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TRAINING PROGRAMME SPECIFICATION 
[bookmark: _Hlk11333450]»Slovenia's Presidency of the Council of the European Union 2021– skills and languages«


Object of the tender: implementation of the training programme »Slovenia's Presidency of the Council of the European Union 2021– skills and languages«. 

[bookmark: _Hlk11848658][bookmark: _GoBack]Slovenia will hold the Presidency of the Council of the European Union in the second half of 2021. With a view to improving the knowledge and skills of civil servants needed to successfully carry out the Presidency, the training programme for the 2021 Slovenian EU Presidency focuses on three main areas: 1) EU content (EU institutions and decision-making process, programme of the Slovenian Presidency), 2) special skills for the Presidency (chairing meetings, communication skills and protocol) and 3) foreign languages (English and French).

The training will be carried out modularly in the form of short seminars and workshops (one to three days) and short language courses. It will take place from November 2019 to spring 2021 in Ljubljana and Brussels. Interactive learning methods will be used, focusing on the simulation of practical examples and active participation. The training will be carried out for the following target groups: ministers, state secretaries, working party chairpersons, deputy chairpersons, national delegates, administrative staff, coordinators, and spokespersons / public relations officers and translators / interpreters. 

Design and implementation of the training programme is managed by the Administration Academy at the Ministry of Public Administration. 

Description of Training

1. »Preparing and Chairing Council Meetings: For Ministers«

Duration: 8 teaching hours (one day)

Target groups: Ministers with their teams (state secretaries, directors-general, heads of EU services) 

Purpose: The aim of the training is to provide participants with the knowledge and practical skills required to successfully fulfil the role of an EU Council chairperson.
 
Main training topics:	
· Formal and informal rules of carrying out Council meetings:
· Organising meetings
· Chairing meetings
· Reaching consensus
· Communication skills
· Teamwork
· Negotiating and lobbying
· Performing the duties of the Presidency in critical situations (e.g., time pressure, complex topics, disagreement between member states, conflict management and reconciliation)
· Simulations and roleplays for chairing a meeting

Language: English

2. »Preparing and Chairing Working Party Meetings I«

Duration: 8 teaching hours (one day)

Target groups: Working party chairpersons, deputy chairpersons, national delegates 

Objectives: The aim of the training is to provide participants with the knowledge required to successfully fulfil the role of a working party chairperson.

Main training topics:	
· Working parties and their tasks, agenda, structure and movement of documents
· Tasks, competencies and skills of the chairperson of a working party; key competencies of a successful leader
· Planning and preparing meetings, setting and achieving targets
· Roles of chairpersons and national delegates
· Negotiating and lobbying

Language: English

3. »Preparing and Chairing Working Party Meetings II«

Duration: 16 teaching hours (two days)

Target groups: Working party chairpersons, deputy chairpersons, national delegates 

Objectives: The aim of the training is to provide participants with the practical skills required to successfully fulfil the role of a working party chairperson.

Main training topics:
· Formal and informal rules of carrying out working party meetings:
· Organising a meeting
· Chairing a meeting
· Reaching consensus
· Communication skills
· Teamwork
· Negotiating and lobbying skills
· Performing the duties of the Presidency in critical situations (e.g., time pressure, complex topics, disagreement between member states, conflict management and reconciliation)
· Simulations and roleplays for chairing a meeting

Language: English

4. »English for the EU Presidency I«

Duration: 16 teaching hours (two days)

Target groups: Working party chairpersons, deputy chairpersons, national delegates, coordinators 

Objectives: The aim of the training is to provide participants with the practical skills in English required to successfully communicate about EU issues.

Main training topics:	
· EU terminology (institutions, legal order)
· Presentations and in-depth discussions on current EU matters related to the participants' professional fields
· Effective communication: formal and informal expressions, small talk
· Cultural diversity

Language:	English

5. »English for the EU Presidency II«

Duration: 24 teaching hours (three days)

Target groups: Working party chairpersons, deputy chairpersons, national delegates 

Objectives: The aim of the training is to provide participants with the practical skills in English required to successfully fulfil the role of a working party chairperson.

Main training topics:	
Practicing the essential language skills needed for effectively chairing working party meetings:
· Preparing meetings
· Meeting agendas
· Chairing meetings
· Forming and presenting positions, summarising proposals and presenting them
· Expressing criticism
· Writing abstracts
· Reporting
· Language of negotiations and lobbying
· Simulations and roleplays for chairing a meeting

Language: English

6. »English for Spokespersons and Public Relations Officers«

Duration: 16 teaching hours (two days)

Target groups: Spokespersons and public relations officers

Objectives: The aim of the training is to provide participants with the practical skills in English required to successfully fulfil the role of spokespersons and public relations officers during the Presidency.

Main training topics:	
· EU terminology (institutions, legal order)
· Presentations and in-depth discussions on current EU matters related to the participants' professional fields
· Presentation of Slovenian positions on EU issues
· Effective communication: formal and informal expressions, small talk
· Presentation of Slovenia (Presidency programme, characteristics of the country, etc.)
· Cultural diversity

Language: English
7. »English for Administrative Staff«

Duration: 16 teaching hours (two days)

Target groups: Administrative staff

Objectives: The aim of the training is to provide participants with the practical skills in English required to successfully fulfil the role of administrative staff during the Presidency.

Main training topics:	
· EU terminology (institutions, legal order)
· Effective written and phone communication: formal and informal expressions
· Cultural diversity

Language: English

8. »Designing Documents in English«

Duration: 8 teaching hours (one day)

Target groups: Working party chairpersons, deputy chairpersons, national delegates, coordinators, spokespersons, public relations officers

Objectives: The aim of the training is to provide participants with the practical skills in English required to successfully design documents during the Presidency.

Main training topics:	
· Structuring and drafting various texts
· Formulating positions
· Writing effective conclusions and reports
· Effective use of dictionaries
· Various levels of formality
· Formal types of various texts (reports, letters, e-mails, etc.)

Language: English

9. »From English to French (and Vice Versa)«

Duration: 16 teaching hours (two days)

Target groups: Working party chairpersons, deputy chairpersons, national delegates, spokespersons, public relations officers

Objectives: The aim of the training is to provide participants with the practical skills required to successfully use English and French during the Presidency.

Main training topics:	
Spontaneous switching between English and French in the context of the EU Presidency:
· Exercises in switching between the languages in various situations

Language: English and French

10.  »French for the EU Presidency I«

Duration: 16 teaching hours (two days)

Target groups: Working party chairpersons, deputy chairpersons, national delegates, coordinators

Objectives: The aim of the training is to provide participants with the practical skills in French required to successfully communicate about EU issues.

Main training topics:	
· EU terminology (institutions, legal order)
· Presentations and in-depth discussions on current EU matters related to the participants’ professional fields
· Effective communication: formal and informal expressions, small talk
· Cultural diversity

Language: French

11. »French for the EU Presidency II«

Duration: 24 teaching hours (three days)

Target groups: Working party chairpersons, deputy chairpersons, national delegates

Objectives: The aim of the training is to provide participants with the practical skills in French required to successfully fulfil the role of a working party chairperson.

Main training topics:	
Practicing the essential language skills needed to effectively chair working party meetings:
· Preparing meetings
· Meeting agendas
· Chairing meetings
· Forming and presenting positions, summarising proposals
· Expressing criticism
· Writing abstracts
· Reporting
· Language of negotiations and lobbying
· Simulations and roleplays for chairing a meeting

Language:	French

12. »French for Spokespersons and Public Relations Officers«

Duration: 16 teaching hours (two days)

Target groups: Spokespersons and public relations officers

Objectives: The aim of the training is to provide participants with the practical skills in French required to successfully fulfil the role of spokespersons and public relations officers during the Presidency.

Main training topics:	
· EU terminology (institutions, legal order)
· Presentations and in-depth discussions on current EU matters related to the participants’ professional fields
· Presentation of Slovenian positions on EU issues
· Effective communication: formal and informal expressions, small talk
· Presentation of Slovenia (Presidency programme, characteristics of the country, etc.)
· Cultural diversity

Language: French

13. »French for Administrative Staff«

Duration: 16 teaching hours (two days)

Target groups: Administrative staff

Objectives: The aim of the training is to provide participants with the practical skills in French required to successfully fulfil the role of administrative staff during the Presidency.

Main training topics:	
· EU terminology (institutions, legal order)
· Effective written and phone communication: formal and informal expressions
· Cultural diversity

Language: French

14. »Designing Documents in French«

Duration: 8 teaching hours (one day)

Target groups: Working party chairpersons, deputy chairpersons, national delegates, coordinators, spokespersons and public relations officers

Objectives: The aim of the training is to provide participants with the practical skills in French required to successfully design documents during the Presidency.

Main training topics:	
· Structuring and drafting various texts
· Formulating positions
· Writing effective conclusions and reports
· Effective use of dictionaries
· Various levels of formality
· Formal types of various texts (reports, letters, e-mails, etc.)

Language: French

Implementation dynamics
	Training
	Number of sessions during the duration of the contract / duration in teaching hours

	Preparing and Chairing Council Meetings: For Ministers
	8 x 8 teaching hours

	Preparing and Chairing Working Party Meetings I
	30 x 8 teaching hours

	Preparing and Chairing Working Party Meetings II
	30 x 16 teaching hours

	English for the EU Presidency I
	31 x 16 teaching hours

	English for the EU Presidency II
	30 x 24 teaching hours

	English for Spokespersons and Public Relations Officers
	3 x 16 teaching hours

	English for Administrative Staff
	7 x 16 teaching hours

	Designing Documents in English
	30 x 8 teaching hours

	From English to French (and Vice Versa)
	2 x 16 teaching hours

	French for the EU Presidency I
	3 x 16 teaching hours

	French for the EU Presidency II
	2 x 24 teaching hours

	French for Spokespersons and Public Relations Officers
	1 x 16 teaching hours

	French for Administrative Staff
	1 x 16 teaching hours

	Designing Documents in French
	3 x 8 teaching hours



The timeframe of the training delivery shall be agreed between the Contracting Authority and the Provider on a case-by-case basis.

Providers
Tenderers may be legal persons of public or private law.

Place of training
The training will take place at locations in Ljubljana.

Presentation of training
The tenderer, who meets all the required conditions, shall provide the representatives of the Administrative Academy of the Ministry of Public Administration, upon their request, a 30-minute detailed presentation of the program module and learning methods before signing the contract. In the event of a rejection of the preliminary presentation, the bidder's bid will not be considered.

Contract
The selected training provider must sign the contract within 15 days of receiving the signed contract by the contracting authority. The validity of the contract is up to the use of the planned funds in the amount of 1,171,810.00 € with VAT, or no longer than 2 years from the signing of the contract.
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