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PREFACE 
 

It is advisable reading this Guide from front to back: reading all the chapters in order should provide the reader 

with a growing understanding of them.  

This Guide refers to long-term mobility  named «ErasmusPRO»: a policy initiative aimed at increasing long-term 

mobility abroad, for Vocational Education and Training learners, including apprentices or recent graduates. 

Long-term mobility in VET providers and/or companies abroad (ErasmusPro) may last from 3 to 12 months.  

The last updating of all official documents, links and tools mentioned in this Guide refers t o the year of 

publication of the Guide itself (2018). Thus, they are coherent with the European Union and National Agency 

definitions for that year. They could be updated and/or transformed in the future.  

Any reference to intermediary organizations that fo llows, shall be understood as the Erasmus+ Programme 

Guide, version 1 (2019) more precisely stated: 

«this is an organisation active in the labour market or in the fields of education, training and youth which 

is not a sending organisation, but whose expertise allows it to assist the sending VET providers with 

administrative procedures, practical arrangements, matching apprentice/learner profiles with the needs of 

companies in case of traineeships, and preparing the participants. If the intermediary organisation is a partner 

in a national mobility consortium, its contribution must be clearly described as part of the project application. 

In case the intermediary organisation is not a part of a national mobility consortium, applicant organisations 

are strongly advised to formally define a set of rights and obligations when cooperating with such intermediary 

organisations». 

For additional insights about activities, partners, materials, documents and results, please visit the project 

webpage: http://www.spread -project.eu/  and the Facebook official page: 

https://www.facebook.com/SpreadProjectEU/.  

For some other definitions, rules or conditions about Erasmus+ Program which are not mentioned in this Guide, 

please see Erasmus+ Programme Guide, version 1 (2019), available online at: 

http://ec.europa.eu/programmes/erasmus -plus/resources/programme -guide_en.  

 

 

  

http://www.spread-project.eu/
https://www.facebook.com/SpreadProjectEU/
http://ec.europa.eu/programmes/erasmus-plus/resources/programme-guide_en
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INTRODUCTION  

The S.P.R.E.A.D. Project 

 

S.P.R.E.A.D. -Sharing good Practices foR European mobility Activities Development is a two-year 

project (2016-2018), implemented by a Consortium composed of six European organisations, and 

Coordinated by the Italian organisation Essenia UETP.  It was funded by the European Commission 

within the Erasmus+ Programme, KA2 (Key Action 2) - Strategic Partnership for Cooperation and 

Exchange of Good Practices. 

The project aims at promoting internationalization and transnational mobility in VET Institutes and 

organisations. Its main objectives are to upgrade the competences and skills of the staff on specific and relevant 

issues related to mobility; develop and reinforce European networks; increase the capacity of VET organisations 

to operate transnationally; and to promote work -based learning through mobility projects  in the framework of 

Erasmus+ Programme KA1 (Key Action 1) VET. 

S.P.R.E.A.D., indeed, was born to address the needs of the staff of VET organisations, Institutes and SMEs that 

expressed a strong willingness to further develop transnational cooperation activities and improve their 

knowledge, competences and capacities in implementing and managing European mobility projects following 

qualitative standards. Having daily interactions with the aforementioned subjects, the project partners noticed 

that both newcomers and already experienced organisations and professionals wished to be aware of, adopt 
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and apply successful methodologies and tools already experimented at a European level by organisations 

expert in the field. 

The project consisted in the realization of six joint staff trainings events aimed at sharing and confronting tools, 

good practices and methodologies related to the implementation and management of European mobility 

projects, first of all among the project partner organisations, all operating in the VET sector and with 

outstanding experience in the field.   

The subjects discussed in the Joint Staff Training Events represent six key-issues considered as highly relevant 

when implementing and managing transnational mobility projects:  

1. Quality in mobility projects;  

2. Competences of tutors and mentors; 

3. Intercultural issues in transnational projects;  

4. ECVET methodology and the validation and recognition of competences; 

5. ICTs and tools for the implementation and management of European projects;  

6. Dissemination and exploitation of results. 

During the S.P.R.E.A.D. project and through the six training events held at a European level, the Partners of the 

Consortium had the oppo rtunity to share knowledge, experiences, methodologies and tools related to the six 

mentioned topics.  

Partners had the opportunity to compare with each other the challenges they face when implementing 

transnational projects and the techniques to overcome them, all while identifying good practices that can be 

transferable and useful to increase the quality in mobility projects.  

After each staff training event, project partners organized local seminars aimed at spreading the knowledge 

and the good practices acquired at a European level with local stakeholders - the target group of the project.  

 

Video : https://www.youtube.com/watch?v=CMi1totqykM  

  

https://www.youtube.com/watch?v=CMi1totqykM
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The S.P.R.E.A.D. Project Consortium 

 

The Consortium of S.P.R.E.A.D. is composed of six European organisations from Italy, Austria, Malta, 

Poland, Portugal and United Kingdom, all having an outstanding experience in conceiving and 

implementing European mobility projects.  

Furthermore, each of them has specific expertise in one of the topics identified as relevant and 

treated during the six joint staff training events. They are also responsible for sharing their knowledge 

and good practices with others, in a peer-to-peer perspective 

 

 

ESSENIA UETP srl - IT, Coordinator of the Consortium, an Italian organisation 

based in Salerno.  

It has relevant experience in managing European mobility projects, as assessed 

in 2015, with the attribution of the VET Mobility Charter 1, a European award for 

the quality of mobility projects, by the Italian Erasmus+ National Agency INAPP 

(formerly ISFOL).  

Essenia UETP has brought its specific receiving, intermediaring and delivering 

expertise to the joint staff training event focused on the quality standards to 

respect and procedures to implement in transnational mobility projects.  

To know more about Essenia UETP please visit:  www.esseniauetp.it    

 

 

EUROYOUTH Portugal-PT is a Portuguese organisation with substantial 

experience in transnational mobility projects, and expertise in European funded 

projects, regarding the impacts of mobility and the development of specific tools 

and materials concerning the competences of tutors and mentors, including th e 

management and quality of international work placements for VET Schools. In 

the framework of the S.P.R.E.A.D. project, it has shared its know-how in the field, 

providing training on these issues.  

To know more about Euroyouth please visit:  www.euroyouth.org     

 

 

EUROPA TRAINING UK Ltd - UK is a British organisation, that within the 

S.P.R.E.A.D. project, has organized and hosted training activities focused on 

intercultural competences, since it is active in the mobility field and is an 

advocate for good practices in this topic, having developed innovative 

intercultur al training aimed at reducing obstacles in mobility due to intercultural 

differences with a European KA2 project.  

To know more about Europa Training please visit: 

http://www.europatrainingltd.com/       

 

 

                                                           
1 Aut. n. 2015-1-IT01-KA109-004902 

http://www.esseniauetp.it/
http://www.euroyouth.org/
http://www.europatrainingltd.com/
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 3s- RESEARCH LABORATORY - AT has great experience and outstanding 

expertise in the VET field: it is involved in research on learning outcomes in VET 

certification, is responsible for the ECVET secretariat, coordinates the Cedefop 

framework contract on the "Future role of VETó. It is actively involved in 

supporting the implementation of the EQF and ECVET and in the development 

of ESCO, and provides expertise to the European Commission and to Austrian 

Ministries on ECVET. 

In the project, it has provided train ing and shared its knowledge on ECVET and 

EU tools for validation and recognition of competences.  

To know more about 3s please visit: http://3s.co.at      

 

 DANMAR COMPUTERS LCC- PL is specialized in delivering training on ICTs and 

developing innovative teaching and project management tools on new 

technologies. Danmar has designed and developed the Project Management 

System "AdminProject", currently the only product on the market dedicated to 

the management of KA2 European projects. In the S.P.R.E.A.D. project, Danmar 

has provided training on ICT tools for project management, bringing its specific 

expertise and sharing its good practices. 

To know more about Danmar please visit:  

https://danmar -computers.com.pl/en/       

 

 PARAGON EUROPE- MT is a Maltese organisation, strongly active in the context 

of European mobility and training projects, and has specific competences in 

promotion, dissemination and exploitation of results ð the subject of the training 

that it has delivered in the S.P.R.E.A.D project.  

To know more about Paragon Europe please visit:   

http://www.paragoneurope.eu/  

 

 

 

 

  

http://3s.co.at/
https://danmar-computers.com.pl/en/
http://www.paragoneurope.eu/


S.P.R.E.A.D.  ς GUIDE PRACTICE GUIDE page - 12 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

THE CONTEXT  
 

European policies on transnational mobility  

òCrossing borders (one's own, those of others, internal vs. external borders) is a core skill for European 

citizensă2 

One should start from the beginning: what  is a ôlearning mobilityõ?  

Following the definition given by the European Commission, òit consists of going abroad to study or undertake 

trainingó.3 

Transnational mobility for learning has always been a crucial issue in European policies, and European 

Institutions constantly highlight the value of an experience of study or training abroad for t he personal and 

professional growth of the individuals in their directives, strategies and recommendations; for the acquisition 

of sectorial and transversal knowledge, competences, skills and attitudes; to facilitate the employability of 

people in the European labour market.  

 

                                                           
2 https://goo.gl/bdJ8H9  
3 https://pjp-eu.coe.int/en/web/youth-partnership/european-platform-on-learning-mobility 

Mobility in Europe for the period 2014 -2020 

 

https://goo.gl/bdJ8H9
https://pjp-eu.coe.int/en/web/youth-partnership/european-platform-on-learning-mobility
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The importance of mobility is evident in the ôAction Plan for Mobilityõ4 (2000) in order to address three major 

objectives:  

- to define and democratise mobility in Europe;  

- to promote appropriate forms of funding;  

- to increase mobility and improve the conditions for it.  

Following the aforementioned Plan, in 2001 the EU Parliament and the Council invited Member States to take 

appropriate steps to remove obstacles of mobility within the Community for students, persons undergoing 

training, volunteers, teachers and trainers5, recognizing that: òthe transnational mobility of people contributes 

to enriching different national cultures and enables those concerned to enhance their own cultural and 

professional knowledge and European society as a whole to benefit from those effectsó. 

The Strategy ôEducation and Training 2020õ6 (ET 2020), proposed by the European Commission in 2009, and 

representing the framework for the cooperation in education and training, set four common European 

objectives to address challenges in education and training systems by 2020.  

Notably, the first of these four strategic objectives was: òMaking lifelong learning and mobility a realityó, in the 

perspective of making experiences abroad an integral part of the lifelong learning paths of learners, teachers 

and trainers, and making them systemic - òthe rule rather than the exceptionó7.  

The ôET 2020õ Strategy also sets some benchmarks too for 2020 in the education field, and as for transnational 

mobility, the goal is to reach  the percentages of:  

- 6% of 18 to 34-year-olds with an initial vocational qualification  

- 20% of higher education graduates having carried out a period of study or training abroad.  

Also, the principles and the recommendations of the ôBruges Communiqu®õ8, are focused on the promotion 

of internationalization and transnational mobility in VET Institutes and organisations.  

Moreover, transnational mobility is essential in the framework of ôEurope 2020õ9, the European agenda for 

growth and jobs for 2010 -2020 that  defines a European strategy for smart, sustainable and inclusive growth to 

overcome the economic and financial crisis and improve Europe's economy, competitiveness and productivity.  

                                                           
4 Resolution of the Council and of the representatives of the Governments of the Member States, meeting within the Council of 14 
December 2000  
5 Recommendation of the European Parliament and of the Council of 10 July 2001 on mobility within the Community for students, 
persons undergoing training, volunteers, teachers and trainers 
6 /ƻǳƴŎƛƭ ŎƻƴŎƭǳǎƛƻƴǎ ƻŦ мн aŀȅ нллф ƻƴ ŀ ǎǘǊŀǘŜƎƛŎ ŦǊŀƳŜǿƻǊƪ ŦƻǊ 9ǳǊƻǇŜŀƴ ŎƻƻǇŜǊŀǘƛƻƴ ƛƴ ŜŘǳŎŀǘƛƻƴ ŀƴŘ ǘǊŀƛƴƛƴƎ όΨ9¢ нлнлΩύΥ 
http://eur -lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:52009XG0528(01)&from=IT 
7 Ibidem 
8 The Bruges Communiqué on enhanced European Cooperation in Vocational Education and Training  for the period 2011-2020 (2010) 

http://ec.europa.eu/dgs/education_culture/repository/education/policy/vocational-policy/doc/brugescom_en.pdf  
9 9ǳǊƻǇŜŀƴ /ƻƳƳƛǎǎƛƻƴ ά9ǳǊƻǇŜ нлнлΦ ! ǎǘǊŀǘŜƎȅ ŦƻǊ ǎƳŀǊǘΣ ǎǳǎǘŀƛƴŀōƭŜ ŀƴŘ ƛƴŎƭǳǎƛǾŜ ƎǊƻǿǘƘέ όнлмлύ 

http://ec.europa.eu/eu2020/pdf/COMPLET%20EN%20BARROSO%20%20%20007%20%20Europe%202020%20-
%20EN%20version.pdf 

http://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:52009XG0528(01)&from=IT
http://ec.europa.eu/dgs/education_culture/repository/education/policy/vocational-policy/doc/brugescom_en.pdf
http://ec.europa.eu/eu2020/pdf/COMPLET%20EN%20BARROSO%20%20%20007%20%20Europe%202020%20-%20EN%20version.pdf
http://ec.europa.eu/eu2020/pdf/COMPLET%20EN%20BARROSO%20%20%20007%20%20Europe%202020%20-%20EN%20version.pdf
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ôEurope 2020õ, indeed, with the Flagship initiative: ôYouth on the move - Promoting learning mobility of 

young peopleõ10 identifies learning mobility as a one of the fundamental ways through which young people 

can reinforce their professional and transversal skills, including intercultural awareness and active citizenship, 

and consequently strengthen their opportunity of employability.  

The Council Recommendation of June 201111 regarding the ôYouth on the moveõ initiative encourages Member 

States to promote t he learning mobility:  

- in all the learning and training paths (schools, vocational training, bachelor and doctoral degrees)  

- for all kind of activities (study, internship, traineeship, volunteering, exchanges) 

- in all the learning contexts: formal, informal  and non-formal  

considering it is highly valuable for all learners, researchers and entrepreneurs in all disciplines and areas.  

Of course, among the actions planned to promote and support the learning mobility across Europe, there is 

the allocation of specific funds and the creation of specific programmes.   

  

                                                           
10 Ibidem  
11/ƻǳƴŎƛƭ wŜŎƻƳƳŜƴŘŀǘƛƻƴ Ψ¸ƻǳǘƘ ƻƴ ǘƘŜ ƳƻǾŜΩ-promoting the learning mobility of young people (2011)  
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The Erasmus+ Programme and transnational mobility projects  

Erasmus+12 is the European Programme for Education, Training, Youth and Sport activities in Europe for the 

period 2014-2020. It was approved with the UE Regulation n.1288/2013 of the European Parliament and of the 

Council. It merges seven prior European programmes13 and it offers opportunities for a wide variety of 

individuals and organisations. 

Erasmus+ actions contribute to the implementation of the Europe 2020 Strategy for growth, jobs, social equity 

and inclusion, as well as the achievement of ET 2020 goals. 

Its û 14.7 billion budget is providing and will provide opportunities for over 4 million Europeans to study, train, 

gain experience, and volunteer abroad for:  

 

Erasmus+ also aims to promote the sustainable development of its partners in the field of higher education 

and contributes to achieving the objectives of the  EU Youth Strategy. 

Specific issues tackled by the programme include: 

- Reducing unemployment, especially among young people 

- Promoting adult learning,  especially for new skills and skills required by the labour market 

- Encouraging young people to take part in European democracy 

- Supporting innovation , cooperation and reform 

- Reducing early school leaving 

- Promoting cooperation and mobility with the EU's partner Countries   

The Programme is structured in 3 Key Actions:14  

                                                           
12 http://ec.europa.eu/programmes/erasmus-plus/ 
13 The Lifelong Learning Programme; The Youth in Action Programme; The Erasmus Mundus Programme; Tempus; Alfa; Edulink; 

Programmes of cooperation with industrialised countries in the field of higher education 
14 To know more about the Programme, please visit the official website: http://ec.europa.eu/programmes/erasmus-plus/  

around 2 million students 

 in Higher Education 

650,000 students in  

Vocational Education  

and Training 

800,000 teachers, 

 trainers, lecturers,  

education staff 

500,000 young people  

volunteering and youth  

exchange schemes 

http://ec.europa.eu/europe2020/index_en.htm
http://ec.europa.eu/education/policy/strategic-framework/index_en.htm
http://ec.europa.eu/youth/policy/youth_strategy/index_en.htm
http://ec.europa.eu/youth/policy/youth_strategy/empl_entrepreneurship_en.htm
http://ec.europa.eu/education/policy/adult-learning/adult_en.htm
http://ec.europa.eu/youth/policy/implementation/dialogue_en.htm
http://ec.europa.eu/education/policy/strategic-framework/education-technology_en.htm
http://ec.europa.eu/education/policy/higher-education/bologna-process_en.htm
http://eur-lex.europa.eu/legal-content/EN/TXT/?qid=1389776578033&uri=CELEX:52012DC0669
http://ec.europa.eu/education/policy/school/early-school-leavers_en.htm
http://ec.europa.eu/education/policy/international-cooperation/index_en.htm
http://ec.europa.eu/programmes/erasmus-plus/
http://ec.europa.eu/programmes/erasmus-plus/
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and 

 

For the purpose of this Guide, we will focus on Key Action 115, the one funding mobility projects in the field of 

education, training and youth and giving opportunities for students, trainees, young people and volunteers, as 

well as for professors, teachers, trainers, youth workers, staff of education institutions and civil society 

organisations to undertake a learning and/or professional experience in another country.  

But, what is a mobility project?  

As mentioned, it is a project that foresees a period abroad for its beneficiaries with the objective of enhancing 

their professional and personal competences through a period of study, traineeship, job shadowing, 

teaching/training assignments, and youth exchanges abroad.  

                                                           
15 To know more about KA1, please see the Official Guide of the Programme: 

http://ec.europa.eu/programmes/erasmusplus/sites/erasmusplus2/files/files/resources/erasmus-plus-programmeguide_en.pdf 

Key Action 1  

Learning mobility of 

individuals 

Key Action 2 

Cooperation for 

innovation and the 

exchange of good 

practices 

Key Action 3  

Support for policy 

reform 

Jean Monnet 

 Activities 
Sport  

Measures 
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A transnational mobility  

project must include three phases: 

Preparation (including: selection of participants, 

set up of agreements with partners and participants, 

linguistic/intercultural/pedagogical, task-related 

preparation of participants before departure, 

practical arrangements); 

Implementation of the mobility activities; 

(carrying out of the mobility activities, monitoring, 

tutoring) 

Follow-up (including the evaluation of the activities, 

the formal recognition - where applicable - of the 

learning outcomes of participants during the activity, 

as well as the dissemination and use of the project's 

outcomes also after the conclusion of the project). 
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The key players in mobility projects are the participants, who spend the period abroad, but the organisations 

involved in a project are the ones giving the structure to the project, being an integral part of it. Therefore, 

their level of professionalism and the quality of their services determine the implementation of project activities 

and considerably affect the success of the initiative.  To know in detail the kind of organisations involved in 

mobility and their roles, go to the Glossary section. In addition to positive effects that the project has on 

participants and on the organisation/staff involved, in the long run, the final impacts of the actions funded by 

KA1 are on the systems of education, training and youth in the participating countries, thus stimulating policy 

reforms and attracting new resources for mobility opportunities in Europe and beyond.  
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QUALITY IN IMPLEMENTING EUROPEAN MOBILITY 

 

This chapter discusses the concept of Quality in mobility projects and outlines actions and measures 

aimed at guaranteeing the respect of high standards during the whole project lifecycle. When 

speaking about quality in transnational mobility, the reference document is the European Quality 

Charter for Mobility 16, a recommendation by the European Parliament that lists the main guiding 

principles for implementing a successful experience abroad. 

To assure quality, establishing procedures and methodologies and sharing them with the project partners is 

needed from the project planning stage.  When the project is approved, and before the mobility  takes place, 

it is necessary to re-confirm  roles and responsibilities among the key actors: sending organization, participants, 

receiving organization, intermediary organization/service providers 17. This contributes to strengthen the 

commitment and assure that all are aware of the processes, documents, tools and instruments to use. Setting 

clear criteria and standards is crucial to assure the quality during mobility,  the core moment in which all the 

                                                           
16 Recommendation of the European Parliament and of the Council (No. 2006/961 18) of December 2006 on: ά¢Ǌŀƴǎƴŀǘƛƻƴŀƭ mobility 

within the Community for education and training purposesέΥ https://bit.ly/2QxQRkq  
17 Please see the Preface, page 7. 

https://bit.ly/2QxQRkq
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procedures are implemented and attention has to be paid to learning, pedagogical, practical and logist ic 

aspects. Tutoring, monitoring and evaluation activities are fundamental in this phase.  

Quality assurance does not end with the conclusion of the experience abroad, but it should be guaranteed 

after mobility  and beyond, when dealing with certification, recognition of competences, career guidance and 

valorisation of the learning experience.  

 

Definition of concept: Quality in mobility  

Everyone has an idea of what quality is, but giving a univocal definition is much more complicated than it can 

seem at first glance, being it a multifaceted term. In fact, when speaking about quality, there is a variety of 

perspectives that can be considered, basing on the point of view, the field of reference, the context and many 

other factors. Thus, depending on the abovementioned factors, definition of quality varies.  

The father of Modern Quality Movement, the American engineer, statistician, and management consultant W. 

Edward Deming (1900-1993), for example, defined quality based on: òhow efficie nt the management circle 

is in planning, implementing and making improvement in the project ó. Deming has also the merit of 

having developed a way to approach quality assurance known as ôDeming Quality Circleõ, based on 

continuous improvement.  

It foresees the fulfilment of four main actions, as follows:  

 

  

PLAN- Definition of a 

strategy and an action 

plan  

DO- Carrying out the 

activities planned  

CHECK- Evaluation of 

what has been done  

ACT- Impl ementation of 

corrective actions and 

plans  
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But, when it comes to transnational mobility projects, what does quality exactly mean?  

In the tide of possible answers, which could all be equally right and justified, the reference document that 

offers indications in understanding what is quality in the framework of a transnational mobility projects is ôThe 

European Quality Charter for Mobi lityõ Recommendation of the European Parliament and of the Council 

(No. 2006/961 18) of December 2006 on: òTransnational mobility within the Community for education and 

training purposesó. Below a synthesis of the mentioned Charter and its purpose is offered.  

 

THE EUROPEAN QUALITY CHARTER FOR MOBILITY 
 

DESCRIPTION 

 

¶ Reference document focused on the quality aspects of transnational 

mobilities carried out both for formal and non -formal learning  

 

¶ It complements, from the quality point of view, the 2001 

ôRecommendation on mobility for students, people undergoing 

training, volunteers, teachers and trainersõ  

 

¶ It consists of 10 principles, implemented on a voluntary and flexible 

basis and being adaptable to the nature and peculiarities of each 

mobility  

 

PURPOSES 

 

¶ to provide a quality framework for stays abroad in the field of 

education and training, ensuring that participants have a positive 

experience and a personal and professional growth  

 

¶ to give guidance to meet participants' expectations and the 

requirements of education bodies, institutions and mobility 

organizers  

 

¶ to improve the quality and efficiency of education and training 

systems 

 

DESTINATARIES 

 

Member States and their organizations responsible for stays abroad:  

  

¶ Education and Training Institutions and Bodies 

¶ Mobility organizers  
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Thus, to plan and implement successful mobility programmes the following ten principles should be taken in to 

account18:  

 

THE TEN QUALITY PRINCIPLES 

 

1  
INFORMATION 

AND GUIDANCE 

 

¶ Every candidate should have access to clear and reliable 

sources of information and guidance on mobility  

¶ The conditions in which it can be taken up 

¶ The roles and responsibilities of sending and hosting 

organizations 

¶ Details of the Charter itself 

 

2  LEARNING PLAN 

 

Sending and Hosting Organizations have to draw up and sign a 

clear plan that must describe:  

 

¶ Objectives of mobility  

¶ Expected outcomes 

¶ Means of achieving them/Activities to carry out  

¶ Evaluation procedures  

¶ Reintegration issues 

 

3  PERSONALIZATION 

 

Each mobility must take into account and fit in with:  

 

¶ Personal learning pathways 

¶ Skills of participants 

¶ Motivation and expectation of participants  

 

and should develop or supplement them  

 

4  
GENERAL 

PREPARATION 

 

Before departure, participants should receive preparation tailored to 

their specific needs and covering: 

¶ Linguistic  

¶ Pedagogical  

¶ Intercultural  

¶ Legal & Financial  

 

aspects, related to the mobility procedures and the Host Country 

 

5  
LINGUISTIC 

ASPECTS 

 

Language skills are relevant to: 

¶ Make the mobility more effective  

¶ Improve the learning process 

¶ Enhance Intercultural Communication 

¶ Foster the understanding of the host Countryõs culture 

So, mobility arrangements should include: 

                                                           
18 This is a schematization of the complete official document that can be downloaded at the following link: https://eur-

lex.europa.eu/legal-content/EN/TXT/?uri=LEGISSUM%3Ac11085  

https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=LEGISSUM%3Ac11085
https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=LEGISSUM%3Ac11085
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¶ Pre-departure assessment of language skills  

¶ The possibility of attending language courses in the 

language of Host Country 

¶ Language learning, linguistic support and advice in the Host 

Country 

 

6  
LOGISTICAL 

SUPPORT 

 

It includes providing participant with information and assistance 

regarding: 

 

¶ Travel arrangements 

¶ Accommodation  

¶ Insurance and Social Security  

¶ Legal aspects regarding grants and loans 

¶ Residence and work/training permits 

¶ Any other practical aspects 

 

7  MENTORING 

 

The receiving organisation should provide mentoring to:  

 

¶ Advise and help participants throughout their mobility  

¶ Ensure their integration 

 

8  RECOGNITION 

 

In case the mobility is part of a formal study or training programme:  

 

¶ The learning plan must mention that participants should be 

provided with assistance regarding recognition and 

certification procedures  

¶ For other types of mobility, for example those i n the context 

of non-formal education and training it is necessary to:  

¶ Certificate the experience through adequate 

documentation, such as Europass 

 

9  
REINTEGRATION 

AND EVALUATION 

 

When coming back to their Country, participants should receive: 

 

¶ Guidance on how to make use of the competences acquired 

during their mobility  

¶ Support with reintegration, especially after a long -period 

mobility abroad  

As for Evaluation:  

 

¶ Evaluation of the experience and of knowledge, 

competences and skills acquired abroad should make it 

possible to assess whether the aims of the learning plan 

have been achieved 

¶ Participants should be provided with assistance regarding 

recognition and certification procedures in their Country  

 

10  

COMMITMENT 

AND 

RESPONSIBILITIES 

 

The responsibilities arising from these quality criteria must be 

agreed on and, in particular, confirmed in written form by all parts 

involved:    
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¶ Sending organization 

¶ Intermediary and receiving organization  

¶ Participants 

 

 

Quality of mobility in Vocational Education and Training (VET) is relevant and to promote it, the Erasmus+ 

Programme has created ôThe VET Mobility Charterõ. It is a recognition to reward sending organisations with 

a proven track record in organising VET mobility projects for learners and staff and support them in further 

developing their internationalization strategies. A call for proposals for the award of the VET Mobility Charter 

is held annually and the requests are assessed by National Agencies. Charter holders benefit from streamlined 

procedures, including the application process. To know more about it, please visit the website: 

https://ec.europa.eu/programmes/erasmus-plus/resources/documents/applicants/vet -mobility -charter_en   

https://ec.europa.eu/programmes/erasmus-plus/resources/documents/applicants/vet-mobility-charter_en
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Transversal quality aspects  

The three main actors of a mobility project are the sending organization, the Participant and the receiving 

organization. In addition to them there could be the intermediary organization. It is an organization that the 

Erasmus+ Programme doesnõt consider compulsory, but that is relevant for carrying out a mobility project. The 

intermediary organization is a VET entity that: can be officially involved in the National Mobility Consortium or  

it can be an organization set in the destination Country of the mobility programme, not part of the Consortium. 

The role of the intermediary organization is to support the sending organization in: the matching activity 

between participants and receiving organizations abroad, the practical logistic in the destination Country, 

welcoming the participants, in monitoring both them and receiving organizations during the performing of the 

traineeships and in the related paperwork. Thus, intermediary organization can represent an additional quality 

guarantee in the project implementation.  

To assure a quality fulfillment of the learnerõs training needs and of the programmeõs objectives, it is essential 

to identify, one tutor for each of the involved organization:  sending, receiving and intermediary. They are key-

figures in charge of supporting the participant from the beginning until the end of the project and beyond, 

and monitoring the whole life cycle of the project to ensure its smooth progress.  

What should be always kept in mind is that in mobility projects the ôhuman factorõ is essential: these initiatives 

are planned and carried out by people for people, their objective is to contribute to the personal and 

professional development of individuals, and the impact of these projects is on people. Through them ð they 

aim to have impact on systems. Consequently, human relationships are the fulcrum and their correct and fair 

management plays a crucial role in determining the success of a mobility project.  

Another pivotal issue is timing : the implementation of mobility projects requires the coordination of various 

actors working on di fferent activities and the actions are all linked and connected. Given that, only the punctual 

and correct execution of each single activity by the person in charge, can assure a smooth development of the 

whole project, guaranteeing quality.  

Prior to the analysis of the quality procedures to apply before, during and after a learning mobility for 

traineeships, it is important to be aware that quality has to be guaranteed also in transversal activities that have 

to be implemented through the lifecycle of  the project, as shown below.  
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Relationship and communication among partners  

As already outlined, the success of a project, beyond all technical measures, also depends on the relationships 

between organizations taking part in it and on the quality of human interactions that are established before, 

during and after the project. Thus, it is very important establishing relationships based on common objectives, 

cooperation, trust, dialogue and flexibility, availability and the sharing of strategies to solv e criticalities. From 

the beginning of the project, communication should be transparent, clear, prompt, tailored to the audience, 

constantly updated and made through the identified channels.  

In the project planning phase is essential to get in contact wit h eligible and adequate organizations interested 

in participating in transnational projects as part of the National mobility Consortium or as Receiving 

organization or Intermediary Organization. Is fundamental choosing the most suitable organizations on th e 

basis of: the objectives and the activities of the project, their professionalism, reliability, proven and successful 

experience in the sector, the sharing of the goals of the project. If needed and planned in your project proposal, 

do preliminary visits to get to know the partners in person.  

During the implementation phase is important that all partners communicate: promptly and respecting the 

deadlines, in a clear way, using the channels identified, asking and providing feedback. An effective 

communication allows activities to be carried out in an appropriate manner, respecting times and therefore 

drastically reducing the risk of misunderstandings and, consequently, the occurrence of problems and 

disservices.  

It is necessary, dealing also with foreign partners, to take into account intercultural aspects, distinct working 

approaches and linguistic differences, which in some cases may represent a barrier and must be managed 

appropriately with a good dose of openness, flexibility and understanding.  

TO DO AND TIPS 

Remember to:  

¶ Use the European platforms and channels to identify reliable organizations (such as Erasmus+ Project 

Results Platform19). For their reliability, the organizations rewarded with the European Quality Charter for 

Mobility can also represent a good network from which draw contacts, as well as asking advice to other 

organization expert in mobility or doing networking during info -days and events organized by National 

Agencies, or even during informal meetings;  

¶ Agree with your partners dates and objectives of preliminary visits;  

¶ Make them clear about roles, responsibilities, tasks, deadlines, procedures and communication tools. 

The Receiving organizations are fundamental actors within a mobility project and they should be informed of all 

the aspects of the programme and of the profile of the trainee, as well as supported in the learning process and 

                                                           
19 https://ec.europa.eu/programmes/erasmus-plus/projects/ 

https://ec.europa.eu/programmes/erasmus-plus/projects/
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in the paperwork production. Further more, making receiving organizations aware not only of the importance 

that the training experience represent for the trainee, but also of the added value of having a participant in their 

structure, will make them more involved and motivated. It is importan t to highlight, for example, that the 

comparison with people coming from other Countries, and thus from different Education and Training systems, 

using different working methodologies and techniques enriches the receiving organizations too. Furthermore, 

from the linguistic and intercultural point of view, even if at the beginning there could be some difficulties, 

hosting a trainee can enhance: staffõs linguistic skills, the capacity of the enterprise of interacting with foreign 

customers (which is fundamental ð for example- for the ones operating in the Tourism sector) and even 

contribute to strengthen their internationalization strategy. Last but not least, participation in Erasmus+ projects 

represents also a commitment from the social point of view: it mea ns contributing to the further development 

of Europe and its citizens and supporting the future of young people, promoting their mobility, their inclusion 

in the society, their creativity, their ideas.   
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Relationship and communication with participants  

Participants are ôthe reason whyõ of a mobility project, the process of professional and personal growth should 

be ôlearner-centeredõ and the transnational experience is aimed at addressing learnersõ training needs. 

Communicating with participants is a del icate issue and both the style of communication and the written 

information provided should be adapted to the audience.  

The communication should be clear, made in an easy and comprehensible way, using a familiar and/or a formal 

language, according to the situation and purpose. Communication should be personalized and differentiated 

on the basis of the background of the individuals, their linguistic skills and even their personality.  

Obviously, the relationship with participants must be based on trust, dia logue, confidence and respect: as will 

be specified further on, in the planning phase they should be informed of the initiative in order to ôfeelõ their 

interest towards it and having an idea of the needs to be addressed.  

Once the project is approved, through info -days they should be provided with all the information on how to 

apply to get the grant and on all the aspect of the implementation of the transnational mobility.  

Since the selection procedure, it is important trying to understand not only their personal and professional 

profile, but also their character and personality; important characteristics and needs should be discussed with 

the Receiving Organization. In the preparation step, the relationship with participants should be reinforced and  

consolidated, paying attention to their weak and strength points and the building of the mobility group of 

participants should be strongly promoted. They should understand that tutors and other staff members 

involved in the project are working to provide the best possible experience, are available to clarify their doubts, 

support them in all the steps, but at the same time the participants should be instructed on how to interact 

with their tutors and should  be capable of discerning among the issues they can face alone to grow and the 

situations in which they need to be supported. During the implementation of the mobility, through the 

monitoring and evaluation activity, the relationships between participants and the tutors from sending, 

receiving and intermediary organization is strengthened, communication is constant and made through 

different channels. After the mobility experience the young people participating will continue interacting with 

the sending for the completion of follow -up phase and they will find in the figures of tutors the reference 

persons on which count on for further advice and career guidance. 
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TO DO AND TIPS 

Given that the participants are very young, that often it is the first time they go abroad and in most of the cases 

the mobili ty represent their first work experience, remember to:  

¶ Use a clear and understandable language both in oral and written communications 

¶ Establish a transparent relationship based on trust and dialogue 

¶ Make participants clear about roles, responsibilities, deadlines, procedures and communication tools. It 

is important they know: what, when, how and to whom should/could they address to, according to the 

issue/situation  

¶ Make examples to allow them understanding how to act and communicate in given situation they may 

face abroad 

¶ Highlight the importance of promptness and the consequences of a tardive communication to let 

understand why a correct and well-timed transmission of information is needed. If they change their 

bank account during the mobilit y period abroad, for example, they must immediately communicate it 

via e-mail to the sending organizationõs tutor in order to let him/her be aware of the change, inform the 

administrative office and avoid the rejection of the money transfer of the pocket m oney due to the bank 

account detailsõ change. 

¶ Make the receiving organizations aware of the language barriers and difficulties and misunderstandings 

that can originate from that and from intercultural differences  

¶ Communicate through  both  formal and informal channels, including social media. For specific issues, 

Facebook and WhatsApp groups can be very useful especially when interacting with young people.  

 

 

.  
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Project management -monitoring - evaluation  - formal fulfillments ð financial issues  

A correct and qualitative management of a transnational mobility project implies knowledge, awareness and 

implementation of all the activities that assure the fulfillment the Erasmus+ Programmeõs rules and 

requirements of the National Agency that funded th e project.  

First of all, so, it means complying with the Erasmus+ regulation and respecting the Agreement with the 

National Agency.  

Once the project is approved, the contracting procedure with the National Agency takes place. During the 

implementation , all the actions should be done to contribute to reach the goals of the Programme and of the 

project funded, and the activities have to be carried out following what planned in the proposal approved. 

Project management includes not only the operative plannin g and execution by each partner of the activities 

according to roles and responsibilities agreed, but also coordinating the relationships among them, and the 

ones with participants and stakeholders.  

Part of project management is monitoring: a constant act ion of checking the project progress, verifying with 

specific tools and activities that it is implemented on time and respecting the workplan. Monitoring is aimed 

at checking that the objectives are reached and that the implementation of the mobility (ever y single 

traineeship) is done assuring the acquisition of learning outcomes by the participants, as planned. The 

monitoring activity allows to detect any obstacle or delay at early stage, and to implement problem solving 

strategies. Management includes also the evaluation of the project, done analyzing quantitative and qualitative 

data, recollected during the whole project through dedicated tools. This activity permits to measure the impact 

of the project at multiple levels. First of all on participants, wh ose personal and professional growth is the main 

objective of the mobility, and then on: participating organizations, stakeholders, training systems, local and 

European context. 

Financial management is a relevant issue to: it is important keeping track of all the expenses made, make 

money transfers in a transparent way, store in adequately all the payment proofs, remind about the activation 

of a Financial Guarantee (if applicable) and doing financial reporting on the Mobility Tool. When using the 

project budget, it is necessary to keep in mind the principle of value for money.   

Details on management procedures will be explained throughout the chapter and the whole Guide.   
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TO DO AND TIPS 

Remember to:  

¶ Read carefully the Erasmus+ Programme Guide published every year, the Agreement with your National 

Agency and any other document/template provided by them for the management of the project 

(Agreement with participants, Learning Agreement, technical notes, financial fulfillments)  

¶ Attend the info -days and meetings organized by the National Agency and ask to your project tutor from 

the National Agency in case of any doubt  

¶ Make sure that all the actions implemented have as a final purpose the satisfaction of participants, the 

acquisition of learning outcomes and the achievement of the projectõs objectives.  

¶ Identify the tutors from the sending and receiving organization and intermediary organization ð if this 

typology of intermediary organization is foreseen  

¶ Design monitoring tools both for the whole project and any single mobility experience and apply 

promptly strategies to solve criticalities.  

¶ Record relevant information in form of fully and truly completed quantitative and qualitative data 

regarding monitor ing/evaluation/formal aspect for: measuring the impact, evaluate the whole project 

and provide proofs for any external check and audit. Keep all your files in order and keep them both in 

paper and digital format  

¶ Implement the 4 actions of the Deming Quality Assurance cycle thorough the project: PLAN- DO- 

CHECK- ACT 

¶ Take care to keep all the documents needed to justify the implementation of the activities (e.g. boarding 

passes, monitoring docs, etc.) and use the Mobility Tool20 (and/or any other kind of  platform required 

by the National Agency) to record activities and do financial reporting  

  

                                                           
20 The Mobility Tool (MT) is a web platform made available by the European Commission to manage and report on Erasmus+ projects. 
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Involvement of stakeholders  

In addition to the partners formally participating in the project, the organizations and the individuals 

implementing its activities, mobility projects are a subject of interest also for external actors.  

Stakeholders are all the entities and people that can benefit ð also indirectly - from projectõs activities and 

results, and maximize them, contributing to their dissemination and exploitation.  

Stakeholders should include:  

¶ Public Bodies whose activities are related to education and training, such as Region, Municipality and 

their Education and Labour Market Departments, Employments Services and career guidance, public 

and private VET centers and Institutes, Schools 

¶ Trade Unions, Federation of Employers 

¶ Companies, especially those operating in the sector of the project, both in the Country of origin and 

the Countries of destination of the mobilities  

Stakeholders should be informed of the project objectives and activities since the planning stage. Depending 

on their profile and competences, they can support the initiative participating in it as associated partner, 

signing a letter of interest to attach to the proposal or contributing to the definition of the local territory 

training and work needs. Once the project is approved, stakeholders can help the partnership in: promoting 

the initiative, publishing the Call for selections on their website, informing potential participants, sensitizing 

the local territory and its public and private VET entities, including politicians and companies operating in the 

sector of the project. Likewise, during the implementation of the project, stakeholders can support the 

dissemination of its activities and results, promoting the participation of new subjects. They can also help - 

when appropriate - to the recognition and validation of competences acquired by participants (if they are the 

Public entities entitled to do that). At the end of the project they can contribute to advertise the results achieved 

with a wider public, th ey can maximize the impacts of the initiative promoting the local development, and they 

take part in the final conference/event of the project. In the follow -up phase, stakeholders can support the 

entry in labour market of the former participants in the pr oject once returned in their home Country, by sharing 

their updated CVs to companies operating in the sector of reference.  
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TO DO AND TIPS 

Donõt forget to: 

¶ at planning stage draft a list of potential stakeholders and inform them of the objectives of the project  

¶ design letters of interest for each of them, listing in it the role of the stakeholder on the basis of their 

profile, competence, sector of activity and availability. Give them any explanation they could need to 

sign the letter of interest and atta ch them to your application  

¶ create a database of stakeholders with all their contacts and roles, so to know who to get in touch with, 

how and why. This database can be enriched with the contacts of new stakeholders that will be involved 

during the project implementation  

¶ inform stakeholders of any news and event related to the project through adequate channels on the 

basis of their profile. 

Remember that other learners, potential participants in the ongoing project or in the future ones, represent 

stakeholders too. 
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Dissemination 21 

Dissemination is a relevant aspect of a transnational mobility projects and a whole Chapter of this Guide is 

dedicated to this aspect.  

Dissemination allows not only the promotion of the project but also the sharing of its results, both inside and 

outside the participating organization and individuals, broadening its impact on other people and entities.  

To adequately carry out these activities, since the application stage it is important to define a dissemination 

plan, that can be further detailed during th e implementation of the project.  

The plan should identify the target groups and these main aspects: why, what, how, when, to whom and where 

disseminate during and after the lifecycle of the project.  

The exploitation consists in contributing to the spread ing of the successful results of the project also among 

stakeholders at local, regional, national and at European level, with the purpose of maximizing the impact of 

the project. 

TO DO AND TIPS 

Make sure to:  

¶ design and keep always updated the Dissemination Plan specifically created for the project;  

¶ make clear dissemination roles and responsibilities within and outside the partnership; 

¶ make the objectives clear and elaborate targeted strategies using adequate channels, communication 

tools and style according to the target group ; 

¶ use the database of stakeholders specifically created (see page 32, involvement of stakeholders- to do 

and tips); 

¶ respect communication and exploitation rules and channels foreseen by Erasmus+ Programme; 

¶ organize at least one launch conference one final conference of the project. The launch event should be 

open to the public and it should involve in it not only the participating organizations, but potential 

participants and their families, VET Institutes and centers, education communities, representatives of 

decision-makers, companies of the sector of the project, public education bodies and all the public and 

private stakeholders. In the final Conference should be present also the participants that took part in it, 

that can share their experience and become ômultiplier agentsõ of the initiative. You can also plan the 

virtual participation of the foreign receiving organizations through videoconference ; 

¶ use the Erasmus+ Project Results Platform to disseminate the results achieved. 

 

                                                           
21 To know ƳƻǊŜ ŀōƻǳǘ 5ƛǎǎŜƳƛƴŀǘƛƻƴΣ ǇƭŜŀǎŜ ǎŜŜ ǘƘŜ /ƘŀǇǘŜǊ ά5ƛǎǎŜƳƛƴŀǘƛƻƴ ƻŦ 9ǳǊƻǇŜŀƴ ǇǊƻƧŜŎǘǎέ, page 134. 
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Timeline in mobility: before, during and after  

Before the mobility  

 

To implement a successful mobility project, it is necessary to keep in mind that quality assurance starts at the 

project planning stage , when attention has to be paid to the definition of the features of the project . It means 

that you have to agree with your National and European Partners on the objectives of the initiative, the roles 

and responsibilities within the partnership, the training needs of the learners, the procedures of monitoring 

and evaluation of the tr aineeships and of the whole project.  

Be sure to refer to the Learning Outcomes to be acquired by the learners, basing on what set by the Ministry 

of Education for the professional profile, but donõt forget to adapt them to the training offer of the Institute 

they come from and the actual level of competence of learners.  

After the project approval  and the signing of the contract with the National Agency, the following aspects 

have to be taken in account to assure quality. 

Information and guidance of all ac tors involved  

To guarantee quality in mobility it is necessary that all the actors involved are given correct, clear and complete 

information and guidance on all the aspect regarding the project and the experience abroad.  

This activity starts since the writing of the proposal, it is implemented in a more detailed at the beginning of 

the project, with the official communication of the approval of the project until its end and beyond, when an 

action of evaluation of the impact of the project and the activity of career guidance is carried out.    

The sensitization of individuals and organizations is essential to assure that all are aware of the objective of 

the project, its activities, responsibilities, the training pedagogical approach, the logistic and the organizational 

issues, the regulation and the legal and financial framework. 

Carrying out an effective action of information and guidance means not only providing detailed information 

and set procedures to be able to answer to questions and solve doubts, but also guaranteeing transparency.  

All the relevant documents on: the Erasmus+ programme, the mobility project, the agreements, the destination 

Countries, the management, monitoring, evaluation and dissemination procedures should be easily accessible 

and clear to all. In the cases in which it doesnõt go in conflict with privacy issues, these information and 

documents can be also available on-line.   

BEFORE  

MOBILTY 

DURING  

MOBILTY 

AFTER 

MOBILTY 
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TO DO AND TIPS 

Donõt forget to: 

¶ Send official communication to all Partners involved ; 

¶ Provide detailed information on the project, publishing news on website, social media ; 

¶ Organize internal meeting to inform staff/potential participants, organize a launch event ; 

¶ Specify all the detail of the project, including the project contract number and Erasm us+ logo, and 

communication rules; 

¶ Mention all the relevant information about the project ; 

¶ Make the information and documents available to all those interested ;  

¶ Be available through dedicated e-mail and phone number to give information/guidance and clarif y any 

doubt ; 

¶ Involve: the contact persons/staff responsible for the implementation of the project and the potential 

participants. 
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Re-confirmation of roles and responsibilities among participating organizations and 

setting procedures  

The following section is divided in 3 main points:   

ƴ RE-CONFIRMATION OF ROLES AND RESPONSIBILITIES  

ƴ SETTING OF A DEFINITIVE WORKPLAN AND TIMETABLE 

ƴ DRAFTING INTERNAL AGREEMENTS AMONG INVOLVED ORGANIZATIONS 

 

RE-CONFIRMATION OF ROLES AND  RESPONSIBILITIES 

Immediately after the confirmation of the approval of the project by the National Agency, it is necessary to 

contact promptly  the organizations involved at application time in order to inform them of the success of the 

project and to start its implementation, reconfirming roles and responsibilities.  

The communication should be made via e-mail and it is important that it reports all the data of the project and 

all information and documents that were shared at the application stage. The purpose of the communication is 

to remind partners about the commitment taken: the lap from the  submission of the proposal to its approval 

can take same times, and usually the evaluation procedures takes some months and the organizations involved 

may need a reminder. Take into consideration also that: organizations may have taken part in different mobility 

projects submitted, so they need the exact references in order to donõt get confused. Furthermore, especially in 

the case of Public Entities, also due to their asset and hierarchy, reaching the contact persons in charge of the 

project can take more time.   

In addition to the communication of approval, i t is recommended to organize face-to-face meetings with 

National partners and virtual meetings and exchanges of e-mails with EU partners  

TO DO AND TIPS 

Participation was assured by Mandate. Itõs time to:  

¶ Resume and re-confirm in written form all the aspects of the project management and implementation 

and be sure that key-actors are completely aware of all procedures; 

¶ Confirm the allocation of tasks and responsibilities; 

¶ Discuss any eventual changes (budget cut, internal and organizational changes; Legal 

Representatives/contact persons changes) and agree on new assets. 
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SETTING OF A DEFINITIVE WORKPLAN AND  TIMETABLE 

Timing is essential.  

At application stage a workplan and a timetable to show its development during lifecycle of the project have 

been provided. The timing planned in the proposal is generally respected, even if it may slightly vary due to 

organizational issues and/or new necessities.  

Thus, on the basis of what was planned at application stage, after the approval the elaboration of a definitive 

working plan and a timetable taking in account internal and external factors and the different needs of actors 

involved is needed. 

TO DO AND TIPS 

Be sure to consider the time needed for practical/logistic organization of the stay abroad and:  

¶ The capacity of the intermediary organization; 

¶ The Sector of the traineeship; 

¶ Receiving organizationõs availability. It is important to understand which periods of the year are suitable, 

and avoid periods in which the receiving organizations have too little or too much work: in the first case 

there would be few tasks to assign to the trainees, and in the second one it may happen that ð due to 

the workload- the receiving organization tutor doesnõt have the time to take properly care of the trainee.    

¶ School Calendar; 

¶ Destination Country Holidays; 

For example, when analysing the compatibility of the dates of mobility among sending and receiving 

organization, holiday days should be verified to avoid to send trainees abroad during periods in which receiving 

organization are closed and, consequently, the participants cannot perform the traineeship.   

All the above-mentioned issues should be verified in order to guarantee the quality of the traineeships abroad.  

 

 

 

 

 

 

 



S.P.R.E.A.D.  ς GUIDE PRACTICE GUIDE page - 39 

GOOD PRACTICE:  

MOBILITY FLOWS TIMETABLE 

In addition to the general timesheet covering all the phases of the project, that should have been attached to 

the proposal at application time and that should be adequately updated after the approval, it is advisable to 

create a specific timetable for the mobility flows to monitor the exact dates of each step. In the template shown 

is indicated the timing of the:  

¶ opening and closure of the Call for application: generally, the call is opened for about one month ; 

¶ selection interviews: about two weeks after the closure of the call;  

¶ contracting of the candidates selected: about two weeks after the selection; 

¶ preparation of participants: about two weeks before the departure of the mobility flow ; 

¶ departure date: depending on the duration of the traineeship and travel days;  

¶ return date: depending on the duration of the traineeship and travel days . 

 

All the timing put in the template above is indicative and it constitutes an example based on Essenia UETP 

experience.  
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DRAFTING INTERNAL AGREEMENTS AMONG  INVOLVED ORGANIZATIONS 

The Partnership of a mobility project can be made of: Applicant (Mono -beneficiary) and the European partners, 

or a National Mobility Consortium (Multi -beneficiary) and the European partners.  

In any case, drafting and signing of agreements to make responsibilities clear to all concerned and be sure to 

safeguard programme requirements, it is required both with National and European organizations involved.  

All the participating organizations will cooperate in the implementation of the project and the agreeme nt is 

needed in order to coordinate all the activities and the mobility, whose carryout is based on a delicate balance 

among partnersõ roles, timing, responsibilities.   

Respecting deadlines is essential because all the activities are linked and a good coordination is necessary to 

guarantee the proper execution of tasks, that allows the other organization to carry out their ones. For example, 

the sending organization will need to book the flight tickets for the participants, but to do so it must have - 

within the deadline fixed - the definitive confirmation of accommodation availability from the organization in 

charge of this aspect, and so on. 

A written agreement ensures quality for and commitment by all actors. It has to cover all the aspects from the 

beginning of the project to its end and beyond.  

All the people involved in the mobility project must be aware of the project objectives and of the modalities of 

management, monitoring, evaluation of the project.  

A successful mobility project requires a careful organization of practical aspects to guarantee to participants an 

adequate experience abroad. For the provision of these services can be required the presence of services 

suppliers. Even if these subjects may be companies not directly involved in the mobility project, it is important 

that they are made aware of the framework in which their work will be performed. So, it is relevant to inform 

that: the services they are offering will be a part of a project funded by the European Programme Erasmus+, and 

so there are rules and quality requirements to respect; they will be dealing and interacting with young people 

that may need assistance, so they have to guarantee availability to support participants in solving any problem 

related to the service they are offering; that there could be some communication problem due to language 

barriers/intercultural issues, so they have to be prepared for this. 

TO DO AND TIPS 

ALL THE AGREEMENTS MUST REPORT:  

¶ Data of the contracting parties ;  

¶ Contacts (e-mail and phone); 
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¶ Communication means; 

¶ Dates/Periods of mobility ;  

¶ Activities/responsibilities; 

¶ Timing/Deadlines; 

¶ Instructions/Methodology ;  

¶ Obligations/Penalties; 

¶ Risk management/Obstacles resolution; 

¶ Signatures of Legal Representatives of both parties. 

Suggestions regarding the aspects to include in the agreement - depending on the contracting parties are given 

below.  

AGREEMENTS WITH PROJECT PARTNERS  

As for partners of the project, both National and foreign ones, it is necessary to define in the written agreement 

the period of mobility and agree on specific issues regarding the achievement of project objectives.  

¶ Commitment to guarant ee the achievement of the project objectives, results and learning outcomes  

¶ Commitment to respect the management, monitoring and evaluation procedures set and agreed. The 

setting of these procedures is aimed at assuring the coherence between the learning outcomes and the 

activities to perform; the adherence with the MoU (Memorandu m of Understanding) drafted at 

application stage and ECVET methodology/approach for recognition, to guarantee the achieving of 

learning outcomes and an actual and valuable training experience.  

¶ Set the deadlines for the signing of the Learning Agreements, for the administering of monitoring 

questionnaires to trainees and tutors, for the sending of documents and so on, as set in the procedures. 

¶ Budget management and respect of the principle of value for money.  

AGREEMENTS WITH SERVICES SUPPLIERS 

Be sure to include in the written agreement all the aspects regarding the services offered. For example, for 

accommodation services, donõt forget to agree on and mention issues specified below.  

Characteristics of accommodation:  

¶ Number of people in the flat ; 

¶ Proximity to the city center and/or to the receiving organization. The choice between these two options 

is very delicate. This aspect can be tricky and may not satisfy all the preferences of every individual that 

is part of the mobility flow, since generall y they go abroad in groups ; 
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¶ In facts, the decision is made for each mobility flow on the basis of an overall evaluation of several 

factors, such as: the size of the destination city, the location of the receiving organisations according to 

their typology a nd sector, the local transportation availability and their efficiency, and so on; 

¶ Area served by local public transportation and supermarkets, pharmacies; 

¶ Equipment and appliances, including heating system and Wi-Fi; 

¶ Bills;  

¶ Standards of the housing facility and cleaning . 

Organizational aspects  

¶ Availability of the number and typology of accommodations in the requested period ;; 

¶ Deadlines to provide the information regarding the accommodation identified and the distribution of 

the trainees in them, in order to allow the fulfil lment of the related actions by the other organizations 

involved. For example: to permit to the sending organization transfer the i nformation to participants and 

Receiving organizations and buy the flight tickets for the participants ; 

¶ Timing for check-in and check-out; 

¶ Rules and behaviour (silence hours/curfew/recycling/respect of flat -mates or landlord), including 

obligations/penalti es; 

¶ Emergency numbers; 

¶ Guarantee deposit and consequences in case of proven damage; 

¶ Terms and conditions for cancelling a booking ; 

¶ Advance notice for change of apartment ;  

¶ Tranches of payments according to the mobility flows of the project . 
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Selection phase  

The following section is divided in 3 main points:   

ƴ SELECTION CRITERIA AND PROCEDURES  

ƴ PUBLIC CALL FOR APPLICATION 

ƴ SELECTION PROCEDURE: INTERVIEWS 

 

SELECTION CRITERIA AND  PROCEDURES 

The selection phase is crucial in the implementation of a mobility project and it highly contributes to determine 

the success of the initiative. It must be transparent and fair.  

In the project proposal the selection criteria and procedures should have been already described and potential 

participantsõ profiles have been identified (a kind of pre-selection), but after the project approval the actual 

selection procedure is held to re-confirm the participants that after time (proje ct evaluation and approval and 

implementation of the preliminary phases) may have changed their needs and ð consequently- availabilities.   

Once the project is approved, the actors involved have to be informed and must be aware of all the aspects 

regarding: the principles on the basis of which the selection of participants will be made, the criteria and their 

weight in the evaluation of the candidates, all the details of the selection process, the documents to produce, 

and so on. 

TO DO AND TIPS 

Take care to respect equal opportunities and take in consideration:  

¶ Specific sending organization needs/rules; 

¶ Regulations of the destination Country; 

¶ Sector specific Requirements in the destination Country; 

¶ Sector specific receiving organizationsõ requirements. 

Remember that: 

¶ The process that leads to the choice of the selection criteria is based on the concept of inclusion. In facts, 

will be chosen not only the most brilliant participants, but all those that through this experience can 

improve their skills, especially when the entry competences have to be reinforced.  If in your project you 

include people with special needs and/or with fewer opportunities (including special educational needs) 

be sure first of all of putting in the application form the detailed description of th eir needs and foresee 

ð if necessary - the budget items to fulfil l their exigencies, both in terms of equipment and 
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accompanying/supporting persons (such as, for example, wheelchairs, special needs teaching assistant, 

physiotherapist, and so on). You should make sure that you can offer a quality experience from all the 

points of view and you can identify a suitable accommodation and transport services, as well as an 

appropriate receiving organization able to satisfy both the training and practical needs of these 

categories of participants. Obviously, in this case, it will be your responsibility to make the receiving 

organization and all actors involved aware of the needs and set detailed agreements with them. 

¶ The traineeship experience abroad is aimed at satisfying the training needs of the participants. Thus, it 

is important to identify accurately such needs for each participant during the selection phase to assure 

a good matching activity.  

 

 

PUBLIC CALL FOR APPLICATION 

Once the selection criteria and procedures have been reconfirmed and shared, it is necessary to prepare and 

publish the Public Call to recruit the participants. To do so, recollecting all the relevant information to provide 

potential participants clear det ails is needed.  

The Public call should be complete and exhaustive and it should be published on all the communication 

channels and media in order to reach a wide audience and, obviously, the target group. The Public call should 

include annexes to further specify the information given and the documents to fill in to apply for the mobility 

grants. The application forms must be understandable, easy to fill in, requiring all the needed data, and 

containing useful information that a t a later stage can be transferred and used by the intermediary 

organization to arrange the mobility.  

TO DO AND TIPS 

The Public Call should include:  

¶ Project data, objectives, recipients; 

¶ Reference to Erasmus+ Programme and use of its lettering/graphic rules; 

¶ Number of grants/Sectors/destination Countries ; 

¶ Requirements and selection criteria (including priority), grid with marks ; 

¶ Time and place of selection, contracting, preparation, mobility; 

¶ Deadlines and procedure for application using annexes; 

¶ Services offered and pocket money; 

¶ Certification issued; 

¶ Phone and e-mail contacts to ask for information . 
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It is useful to give information also on the implementation of the project:  

¶ Details on services and destination Countries;   

¶ Obligations; 

¶ Behaviour code; 

¶ Conditions and consequences of retirement before/during the mobility . 

 

 

GOOD PRACTICE:  

APPLICATION PACKAGE ð RELEVANT INFO 

Designing application forms easy to fill in and exhaustive allows to recollect the information needed by both 

sending organization and receiving organization, permitting to make the procedure smooth and fast. It is a 

fundamental tool, because it allows to build a broader database, that will be enriched with new fields as you 

proceed with the project management and you wi ll need to include new information. (Please see GOOD 

PRACTICE- Info Travel and Flights at page 57 and GOOD PRACTICE- Database  see the Annex I at page 153). 

An example of database designed by Essenia UETP follows, for reasons of space it is reported on more rows:  
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GOOD PRACTICE:  

INFO ABOUT NATIONALITY AND NEED OF VISA 

It is important to know  the Nationality of potential participants  since the application stage. In facts, if they come 

from a Third Country not included in the ones of Schengen Area22, even if they have a valid VISA and are allowed 

to live, work and study in a European Country, they may need to apply for a VISA to perform their traineeship 

abroad, also in the case it is an experience during less than 90 days. It is relevant, thus, to know the situation 

since the application stage, in order to allow the sending organization to:  

¶ Get in contact with the local and foreign Authorities to know if the trainee needs any VISA and/or any 

other document to perform the traineeship, depending on the Nationality of the trainee and the 

updated immigration/entry rules of the destination Country.  

¶ Have detailed information on the procedure to follow, the timing of the request/application/VISA 

issuing, the costs the documentation that the sending itself, the trainee, the receiving organization and 

the intermediary organization, the accommodation supplier will have to produce and provide.  

This information is needed in order to make the potential participant aware, since the selection phase, of the 

eventual procedure he/she will have to undertake in order to get the VISA, if selected, and make sure that he/she 

is willing to take the responsibility to do that, both in terms of commitment and eventual costs.  In case he/she 

is selected and signs the contract, the sending organization will have to coordinate the activity of all actors 

involved in the request of VISA and will have to organize his/her mobility taking in to account, among many 

other issues, also that the time of the departure of this participants may be different to the one of the other 

mobility flows : it must be considered the timing of the VISA procedure, that usually starts at least 3 months 

before the mobility.  

 

GOOD PRACTICE:  

APPLICATION PACKAGE -  PROFESSIONAL FOCUS 

To understand participantsõ expectation and background is useful to ôguideõ them in producing a sort of 

motivation letter: in most of the cases, being them very young, it is the first time they produce such documents, 

so they need support because they donõt know how to do it. This helps in matching the profile of the participants 

and adequate receiving organizations, also and most of all for those who have a ôweakerõ entry profile. In 

addition to the personal data, this document should contain at least the following information:  

                                                           
22 Detailed information on Schengen can be found at the following link: https://ec.europa.eu/home-affairs/what-we-

do/policies/borders-and-visas/schengen_en 

 

https://ec.europa.eu/home-affairs/what-we-do/policies/borders-and-visas/schengen_en
https://ec.europa.eu/home-affairs/what-we-do/policies/borders-and-visas/schengen_en
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¶ The education background : area of study (e.g. tourism & catering, administration, etc.), institute23 

from which they come from (name and city of the Institute, dates from which and to it has been 

attended) specific field of studies (e.g. Tourism and Hospitality) any other course, training path and 

education experience carried out (e.g. computer technology course)    

¶ Language Knowledge : level of knowledge of both the language of destination Country and other 

languages (Speaking, Listening, Writing)  

¶ Work experience : Name of the company, length of the experience, description of the position covered, 

responsibilities, task performed. This part of the document should also include the working experiences 

carried out in the framework of train eeships done as: practical part of the school educational path, 

mobility with projects funded through European and National funds (Erasmus+, FSE, etc.) 

¶ Hobbies  and personal interests:  the candidates are invited to give information about themselves. This 

helps in understanding their personalities and in identifying other competence and skills (including 

social, communication, organizational ones) acquired in non-formal, informal and formal contexts  

¶ Traineeship expectations and preferences : assumed that the trainee will carry out the traineeship in 

his/her field of study, he/her is anyway requested to choose from a list three preferences related to 

specific sectors/areas coherent with his/her professional/study experiences. For each of the preference, 

must be specified which tasks he/she is able to perform. This information is helpful when - for different 

reasons - the trainee canõt undertake the placement in the sector of its study. For example, this happens 

when a recent graduate should do its traineeship as a receptionist but he/she hasnõt an adequate level 

of foreign languages knowledge to interact with the customers. In this case he/she can list other 

preferences related to its educational background.  

The traineeships have the purpose to satisfy participantsõ training needs (or- at least some of them, such as the 

linguistic, professional ones) and enhance their social and soft skills. Of course, this is always auspicable but not 

always possible due to several factors. For example, learning specific work-related tasks may be difficult or even 

not possible if the regulations of the destination Country require authorizations or specific National training to 

perform them, or the use given equipment/tools. In  some Countries, for instance, special certifications are 

required: to work with children and minors, in health sector when using tools or devices for patientsõ care, or 

industrial machinery due to their riskiness.  

 

  

                                                           
23 In the case the project has not been submitted by a Mono-beneficiary but by a National Mobility Consortium (Multi-beneficiary) ,  
and so the participants can be recruited from different Institutes  
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SELECTION INTERVIEWS 

Once the Public call for selection is closed, is needed the check of the formal correctness of the applications 

received and the possession of the participation requirements by the candidates.  

When this action is over, a formal convocation by e-mail of th e eligible candidates admitted to selection 

interviews has to be made. The internal staff in charge of the selections has to be informed in detail on how to 

carry out the procedure and must be in possession of the related documents in advance. Finally, in the day fixed, 

individual interviews with candidates admitted to selection has to be made, respecting the principles of 

transparency, fairness and equal opportunities.  

TO DO AND TIPS 

To be sure the procedure is transparent and fair:  

¶ Produce clear reference instructions for selectors  

¶ Share evaluation tools and methods with internal staff responsible of selections 

¶ Publish Minutes of the selection and Ranking Grids 

When selecting the participants, donõt forget:  

¶ To verify their identity documents and record them ; 

¶ Establish a relationship based on trust with candidates: this will make the communication easier during 

the implementation of the project and it will facili tate the resolution of problems, in case they will occur 

¶ To let them sign the attendance list; 

¶ To apply non-discrimination principles and be unbiased; 

¶ To ask scenario-related questions; 

¶ To verify the correspondence between what declared in the application and the actual competences 

with regards to the possession of requirements and the professional and linguistic skills. Testing the 

knowledge of the foreign language itõs not discriminatory, but it helps in identifying the right placement. 

It is important to  assess linguistic skills both to do an adequate selection and matching activity: for 

example, in case of a low English knowledge level, it is not possible working in certain companies or 

sectors and in given Countries. Thus, the selector can propose the choice of another kind of receiving 

organization or he/she can propose to perform the traineeship in another Country (according to the 

destination Countries available from the project and the call). Furthermore, making the candidate aware 

of this, avoids that the expectations are disappointed and puts him in the position to decide if to accept 

the proposal and if to participate or not in the mobility ; 

¶ To understand candidatesõ personalities, background and expectations. This is a sensitive aspect: not 

always the education and training background of the candidates coincide with their expectations. For 

example, it happens that those which have attended a training path chosen by their parents wish to 
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change sector and do a traineeship in another sector during the mobility. Thus, they lack the professional 

competences needed to work in the sector they wish and - on the other hand - the Erasmus+ Programme 

foresees that they do the traineeship in the field of their education, to integrate it with a practical 

experience. In these cases, the sending organization has to find an adequate solution balancing the 

respect of the Programme and the desire of the candidate, making him/her aware of the importance of 

the European opportunity 24 and explaining how the situation can be overcame;  

¶ To evaluate also the personal skills and attitudes and the non-formal and informal experiences and 

competences; 

¶ To verify that the candidates have fully understood the Call, the objectives of the project and all the 

aspects related to the mobility experience, and its terms and conditions. This action is aimed also at 

making the potential participants more aware and empowered.  

  

                                                           
24 The Erasmus+ Programme establish that recent higher education graduates can undertake a traineeship only within 12 months 

from their higher graduation.  
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GOOD PRACTICE:  

INSTRUCTIONS FOR SELECTORS 

To carry out a fair and transparent selection, the selectors have to be informed in advance on the assessment 

criteria and procedures: to avoid impartiality or misunderstandings it is important to have a reference document 

explaining how to evaluate each candidate and how to report the score assigned.  
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GOOD PRACTICE:  

RANKING GRID 

The creation of a ranking grid is useful to have a clear and unbiased overview of the ranking assigned 

 

From the good practices tools shown in the section ôSelectionõ (Professional Focus, Instructions for selectors, 

Ranking Grid) is clear that setting the criteria for the selection procedure and establishing their weight in 

evaluating the candidatesõ profile is strongly related to the objective of the Erasmus+ Programme: more 

importance is given to the motivation and possession of the characteristics  and attitudes required to undertake 

the experience abroad, and less relevant are the score related to the CV and language.  

The item graduation mark/school performance doesnõt even appear in the tool ôRanking gridõ.  This is a 

deliberate choice: according to the goals of the Programme, aimed at promoting the inclusion of people with 

fewer opportunities, the motiv ation for the learning experience abroad constitutes a more valuable criterion of 

selection. 

  



S.P.R.E.A.D.  ς GUIDE PRACTICE GUIDE page - 52 

Contracting: written agreement between sending organization and participants  

The signing of a contract between the sending organization and each participant in the project, regulating all 

the aspects of the mobility experience is needed to formalize the mutual commitment.  

It allows the begin of the activities and procedures aimed at personalizing the individual training expe rience 

of each participant.  

In order to produce a contract complete and correct, the first step is consulting the guidelines for management 

of mobility projects and the templates of contracts with participants, both provided annually by the National 

Agency and usually published on its official website. 

Then, these reference documents must be used to create the contract between the sending organization and 

participants, personalized with the data, reference numbers, periods of mobility, contact persons, contacts (e-

mail and phone), characteristics of the project, etc.  

It is important that all the points of the contract are well explained to the participants during face -to face 

meetings aimed at giving them all the information and made them completely aware about what they are 

going to sign about the mobility experience from all the points of view.  

 

TO DO AND TIPS 

Remember to:  

¶ Allow the parents of the selected trainees - especially in the case they are very young, and even if they 

are legally adult- to attend the contracting phase, so they become completely aware of what their 

sons/daughters  are going to sign and, at the same time, they are reassured on the proper organization 

of the mobility.  

Be clear and mention in the contract:  

¶ All relevant project data and emergency contacts; 

¶ Details of the grant supply (services and pocket money); 

¶ Financial support conditions, money transfer modalities; 

¶ Retirement before/during the mobility and consequences ; 

¶ Responsibilities & Obligations/ Measures for not -compliance;  

¶ Insurance details; 

¶ Formal aspects and documents; 

¶ Pedagogical, Intercultural and work-related preparation implementation, OLS obligations (registration, 

first access and entry test, attendance, final test and issuing of the certificate with level achieved); 

¶ Details on the destination Country;  
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¶ Commitment to answer to the Mobility Tool questionnaire sent by EU Commission and, eventually others 

survey from National Agency or by the sending organization with regards to the impact of the mobility 

experience.  

Remember to ask the participants to have with them and put in the contract:  

¶ Bank Account Data for pocket money transfer; 

¶ E-mail for commun ications; 

¶ E-mail of parents for urgent communications . 

Donõt forget to make the participants clear about the modalities of matching activity between trainees and 

receiving organizations: specify them that the receiving organization will be communicated to each participant 

only few weeks before the departure, since the choice of the receiving organization for each trainee is 

personalized and this process requires time.  

This procedure is applied if you organize the mobility project that does not choose the r eceiving organization 

for the trainee on the basis of its already existing network of enterprises, but you are an organization that 

personalizes the traineeship experience abroad on the basis of the profile of every single trainee. This process 

assures the quality of the learning experience and the application of inclusive approaches, giving to all the 

eligible candidates the opportunity  to participate, and not only to whose that have profiles matching with the 

already existing network of receiving organizations.  

Quality is also complying with National/EU laws, so donõt forget to ask to the participants to sign, for example:  

¶ Authorization for money transfer on their bank accounts ; 

¶ Privacy Consent for use of images, personal data and information and their storage; 

¶ Tax Declaration to avoid their Erasmus+ grant is taxed. 
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Personalization of the placement, learning agreement & logistic  

Once the contracting procedure has been done the personalization of the mobility experience for each 

participant can start. It is a crucial phase, that includes the production of documents and the preparation and 

organization of all the aspects of the traineeship and of the whole experience abroad. 

Once the contracting procedure has been done the personalization of the m obility experience for each 

participant can start. It is a crucial phase, that includes the production of documents and the preparation and 

organization of all the aspects of the traineeship and of the whole experience abroad. 

This step implies the close cooperation of the participating organizations, both the National ones and the ones 

in the destination Country, and some of the activities that are part of the personalization of the placement, 

learning agreement & logistic are interdependent and/or have to  be carried out simultaneously. 

First of all, the sending organization has to send to the intermediary organization /receiving organization  the 

CV and all the useful documents produced by the candidate when he/she has made the application to 

participate in the project. These documents are the ones on the basis of which the matching activity between 

every single trainee and the receiving organization will be made. Furthermore, it is important that both the 

intermediary and the receiving organization is made aware of any specific and particular information regarding 

the trainee (e.g.: special needs, allergies, diseases, specific diet needs, etc.). All the mentioned documents and 

information have to be provided to the receiving organization within the deadline established and included in 

the agreements stipulated among the organization. Compliance with deadlines allows the execution of the 

matching activity in a proper way: it is a crucial, delicate and time-consuming activity on which it depends ð 

largely - the success of the training experience for each participant. 

In this phase, also the organization of the stay from the point of view of the ac commodation should be made: 

at this point the accommodation supplier can receive the details of the mobility flow (including name and sex 

of the participants), proceed with the confirmation of the availability in terms of concrete days of stay, 

according with what established in the agreement previously signed. As always, timing is crucial as always and 

once the accommodation supplier has confirmed the dates, the sending organization can proceed also with 

the travel arrangements.  

It is time, in facts, also to organize the travel for the participants, activity that includes the identification and 

booking of flights (and/or any transportation mean) from the Country of the sending organization to the 

Country and vice versa, and the organization and booking of transfers to and from the airports.  

Once the matching activity has been done, respecting the timing agreed, the identification of the three tutors 

is completed: the one from the sending organization, the one from the intermediary organization, the one 

from the receiving organization. At this point it is possible to:  

¶ Prepare the Learning Agreement for each participant. This document must include: the objective of 

the individual participant mobility, detail of the mobility programme, the details of the sending and 
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receiving organizations, the names and contact of the traineeõs tutors, the learning outcomes, the 

means for achieving them and activities to carry out; 

¶ Add the data and information regarding participants and receiving organizations in the Mobility Tool ; 

¶ Do the procedures for the request of the Europass Mobil ity Document for each participant to the NEC;   

¶ Activate the insurance for all the trainees. 

In case of trainees needing a VISA to perform the traineeship abroad, please take into consideration that the 

phase of personalization of the placement, learning agreement & logistic will foresee different timing and 

activities, according to the specific requests of documents, authorizations and procedures that the competent 

Authorities of the origin and destination Country impose.  

TO DO AND TIPS 

Make sure that:  

¶ The personal documentation of participants is complete and correct ; 

¶ You have names and contacts of the referent of the intermediary organization and of the receiving 

organization; 

¶ You send the CV and the other relevant information to the intermediary and r eceiving organizations 

following the right timing as agreed with them ; 

¶ The intermediary and receiving organizations have received such documents: ask them for feedback; 

¶ The intermediary and receiving organization are aware of any important issue regarding eventual needs 

of the participant (e.g.: allergies); 

¶ The intermediary organization knows and follows the principles of reliability on the basis of which it has 

to identify the receiving organizations ; 

¶ If necessary, Skype call to allow the receiving organization that make such request to interview and 

virtually know the potential trainee are organized ;  

¶ The intermediary organization has sent you all the information required at most two weeks before the 

departure of the participants. The respect of this schedule is important to allow the sending organization 

to carry out properly the phase of preparation of the participants , having all data. It is advisable to give 

to all participants  information about the receiving organizations during the preparation phase, so - when 

possible - everybody get to know it at the same time ;  

¶ The receiving organization identified is reliable and meets the quality criteria. A good matching activity 

gets as a result, on one hand, the identification of a receiving organization compatible with participantõs 

sectorial competences, linguistic skills, attitudes and expectation, and on the other , the needs and the 

activities that the receiving organization can offer to the trainee;   

¶ The accommodation supplier has sent you the information regarding the division of trainees in its 

accommodation at most two weeks before the departure of the participants ;  
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¶ The accommodation standards agreed with the service suppliers/landlords are respected. Assuming that 

all accommodations must comply with local regulations, each Country has its normative standards that 

differ among them and can differ from the ones of Country of origin of the trainee. For a good 

knowledge of the destination Country and i ts local lifestyle by the participant, it is important that he/she 

experiences the local habitat and standards without expecting or pretending the ones he/she is 

accustomed to in his home Country; 

¶ You have booked in advance flights and other means of transportation to stay on budget and you have 

carefully considered the timing and the days, the connections, the departure/arrival airports, the 

connections with the city center, the availability and needs of your partners in the destination Country. 

After an accurate analysis of all these factors, the final decision has to be made assuring the best and 

more comfortable options for the participants. Sometimes a choice may seem anyway inconvenient from 

the point of view of the participant, but probably, consideri ng all the factors, options and availability of 

the actors involved, it represents the best solution;    

¶ The Learning Agreement is complete and correct, ready to be signed by sending organization, learners 

and receiving organization. It clearly describes the objective of the individual participant mobility, detail 

of the mobility programme, the details of the sending and receiving organizations, the names and 

contact of the traineeõs tutors, the learning outcomes, the means for achieving them and activities to 

carry out. During the selection process of the participants all their transversal, professional and linguistic 

competences were identified and they represent the start point to define the Learning agreement, taking 

in consideration also their expectations and informal background ; 

¶ You have activated the insurance for each learner for the activities related to the project (including the 

preparation in the sending Country);  

¶ The procedure for the Europass Mobility Documents has been activated with the National Europass 

Centre (NEC); 

¶ The information has been put in the Mobility Tool, or any other tool that will be made available by the 

European Commission and or the National Agency. 
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GOOD PRACTICE:  

INFO TRAVELS AND FLIGHTS 

In order to have an overview of travels and flights of each mobility flow, to give punctual travel information to 

participants and to keep record of the related expenses, it is recommended to record the travel information and 

detail of the costs for each mobility flow per Country . These columns are added to the main database you should 

have started to create (please see the section GOOD PRACTICE- Application package ð Relevant Info at page 

45). 

 

 

GOOD PRACTICE:  

PREPARATION OF LEARNING AGREEMENT 

For each participant, a Learning agreement  should report: the objective of the individual participant mobility; 

the detail of the mobility programme; the details of the sending and receiving organizations; the names and 

contact of the traineeõs tutors; the learning outcomes; the means for achieving them and activities to carry out 

has to be produced and signed by the parties involved (sending organization, receiving Organization, 

participant). The template of the learning agreement is provided by each National Agency annually and usually 

it is published on the official website of each NA. To promote the use of European tools and procedures for the 

recognition of professional prof iles and competences, the learning agreement should include the EQF level of 

the professional profile and the ECVET procedures (or approaches)25 put in place. It is useful to attach to it also 

an ôAssessment Gridõ, that will report the evaluation of the receiving organization tutor and the self -evaluation 

of the participant with regards to the achievement of each Unit of Learning Outcomes. This document can 

                                                           
25 Many European Countries have still to define their national ECVET objectives and the progress of the implementation of the 

Recommendation of the European Parliament and of the Council of 18 June 2009 on the establishment of a European Credit 
System for Vocational Education and Training is still limited. Even within different Regions of the same Country the validation 
and recognition of competences can be authorized or not. Anyway, starting adopting the ECVET principles and procedures adds 
quality to mobility project. An ECVET approach within a project consists in:  
BEFORE MOBILITY:  
- Identification of Learning Outcomes (knowledge, competences and skills) and division into Units of Learning Outcomes 
- Signing of the Memorandum of Understanding among the project partners  
- Sharing and signing the Learning Agreement with ECVET reference between the sending body, the receiving organization and 
the trainee 
DURING MOBILITY:  
- Evaluation of Learning Outcomes by the receiving organization 
AFTER MOBILITY:  
- Validation of the Learning Outcomes just between sending and receiving organization 
The complete ECVET system procedure, instead, foresee the formal validation and recognition of Learning Outcomes by the 
Responsible Validation Bodies/Institutions identified according to different regulations by each European Country. To know more 
about the ECVET system, please see related Chapter of this Guide, page 111. 
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represent a validation of the learning outcomes acquired by the trainee made by the sending and receiving 

organization. Depending on the internal rules and procedures within the two organizations,  it could be a further  

step that contributes to the implementation of the ECVET approach. The assessment grid is a certificate that, 

even in the case it is not officially recognized by the Training and Education System, it can be anyway exploitable 

in the labour market by the trainee ( who can, for example, attach it to his/her CV) since it certifies the 

achievement of the learning outcomes by two VET organizations. The following grid is an example of the tool 

designed by Essenia UETP, that is accompanied by instruction on how to fill it in. It contains the Units of learning 

outcomes agreed by the sending organization and receiving organization before the mobility ta kes place and 

the acquisition of which is monitored and assessed on the basis of the monitoring and evaluation procedures 

shared by the parties involved. 
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MANAGEMENT AND ORGANIZATION OF INFORMATION AND DOCUMENTS  
  

ACTIVITY 

 

It is fundamental to build a database to store and organize all the information 

regarding the mobility flow, from the beginning until the end. 26 

In the section Before Mobility - GOOD PRACTICE- Application package ð 

Relevant Info (page 45) it has been suggested to create an excel database 

starting from the information given by candidates for mobility programme. As 

said, this document can be shared with partners from the starting phase to 

organize the mobility, and it has to be regularly updated with all the informat ion 

that progressively increase with the development of the project, by adding new 

columns to the pre-existing excel file.  

After selection, contracting, booking of travels, logistic procedures and before the 

preparation of participants, you will have to d o a punctual update and integration 

of the already existing information and organize and store of all the new data and 

information.  

QUALITY TIPS 

 

There are not fixed rules to create and organize it, but it is advisable: 

¶  to give it a chronological order, to be sure to have a complete overview 

of the information step by step and check quickly if something is missing  

¶ to use it to set deadlines to send questionnaires, OLS test, and so on, 

basing on the mobility dates.  

¶ to di vide it per participant, to identify immediately if the documentation 

for each learner is complete and correct 

Remind to keep the database always up-to-date its effectiveness resides in the 

newness and reliability of the information  

 

                                                           
26 ¢ƻ ƪƴƻǿ ƳƻǊŜ ŀōƻǳǘ ǇƭŀǘŦƻǊƳǎ ŀƴŘ L/¢ ǘƻƻƭǎ ǘƻ ǳǎŜ ŦƻǊ ǇǊƻƧŜŎǘ ƳŀƴŀƎŜƳŜƴǘ ǇǳǊǇƻǎŜǎΣ ǇƭŜŀǎŜ ǎŜŜ ǘƘŜ /ƘŀǇǘŜǊ ΨL/¢ ǘƻƻƭǎ ŦƻǊ ǘƘŜ 
ƳŀƴŀƎŜƳŜƴǘ ƻŦ 9ǳǊƻǇŜŀƴ ǇǊƻƧŜŎǘǎΩΣ ǇŀƎŜ 119. 

GOOD PRACTICE:  

DATABASE 

Please see the database at page 153. 
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Pedagogical, intercultural, linguistic, work -related preparation  

The sending organization organizes a specific training to prepare the participants for their experience abroad 

from the pedagogical, intercultural and work -related point of view. When planned/needed a specific language 

course is held. During this phase it should be given also support in carrying out the linguistic preparation 

through the OLS platform (when applicable, as will be specified hereafter). The person in charge of carrying 

out the pedagogical, intercultural, work -related preparation - and eventually to give support in explaining the 

OLS procedures - is the tutor from the sending organization. Even if in some cases the participant may have 

already meet him/her during the selection step, the preparation phase, is the occasion in which the tutor from 

the sending organization introduces himself/herself officially as project tutor. The preparation stage is one of 

the most important ones since it represents a moment of professional and personal growth, and of 

enhancement of the relationship and trust between partici pants and sending organization. Itõs an occasion to 

remind to participants how the matching activity has been carried out. The preparation phase is aimed at 

raising awareness on the mobility experience and, with the support of expert tutor(s) ables to appl y 

pedagogical tools and techniques, it allows to support the participants by:  

¶ Giving information and means to undertake the mobility with consciousness ; 

¶ Explaining them how to act in a working environment, including all the procedures to implement, who 

to warn and with which channels give notice, when they are sick and canõt go to the company, or they 

have to ask for days off; 

¶ Listening to their doubts and fears, answer their questions and reassure them, embrace their reflections 

and make them active protagonists of the mobility ; 

¶ Creating occasion to socialize with the other participants and ôbuild the groupõ; 

¶ Developing their self-confidence, autonomy and decision-making ability ; 

¶ Reinforce their knowledge of Europe and the European citizenship; 

¶ Offering gu idance to get the most from the learning and training experience abroad both from the 

personal and professional point of view; 

¶ Strengthen their linguistic skills . 
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TO DO AND TIPS 

Be sure to:  

¶ Provide detailed information on the Erasmus+ Programme and its objectives, the project learners are 

involved in, the mobility process, and its desired effects on the participants and, in a bigger vision, on 

the System (family, peer group, city, Country, Europe, World); 

¶ Clarify to participants roles and responsibilities of the sending, intermediary and receiving organization;  

¶ Give details of bureaucratic and financial aspects; 

¶ Deliver all official documents; 

¶ Communicate officially the details of the receiving organization to each participant; 

¶ Give information on destination Country/city and the receiving organization, including its contacts and 

references of receiving organizationõs tutor ; 

¶ Give details about their travel, transfer, etc.;   

¶ Provide - if needed- a sectorial language course to learn the lexicon of the working sector ; 

¶ Carry on the preparation in a participative way, integrating formal, non -formal and informal education 

and use digital and innovative tools 27, doing games, simulations and role-play activities, and favor the 

socialization among the group ; 

¶ Explain in details the use and the value of the European instrument and tools like ECVET and Europass 

and of the certification issued by the project and let them understand how these documents can be used 

and exploited during and after the mobility experience. 

Furthermore, at this stage is important to explain to the participants that - even if everything is accurately 

arranged - not always all the aspects of the mobility will be implemented as planned, because unexpected events 

can happen: comprehension and adaptability are essential in mobility, as in daily life. It could happen, for 

example, that their accommodation may be changed due to unexpected events. It may occur that a tenant, not 

necessarily belonging to the mobility flow group, but  still living in the same apartment or building of a trainee 

(because it has been rent by the same landlord/provider) get injured. In this case, even the trainee may end up 

being moved to a new room/floor -apartment: i.e. the building get no elevator  but the injured needs it . Moreover, 

it may happen that the receiving organization tutor during the traineeship has commitments abroad or out the 

office, so the trainee will be supervised by another member of the staff, to mention a few.  

 

  

                                                           
27 To know more about pre-departure preparation and intercultural issues, please see thŜ /ƘŀǇǘŜǊ ΨLƴǘŜǊŎǳƭǘǳǊŀƭ LǎǎǳŜǎΩ ŀƴŘ Ψ¢ǳǘƻǊƛƴƎ 
ϧ aŜƴǘƻǊƛƴƎΩΣ ǎŜŜ ǇŀƎŜ 98 and page 84. 
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GOOD PRACTICE:  

  PEDAGOGICAL VADEMECUM 

It is recommended to design a user-friendly, 

understandable and compact Vademecum to guide 

the participants step by step, in order to give to the  

all the necessary information on the implementation 

of the Erasmus+ programme, the documents to 

provide during the different phases of the project 

and the procedures to carry on, and a check list. 

MOBILITY PROGRAMME 

Participants should have a personalized and detailed 

mobility programme including all the relevant 

information about: travel, transfer, schedule of the 

meetings with the intermediary organization, receiving 

organization details, traineeship details including tasks 

and learning outcomes, monitoring procedures, 

accommodation, local transport. Donõt forget to 

include: contacts of tutors, emergency numbers, 

instruction on how to activate a local cell phone SIM 

car, how to register to a general practitioner.  

 

INFO PACK DESTINATION COUNTRY CITY 

A traineeship abroad is not only about work, it is also 

a moment of personal growth and the occasion for 

developing intercultural competences and 

reinforcing European citizenship. Thus, it is 

important to provide tips on the destination Country, 

informing the participants about culture, habits, 

customs, as well as giving historical and touristic 

information. This will support the participants in 

integrating in the foreign Country.   

 

LINGUISTIC PREPARATION ð OLS PRESENTATION &  

SUPPORT 

For mobility experiences lasting more than 19 days, 

the Erasmus+ Programme provides an online 

Linguistic preparation through the free platform OLS 

(Online Linguistic Support). To guarantee the correct 

use of this tool, it is recommended to support the 

participants providing them information on its 

functioning and assuring they access and attend the 

online course. If the knowledge of the language of the 

destination Country is low, it is recommended to plan 

from the application stage a face-to-face linguistic 

preparation to assure that participants are able to 

communicate in the foreign l anguage and know the 

sectorial vocabulary of the field of the traineeship.  

 

  



S.P.R.E.A.D.  ς GUIDE PRACTICE GUIDE page - 63 

Detailed description of the procedures set with partners  

To implement a mobility project in a proper way, as mentioned , it is necessary to agree, set and respect 

management, tutoring, monitoring and evaluation procedures.  

This assures that the carrying out of the activities is done respecting quality criteria and according to the 

objectives of the project, that all the o rganizations and individuals involved in the management and 

implementation of the activities are aware of what, how and when they have to perform the actions.  

The process starts at application time when the procedures are outlined, while after the approval of the project 

they are specifically developed, agreed and put into writing in the agreements.  

Before the mobility takes place, it is important to send to the involved organizations reminder regarding the 

procedures agreed before the mobility and includ ed in the agreement, in order to be sure that they are 

respected and correctly implemented. 

 

TO DO AND TIPS 

It is fundamental to identify the responsible persons of each receiving organization and that they will 

cooperate according to what established.  

Make sure that within your organization and within the ones of your partners abroad, are aware of:  

¶ The duration of mobility ;  

¶ The learning objectives; 

¶ The monitoring and evaluation tools to use ; 

¶ The timing for administering questionnaires ; 

¶ How to fill documents and how to give instructions to participants and receiving organizations for the 

completion ; 

¶ How to act to detect difficulties and implementing problem solving strategies ; 

¶ The promptness in communication with relevant subjects involved ;  

¶ How to act and which documentation to provide in case of any variation on what agreed, for example 

in case of a justified change of receiving organization for the trainee. 
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GOOD PRACTICE 

RECAP OF DOCUMENTS AND TOOLS 

In order to be sure that the partners have clear in mind procedures, it is useful to draft a synthesis resuming the 

documents to be used, how to fill them, when to produce/administer and transmit them to the responsible 

organization. Below follows an example designed and used by Essenia UETP 
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