or former staff member concerned, to the risk of administrative inquiries and/or disciplinary
actions in accordance with MB Decision 04-2022 and Article 86 and Annex IX of the SR.

In cases where a staff member fails to declare an interest that could lead to a potential or actual Conflict of Interest in his
or her Dol, it may be considered as a failure by the staff member/former staff member to comply with the rules and
obligations of the Agency staff members/former staff members. If and when the breach of rules is confirmed, in
accordance with MB Decision 04-2022, the Agency shall request an administrative inquiry be opened which may lead to
disciplinary measures as referred to in Article 86 and Annex IX of the SR.
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For other staff working at the Agency who are not employed under the SR and CEQS, such as interims, trainees, seconded
national experts and external experts, the Executive Director shall take the appropriate decision which may result in the
termination of their contract with the Agency.

9 Training and information
All Agency’s staff members shall be trained on the Code of Conduct and its annexes.

In case of major changes within the Code of Conduct, specific measures shall be envisaged.

.t © European Union Aviation Safety Agency. All rights reserved. 1ISO9001 Certified
Z' *J Proprietary document. Copies are not controlled. Confirm revision status through the EASA-
Internet/Intranet.

An agency of the European Union

Page23 of 30




European Union Aviation Safety Agency Policy

o Doc # PO.HR.00180-005
B Code of Conduct for the staff of EASA Approval Date 28/08/2023
Annex 2:

Policy on Gifts and Hospitality

Table of Contents

1. 2ol d={ oYU T3 Vo H RS UPRSPNt 7
2. Code of coONAUCE fOr EASA STaff .. ..o et e e et e e st e e e et ba e e e sabee e e ennaaeeaestaeeesseeas 7
FAN o] 0 [ Gt TSP PP PP PPPUPPPRRRIIR 13
Policy on impartiality and independence: prevention and mitigation of Conflict of Interest.........ccccceeeeiieei e eccciieeeens 13
1 0T o To IY=IE= T o I Yolo] o I PRSP 15
2 (0o e {ol=Y o) fo] @] o LTt e}l 0N <] =L P USRI 15
3 PrINCIPIES QN0 MBASUIES ..eiuetie ittt ettt et ettt e s e e s bt e ettt e sabe e s beeesabeesabeessteesabeesssteesaseesrseeensseesnse saeeesateesnne 16
4 Registering relevant interests of staff MEMbDEIS ... s 16
5 Principle of collegiality and transparency in deciSion-Making .........cccccvueiiiiiiiieiciiee e 16
6 Principle of declaration Of INTEIESTS .....uii i e e st e s st bee s s rabae e s esabteeeesabaaeesssseeas 17
(o R O | =Y -0 VA o) AT N =T <y £ 17
6.2 Types Of declaration Of INTEIESTS.....iii ettt sb e st ee e st e s bt e e s ateesbeeesaeesabaesneas 18
6.2.1 General principles of declaration Of INtEreStS .........cccuuiiiiciiee it e e s sbae e e s saree e s ssaes 18
6.2.2 Declaration Of INEIESES (DOI).........ccuuueeeeciieeeiiciee e ecctee e ectee e e eeae e s s staee e s e ateeesettae e e s staeessssaeeeensssaeesansseeeessseeas 18
6.2.3  Specific Declaration Of INTEreSts (SDOI) .......c..uuuuueeceeecieeeeeecie e e ecee et e e e e stae e s tte e s stae e sateestaeesaaeesaseeesaeennees 18
6.2.4 Oral Declaration Of INTEIreStS (ODOI) ...........occcuueeieeiieee et eeiee e e ee e e esere e e s setae e e s e btaeessabaeessnseeeessnsaeeesnnseaeenan 19
6.3  Assessment of declaration and dECISION ........cccuiiie it e e s et e e e e ebae e e enrraeeeas 19
6.3.1 L Tole | 000 1 ] (=TS 19
6.3.2 Declaration of interests Of the EXECULIVE DIF@CLON ..........cccuueeeecieeeeeeiieeeeeiieeeesiteeeesstaeesesasaeeeesassaeessnnseesesnnses 19
6.3.3 Declaration of interests Of AGENCY STOSS ....uueiiiiuiii ittt e e s e s st te e e e s b b ae e s sssbaeeesaasaeas 19
6.3.4  Specific Declaration Of INEEIeStS (SDOI) ........ccuuueieecueeiiiiee et eeccte e e e sere e e e eitre e e e satae e e sreeeessaaeeesensaeeesasraeenas 20
6.3.5 Oral Declaration Of INtereSts (ODO]) .........cccueeueriueieerieieenie e sieste ettt eesteesteesteesseesseessessesnsesnsesnsesnseensean 20
(o T - Tl eV =do) IR = YAV =] o URR 20
6.5 Publication, recording and protection of personal data.........cccccvveeiiiiiii e 21
7 Outside activities and POSt-EMPIOYMENT ...ccouiiiiiiieeccee e s e et e e e s bba e e e ssbee e e ssabeeeesnareaeesas 21
8 o0 o ol =T 0 o= o USSR 22
9 Training aNd INFOrMIAtION ... eii ittt et e st e e sab e e sabeeesbbeesbeesbeeesabeesabee seeesnteesnne 23
Annex 2: Policy 0N Gifts @anNd HOSPITAlITY ....eeciiiueiiiieiiiie ettt eete e et ee e e e te e e e e eta e e e ssbbeeeessabeeeeeeabeseeesssaeeeseseesennnnes 24
1 2 ol 4= oYU o Vo FS USSR 25
2 1= T V1T o1 25
20 R | 3RS 25
2.2 HoSPitality @and INVIEATIONS....coouiii ettt ettt e st e b e e s be e sba e e sate e s bee e s sares 25
3 AT Vel o] [T RSP UURUOURRRR 26
I R C1=Y o1t - | I oo o F o 1Y o= o SRR 26
I Y- [NV o o ) <] - SRR 26
4 Y o TTol 1 Toll o T o AV T [ o TSP 27
R € RS 27
0y I £ To Y o] =1 [ A V=Y Uo I T 01V =1 o] L R PPRIRRROt 28
. I (oY o W o] e 1=Y oo =1 o] o -SSR 30
5 Gifts register handling and protection of PersonNal data.........ccuevieeciiiiiiiiiee e e e 30
6 g o ol =T 0 o= o TP 30
.t © European Union Aviation Safety Agency. All rights reserved. 1ISO9001 Certified
*:“*:' Proprietary document. Copies are not controlled. Confirm revision status through the EASA- Page24 of 30
Internet/Intranet.

An agency of the European Union



European Union Aviation Safety Agency Policy

Doc # PO.HR.00180-005
Approval Date 28/08/2023

< I8 Code of Conduct for the staff of EASA

1 Background

The Article 11(2) of the Staff Regulations provides rules relating to gifts to be followed by the Agency staff members. The
Agency staff working at the Agency shall seek permission before accepting any honour, decoration, favour, gift, invitation,
hospitality or payment of any kind whatever, except for services rendered prior to their duties at the Agency.

The current guidelines are addressed to staff members covered by Article 35 of the Staff Regulations (SR), i.e. in active
employment, on secondment, on unpaid leave, on parental or family leave, and on military leave.

However, for Agency staff who are not in active employment at the Agency, any gifts, invitations and hospitality that they
might receive which are not related, and may not be reasonably perceived to be related, in any way to their capacity as
staff members (including, for example, gifts received in a new professional capacity while they are on unpaid leave) are
not deemed to be covered by Article 11 of the SR or by this Policy of the Code of Conduct.

Although staff members who have left the service are not obliged to seek authorisation under Article 11 (and therefore
are not subject to the current Policy on Code of Conduct and its annexes), Article 16(1) of the SR provides that they
continue to be bound by the duty to behave with integrity and discretion as regards the acceptance of certain benefits.

This Policy reflects the European Commission’s guidelines on gifts and hospitality adopted on 7™ March 2012%,
2 Definitions

2.1 Gifts
A gift is understood to mean:

e Asum of money or any physical object or;

e The possibility to participate for free in events which are open to the public or are private in nature, are only
accessible in return for payment and represent a certain value (such as complimentary tickets for sports
events, concerts, theatre, conferences etc);

e Any other advantage with a pecuniary value such as transport costs.

Low value items given for purely information purposes (brochures, booklets, catalogues...) are not considered as gifts in
this context.

Indirect gifts are those which are not offered directly to staff members, but to a third party that is close to the staff
member.

Gifts that are offered to the institution (Article 22 of the EASA Financial Regulations) are not covered by these guidelines.

2.2 Hospitality and invitations
Invitation and hospitality offers are considered to be a type of favour and should be treated like gifts.

Hospitality is defined as an offer of food, drink, accommodation and /or entertainment from any source outside the
Agency.

Invitation is defined as an offer (unpaid or paid) to participate to an event, a conference or equivalent; or to publish a
book or article or to perform a speech from any source outside the Agency.

2 https://myintracomm.ec.europa.eu/staff/Documents/staff-conduct/comm-pdf-sec-2012-0167-f-en-communication-to-commission.pdf
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3 Principles

3.1 General considerations
As a general rule, staff members should not accept any direct or indirect gifts, invitations or hospitality from third parties.

This is most evident where gifts are offered by person, authorities, organisations or other external bodies of the Agency
which are involved in or are seeking official action by the Agency especially in a sensitive area in which the staff member
is, has been or will likely be active in the foreseeable future. Any situation, where the acceptance of a gift, invitation or
hospitality may lead to or may be perceived as a potential or actual Conflict of Interest (see Annex 1 of this Code), should
be absolutely avoided. Any gifts entailing a sum of money, regardless of the amount, must always be refused.

Acceptance of gifts, invitations or hospitality may, exceptionally be authorised (within the limits indicated under "Specific
provisions related to Gifts" below) when it is clear that this will not compromise or reasonably be perceived to compromise
the staff member's objectivity, impartiality and independence and will not damage the Agency's public image. This
evaluation can only be based in the first place on sound judgment from the staff member in the given circumstances, and
then should be confirmed by the Appointing Authority in the relevant cases.

3.2 Relevant criteria

Criteria to be considered in this context are, in particular, if the acceptance of the gift, invitation or hospitality is counter
to the interest of the service or presents a real or perceived Conflict of Interest for the staff member concerned, or if such
acceptance would be in accordance with diplomatic and courtesy usage.

In this respect, certain factors may point towards the likelihood that authorisation could be granted, for instance when
the offer of a gift, invitation or hospitality has a low value or is addressed to a large number of persons. On the other hand,
there are factors which may point towards the likelihood that authorisation would be refused, for instance when the offer
of a gift, invitation or hospitality has a high value or, is addressed to a single staff member.

In general terms, for the purposes of the assessment of a given request, the following factors could be relevant — it being
understood that the factors mentioned are not exhaustive, and that they will be neither individually nor collectively
decisive but form part of a case-by-case analysis:

e depending on the context, the nature of the source offering the gift, invitation or hospitality (private/public);
e the apparent motive behind the offer of the gift, invitation or hospitality;

o the link between the entity offering the gift, invitation or hospitality and the Agency (for example
procurement procedures, cases under investigation, financial interests in a special EU or Agency Policy, etc);

e the nature and estimated value of the gift, invitation or hospitality, including whether there have been one
or several offers from the same source;

e theindividual or collective destination of the offer;
e the functions of the staff member;
e the benefits for the service expected from the participation of the staff member at the event in question.

Gifts, invitations and hospitality motivated solely by a family relationship or personal friendship, or in a context not related
in any way to the staff member's duties do not, in principle, fall under the provisions of Article 11 of the Staff Regulations.
However, even here situations may arise when acceptance can be perceived as compromising the staff member's
independence.
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4 Specific provisions

4.1 Gifts

In the first place staff members should always remember that they should not accept any gifts as a general rule and should
make use of sound judgment in order to assess, in the given circumstances, if acceptance could be envisaged.

Subject to the general principles set out in chapter above, gifts should therefore only be accepted if in line with or if
required by social, courtesy or diplomatic usage. In that case, the following administrative arrangements apply:

1.

Prior permission by the Appointing Authority is presumed to be granted, in accordance with Article 11 of the SR
and in the interest of expedient administrative procedures for a gift worth less than €50.

In this respect it is important to stress that this threshold does not mean that any staff member may consider
himself or herself at liberty to accumulate a number of gifts below the set value, bearing in mind that an
accumulation may be seen to compromise the staff member's impartiality and independence, or may damage
the Agency’s public image.

Explicit prior permission by the Appointing Authority is required for a gift worth between €50 and €150.

If the Appointing Authority authorises acceptance, the gift may be kept. Again, it is stressed that this threshold
does not mean that any staff member may consider himself or herself at liberty to accumulate a number of gifts
— which will also be an element that will be taken into consideration by the Appointing Authority.

Authorisation for gifts with a higher than €150 value will be refused by the Appointing Authority.

Such gifts must thus be refused. For the sake of transparency, the staff member should inform the respective
Head of Department, preferably in written form, that the gift or sum of money has been offered and refused.

Offers of any sum of money must always be refused by the staff member.

General considerations.
In general terms, the following applies:

If the Appointing Authority refuses to authorise acceptance or if a gift is unwanted, it can be returned to
the source, if this is feasible;

Alternatively it can be sent to the Human Resources Department. The gifts transmitted by the staff
members based in any location, are donated by the Human Resources Department to an appropriate
charitable organisation;

As far as gifts returned to the source or sent to Human Resources Department are concerned, such action
shall not be considered as "acceptance" in the meaning of the Staff Regulations, provided that the staff
member immediately informs his respective Head of Department;

As a courtesy, the staff member should inform the sender, unless this would be diplomatically
inappropriate, that the gift cannot be accepted and will be transmitted to charity;

Where the staff member is in doubt as to whether the refusal of a gift would be contrary to social, courtesy
or diplomatic usage or might create otherwise embarrassing situations, he/she should bring the matter
to the attention of the Appointing Authority which will decide on a possible refusal.

Finally, the value amounts mentioned above should be estimated in good faith.

* X x
*
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4.2 Hospitality and invitations

. In general

In the first place staff members should always remember that they should not accept any invitation or hospitality as a
general rule and should make use of sound judgment in order to assess, in the given circumstances, if acceptance could
be envisaged.

Subject to the general principles set out in chapter above, invitations and hospitality should therefore only be accepted if
in line with or if required by social, courtesy or diplomatic usage. In that case, the following administrative arrangements

apply:

1. Prior permission by the Appointing Authority is presumed to be granted, in accordance with Article 11 of the Staff
Regulations and in the interest of expedient administrative practice:

e of invitation or hospitality in the form of lunches or dinners strictly linked to the function of the staff
member, and as such not prejudicial to the interests and public image of the Agency, and in which the
staff member participates in agreement with his hierarchy and in the interest of the service;

e of occasional offers of simple meals, refreshments, snacks etc.

Even if such invitation or hospitality offers can be accepted without prior formal authorisation, in the interest of
transparency and in the interest of the person concerned, staff members shall inform theirimmediate hierarchical
superior in writing/by e-mail of the acceptance of an invitation or hospitality offer.

As in the case of gifts, it is important to stress that this presumption of authorisation does not mean that any staff
member may consider himself or herself at liberty to accumulate a number of hospitality offers, bearing in mind
that an accumulation may be seen to compromise the staff member's objectivity and independence, or may
damage the Agency’s public image.

2. Explicit prior permission by the Appointing Authority is required:

As a general rule staff members should keep in mind that there is no such a thing as a free lunch. In cases not
covered by the previous heading, or if the staff member judges that there is a doubt as to the appropriateness of
accepting or refusing an invitation or an hospitality offer, prior authorisation should be received from the
Appointing Authority. If prior authorisation is not feasible, the Appointing Authority’s agreement should be sought
as soon as possible subsequent to the event. In any event the immediate superior of the staff member should be
informed.

Again, it is stressed that this does not mean that any staff member may consider himself or herself at liberty to
accumulate a number of invitations and/or hospitality offers — which will also be an element that will be taken
into consideration by the Appointing Authority.

In any case of doubt, staff members are invited to consult their hierarchy or the Human Resources Department.

= Hospitality and invitations during mission

The mission order will as a rule cover all predictable offers of hospitality or invitations, based on the mission programme
— notably meals, accommodation and transport. These will not be considered as invitations and/or hospitality offers if the
programme of the mission and the participation of the staff member has been authorised — as they form part of the
performance of his duties in the interest of the service. The acceptance of these offers will then be declared in the mission
claim.

Particular prudence is necessary in sensitive situations. For instance staff members participating in inspections and similar
missions should whenever possible inform their immediate superior or team leader on an ad hoc basis, and in accordance
with any other specific provisions, when hospitality is offered in the course of such missions. If this is impossible, they
should exercise their individual judgment and act according to the principles set out in these guidelines. Any invitation or
hospitality thus accepted should be declared in the mission claim.
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In this respect, in addition to the general approach as defined in points 1 and 2 above, practical advice on what can be
considered as usual and acceptable practice in view of avoiding real or perceived potential conflicts of interest can be
provided by the Human Resources Department.

. Invitation to publish, give speeches or lectures

One must distinguish between publications, speeches or lectures in an official capacity on behalf of the Agency and private
publications, speeches or lectures. When an Agency staff member is acting in an official capacity, advance clearance for
the content is required by the line managers.

Staff members wishing in a private capacity to publish a text, give a speech, an interview or lecture, blog on a subject
related to the work of the Agency or the European Union must inform the Appointing Authority in advance in writing, in
accordance with Article 17a of the SR and the Agency’s rules on external activities. If the staff member acts in a private
capacity (publications, speeches, presentations etc) he/she shall make that clear by giving a statement in form of a
disclaimer (e.g. that the views presented are those of the individual and may not be understood or quoted as being made
on behalf of the Agency or reflecting the position of the Agency). Permission will usually be granted unless the content of
the publication, speech or lecture or blog would not be in the interest of the Agency or the European Union. Permission
will not be granted if networking or gaining influence must be assumed to be the major objective of the organiser when
issuing the invitation to speak or publish.

The staff member shall provide the Appointing Authority with any information, in particular a copy, in electronic form, of
the document he/she intends to publish accompanied, when relevant, by a summary in English. Where the Appointing
Authority considers that the matter is liable to prejudice seriously the legitimate interests of the European Union, he/she
has to inform the staff member within 30 working days of receipt of the information. If he/she does not reply within this
time limit, it is considered to have had no objections.

The author remains personally responsible for the published material. These rules and procedures also apply to speeches
and any form of public or private communication outside the scope of your duties, where they relate to EU matters and
are or may be published.

While Article 17a(1) of the SR grants staff the right to freedom of expression, when it comes to the staff member
professional activity, this is subject to the following conditions being met:

e The staff member shall show restraint and caution in expressing differing opinions, in particular when the
latter are closely linked to the subject and nature of your duties in the two preceding years;
e such opinions or any others regarding EU policies must be expressed with moderation and under the staff
member sole responsibility (i.e. with a disclaimer).
Staff members are also subject to the rules concerning non-disclosure of information and the confidentiality requirement.

On some occasions, it may not be appropriate for anyone from the Agency to attend or participate in any way. Therefore,
if permission is refused for an invitation to speak, publish or participate at a meeting, conference or to represent the
Agency, itis not acceptable to attend during a weekend or by taking leave. In accordance with the Agency rules on external
activities, staff must also obtain advance permission concerning the acceptance of any payment for publications, speeches
or lectures which are not directly related to their work at the Agency.
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4.3 Honours or decorations

If a staff member is offered an honour or decoration, permission to accept must be have been requested in writing and
obtained in advance from the Appointing Authority. All cases whether granted or not are filed by Human Resources
Department for a period of five years from the date of the request within the personal file of the concerned staff member.

Only national honours and decorations awarded by a sovereign state of official medals awarded by a sovereign state or
an official organ of that state (ministry, regional or local authorities, etc.) or recognized by an official authority (e.g.: Prix
Charlemagne, Carnegie Hero Fund, etc.) are subject to the restrictions outlines in Article 11 of the SR.

In deciding, the Appointing Authority will take into considerations the following factors:

e The motive behind giving the decoration;
e The possible consequences for the Agency’s interests.
The rules also apply to former staff members if the decoration or honour has any link with their work at the Agency.

5 Gifts register handling and protection of personal data

The Agency shall establish and maintain a gifts register for the purpose of the registration of authorisation of gifts,
invitations and hospitality offers in accordance with this Policy. This register shall be recorded as evidence of the
implementation of this Policy.

Any gift of a value of €50 and more shall be entered into the gifts register.

The Agency shall process all authorisations and gifts register in accordance to Regulation (EU) 2018/1725.

The Human Resources Department controls the handling of the gifts register.

The Agency staffs have a right to access their data within the gifts register to update or correct them at any time.

In case the Agency has knowledge of information that is not consistent with the declared authorisation, or in case of
failure to request for authorisation in accordance with this Policy, the staff member will be contacted with the purposed
to update the or request for an authorisation . In case an internal procedure is opened as referred to paragraph 6
Enforcement of this Policy, the Agency staff will be notified.

Agency staff members are also entitled to have recourse at any time to the European Data Protection Supervisor:
https://www.edps.europa.eu

6 Enforcement

Staff members are reminded that infringements of Article 11 may expose them to the risk of administrative inquiries
and/or disciplinary actions in accordance with MB Decision 04-2022 and Article 86 and Annex IX of the SR. For other staff
such as interims, trainees, persons employed under private law contracts and seconded national experts, the Executive
Director shall take the appropriate decision such as the termination of their contract with the Agency.
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