EUROJUST

Eurojust record of processing activity

Record of processing personal data activity, based on Article 31 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
Regulation’)

Part I -Article 31 Record (this part is publicly available)

Nr. | Iltem Description

Medical services for Temporary Agents (TA), Contract Agents (CA) and Seconded National Experts (SNE)
namely pre-employment medical examination, annual medical examination, ad-hoc medical examination,
sick leave authorisation, authorisation for part-time work on medical grounds, issuing of medical certificates,
medical certificate verifications, authorisation to spend sick leave abroad, assessment for special leave for a
medical consultation/examination abroad, assessment for special leave for sickness of
child/spouse/partner/relative in the ascending line, and assessment for exceptional teleworking requests
linked to imperative family reasons.

1. | Last update of this record

2. | Reference number HRU-19 (July 2025)

[For tracking, please contact
the DP Office for obtaining 4
reference number.]

3. | Name and contact details of
controller Head of HR Unit, hohrconfidential@eurojust.europa.eu

4. | Name and contact details off dpo@eurojust.europa.eu
DPO

5. | Name and contact details off N/A
joint controller (where

applicable)

6. | 1/ Name and contact detailsy HRAdmin@eurojust.europa.eu
of processor (where
applicable)

2/ Persons processing under]
the authority of the
controller according to
Article 30 of Regulation (EU)
2018/1725 (“internal
processors”).



https://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32018R1725&from=EN
mailto:hohrconfidential@eurojust.europa.eu
mailto:dpo@eurojust.europa.eu
mailto:HRAdmin@eurojust.europa.eu

Nr.

Item

Description

Purpose of the processing

[Very concise description of]
what you intend to achieve; if|
you do this on a specific legal
basis, mention it as well (e.g.
Staff Regulations for selection
procedures).]

Any personal data will be processed solely for supporting Eurojust’s
compliance with obligations under Art 59, Art 28, Art 33 of the Staff
Regulations, Commission decision C(2013) on leave applied by
analogy (paraIl.a.4, I1.a.5, [1.a.6, I1.a.7) and Eurojust decision 2017- 27
on absences as a result of sickness or accident.

Description of categories off
persons whose data are
processed and list of data
categories

[In case data categories differ
between different categories of
persons, please explain as well.
Be precise regarding the
categories of data: contact
details. Name, surname, email
address, phone number, etc.]

Data subjects are Temporary Agents (TA), Contract Agents (CA) and
Seconded National Experts (SNE).

Data processed:

When making an appointment for an examination, the staff
member will have to provide to the medical services their first
and last name, date of birth, to identify the staff member, email
address and phone number to be able to contact the staff
member

Recommendations (not containing medical data) will be sent by
encrypted email to the staff member and HR Admin with two
factor authentication, and the staff member will be able to
access their documents under their profile in dossier.nu

Staff members will have a profile created in dossier.nu to access|
their data

Medical examination questionnaires containing general
medical questions to enable the examining physician to assess
the (prospective) staff member’s fitness for employment in
combination with the medical tests the (prospective) staff
member will undertake. In addition, the (prospective) staff
member’s first and last name, gender, address, phone number,
date of birth, place of birth, marital status, number of children,
name of family doctors including address and phone number,
and name of treating physician including address and phone|
number.

Prior approval request form for annual medical
examination by the staff members own physician or the
provision of computer glasses containing the name of the
requesting staff member, the type of expense (annual medical
examination by the staff members own physician or provision|
of computer glasses), the date of request, the anticipated costs|
and a free text field where the requesting staff member can add|
comments related to the anticipated expenses. The purpose of]
the form is to ensure budget availability for reimbursement of
the annual medical by a private medical practitioner or
reimbursement of computer glasses and better execution of the
HR budget.

Fit for employment certificate containing the examination
date, the name of the (prospective) staff member, the date of




Nr. | Iltem Description

birth and the declaration about their fitness for employment
and proposed workplace adjustment if needed.

Request for preventive consultation, for sick leave validation,
for consultation and advice, for special leave of child, spouse,
ascending line, family leave, for special leave medical treatment
abroad, for sick leave abroad, assessment of disability, and for
exceptional telework from abroad, the staff members and SNEs
will be directed to a hyperlink to make the above-mentioned
requests. They will need to provide full name, personnel
number, position and unit, their statutory link (SM/ SNE), email
address and phone number. Once they select an option, this will
open a set of questions relevant to their request and needed for]
the doctor and/or nurse to assess it. They will also have the
possibility to attach documents to the requestl. Once the
request is submitted, the business support team will be able to
see the data, for verifying whether the staff members/ SNEs
already have a profile with them, and pushing the request
forward to the doctor and/or nurses. If no profile exists, a new|
profile will be created for the staff member/SNE in
Planningsagenda? by the business support team. The medical
information and the nature of the request will be visible to the
business support team, the Eurojust assigned doctors and
nurses. The business support team works following delegation
from the company doctor and are responsible for managing
medical files (without access to confidential content, unless
necessary and then only under delegated authority from the
company doctor), sending standard correspondence and
documents, processing registrations, forms, and requests,
managing client data in systems (such as Planningsagenda),
supporting the creation of files and the distribution of medical
questionnaires and creating and managing schedules for
physicians, specialists, or consultation hours.

Following the submission of the request, the staff member/SNE
will receive an email with the option to create an account in
Dossier.nu, which will give them access to their own profile,
documents, certificates and appointments. For this they will
need to provide first name, last name and date of birth.

Medical certificate for absence due to sickness/accident. The
purpose of this form is to be presented to a doctor for signature,
Experience has shown that particularly Dutch doctors can be
more comfortable signing a statement without medical details
in an already prepared form instead of making a new one. By
signing the form, the treating physician declares that they have
examined the staff member and they find them unfit to work|
The period the staff member is deemed unfit to work is also|

! Secured digital system of KLM Health Services

2 Secured digital system of KLM Health Services



Nr.

Item

Description

mentioned. This is to allow the Eurojust medical service to
verify the period of sickness. The treating physician however
can still provide their own certificate if they so wish. Therefore,
this form is meant to facilitate the staff member in order to
obtain a medical certificate. If it cannot be obtained, staff|
member will follow the above process for validation and
certification.

= Certificate to justify special leave request for a sick
child/spouse/partner/relative in the ascending line. The
certificate is signed by a doctor/hospital confirming that the
staff ~member had to accompany  the sick
child/spouse/partner/relative in the ascending line during
their illness. This certificate does not contain any medical
details, only the name and date of birth of the sick person,
expected duration of the sickness and the name and personnel
number of the staff member.

Time limit for keeping the
data

[Indicate your retention period|
including its starting point;
differentiate between retention
periods of categories of persons
or data where needed (e.g. in
selection procedures:
candidates who made it onto
the reserve list vs. those who
did not)]

All email communication with staff members regarding sick leave is
kept in a dedicated folder in the HR Admin mailbox accessed only by
members of the HR Admin team and is deleted on a yearly basis by HR|
Admin as soon as the leave for the previous year is adjusted (normally]
by end February).

Fit for employment certificates are kept in the personal files for as long
as the staff member is in active service and are manually destroyed
after the staff member’s departure.

The Eurojust medical service in principle keeps medical data for the
duration of 20 years as determined by the Dutch Civil Law (Article
7:454 lid 3 of the Burgerlijk Wetboek). Data deletion is automatic,
However, Eurojust employees could request their data to be deleted|
prior to the 20 years, except if it concerns documents of which it is likely]
that their preservation is of considerable importance for another
person than the patient, or as when there are provisions in the law that
prevent the deletion (Article 7:455 Burgerlijk Wetboek). Employees are
informed of this option as a standard practice during their exit process,

10.

Recipients of the data

HR Admin, Head of HR, Eurojust Medical Service. Managers only receive
the medical service’s recommendation (not containing medical
information) in case of prolonged absences or medical part-time so
they can make arrangements.

11.

Are there any transfers of
personal data to third
countries or international
organisations? If so, to which
ones and with which
safeguards?

No




Nr.

Item

Description

12.

off
where

General description
security measures,
possible.

[Include a general description
of your security measures that
you could also provide to the
public.]

All email communication with staff regarding sick leave and special
leave is kept in a separate outlook folder only accessible by HR Admin|
staff members in line with point 9 above.

Fit for employment certificates are kept in the staff member’s personal
files that are in locked cabinets in an access-controlled office or in the
electronic personal files NDP (Numérisation du dossier personnel).

A dedicated hyperlinked questionnaire has been created for staff
members and SNEs to support the process of requesting preventive
consultation, sick leave validation, consultation and advice, special
leave of child, spouse, ascending line, family leave, for special leave
medical treatment abroad, sick leave abroad, assessment of disability,
and exceptional telework from abroad with the required information|
and attachments. The requested information will be personal
information including names, date of birth, personnel number, unit and
job title, type of postholder and contact information. Once the type of]
request is selected, a set of questions will be asked for the doctor to be
able to assess the request (dates of absence, attachments and brief
description). The answers to the questionnaire will be visible by the
business support team, who is responsible for checking if the staff
members and/or SNEs already have a profile with them or not, and
pushing the request forward to the correct person. The business|
support team works under delegation of the doctor.

A dedicated hyperlinked medical questionnaire to be filled in prior to
attending an annual medical examination or pre-employment
examinations.

A mailbox at KLM Health Services, dedicated to Eurojust only, has been|
created for all communication for making appointments and for
administrative queries.

All certificates sent by KLM Health Services will be through secured
emails with two-factor authentication.

13.

For more information,
including how to exercise the|
data subject’s rights to
access, rectification, object
and data portability (where

applicable), see the data
protection notice:
[While publishing the data

protection notice is not strictly
speaking part of the record, doing
so increases transparency and
adds no administrative burden,
since it already exists.]

Data protection notices are published on the Eurojust intranet and
public website.

https://www.eurojust.europa.eu/document/data-protection-notice-
pre-employment-medical-examination-successful-candidates-eurojust

https://www.eurojust.europa.eu/document/data-protection-notice-
annual-medical-examination-eurojust-staff-members

The business support team of KHS creates a profile for staff members|
in planningsagenda with access by the company doctor and the
business support team. Staff members can request access to their own
personal data by contacting the business support team. Staff members|
are then provided with access by secure e-mail. They can then|
download the relevant file.



https://www.eurojust.europa.eu/document/data-protection-notice-pre-employment-medical-examination-successful-candidates-eurojust
https://www.eurojust.europa.eu/document/data-protection-notice-pre-employment-medical-examination-successful-candidates-eurojust
https://www.eurojust.europa.eu/document/data-protection-notice-annual-medical-examination-eurojust-staff-members
https://www.eurojust.europa.eu/document/data-protection-notice-annual-medical-examination-eurojust-staff-members

