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	1. Information about the participants

	Contact details of the home organisation

	Name of organisation
	

	Address
	

	Telephone/fax
	

	E-mail
	

	Website
	

	Contact person
	

	Telephone/fax
	

	E-mail
	

	Contact details of the host organisation

	Name of organisation
	

	Address
	

	Telephone/fax
	

	E-mail
	

	Website
	

	Contact person
	

	Tutor/mentor
	

	Telephone/fax
	

	E-mail
	

	Contact details of the learner

	Name
	

	Address
	

	Telephone/fax
	

	E-mail
	

	Date of birth 
	(dd/mm/yyyy)

	Please tick
	☐ Male
☐ Female

	Contact details of parents or legal guardian of the learner, if applicable

	Name 
	

	Address
	

	Telephone
	

	E-mail
	

	If an intermediary organisation is involved, please provide contact details

	Name of organisation
	

	Address
	

	Telephone/fax
	

	E-mail
	

	Website
	

	Contact person
	

	Telephone/fax
	

	E-mail
	




	2. Duration of the learning period abroad

	Start date of the training abroad 
	(dd/mm/yyyy)

	End date of the training abroad 
	(dd/mm/yyyy)

	Length of time abroad 
	(number of weeks)




	3. The qualification being taken by the learner - including information on the learner’s progress (knowledge, skills and competence  already acquired)

	Title of the qualification being taken by the learner (please also provide the title in the language of the partnership, if appropriate)
	

	EQF level (if appropriate)
	

	NQF level (if appropriate)
	

	Information on the learner‘s progress in relation to the learning pathway (Information to indicate acquired knowledge, skills, competence could be included in an annex )
	

	Enclosures in annex - please tick as appropriate
	☐ Europass Certificate Supplement
☐ Europass CV
☐ Europass Mobility
☐ Europass Language Passport
☐ European Skills Passport
☐ (Unit[s] of) learning outcomes already acquired by the learner
☐ Other: please specify 




	4. Description of the learning outcomes to be achieved during mobility

	Title of unit(s)/groups of learning outcomes/parts of units to be acquired
	

	Number of ECVET points to be acquired while abroad 
	Please specify (if appropriate)

	Learning outcomes to be achieved
	

	Description of the learning activities (e.g. information on location(s) of learning, tasks to be completed and/or courses to be attended)
	

	Enclosures in annex - please tick as appropriate
	☐ Description of unit(s)/groups of learning outcomes which are the focus of the mobility 
☐ Description of the learning activities
☐ Individual’s  development plan when abroad
☐ Other: please specify 




	5. Assessment and documentation

	Person(s) responsible for assessing the learner’s performance
	Name:

	
	Organisation, role: 

	Assessment of learning outcomes 
	Date of assessment: dd/mm/yyyy

	
	Method: Please specify

	How and when will the assessment be recorded?
	

	Please include
	☐ Detailed information about the assessment procedure (e.g. methods, criteria, assessment grid)
☐ Template for documenting the acquired learning outcomes (such as the learner’s transcript of record or Europass Mobility)
☐ Individual’s development plan when abroad
☐ Other: Please specify 




	6. Validation and recognition

	Person (s) responsible for validating the learning outcomes achieved abroad
	Name: Please insert

	
	Organisation, role: Please specify

	How will the validation process be carried out?
	Please specify

	Recording of validated achievements 
	Date: dd/mm/yyyy

	
	Method: Please specify

	Person(s) responsible for recognising the learning outcomes achieved abroad
	Name: Please insert

	
	Organisation, role: Please specify

	How will the recognition be conducted?
	Please specify




	7. Signatures

	Home organisation/country
	Host organisation/country
	Learner

	
	
	

	Name, role
	Name, role
	Name

	
	
	

	Place, date
	Place, date
	Place, date

	
	
	




	If applicable: Intermediary organisation
	If applicable: Parent or legal guardian

	
	

	Name, role
	Name, role

	
	

	Place, date
	Place, date

	
	





	8. Additional information







	9. Annexes
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Obligations of the Sending Organisation

· Choose the appropriate target countries and host country partners, project durations and placement content to achieve the desired learning objectives. 
· Select the participating trainees or teachers and other professionals by setting up clearly defined and transparent selection criteria. 
· Define the envisaged learning outcomes of the mobility period in terms of knowledge, skills and competences to be developed. 
· If you send learners or teachers and other professionals who face barriers to mobility, special arrangements for those individuals must be made (eg those with special learning needs or those with physical disabilities). 
· Prepare participants in collaboration with partner organisations for the practical, professional and cultural life of the host country, in particular through language training tailored to meet their occupational needs. 
· Manage the practical elements around the mobility, taking care of the organisation of travel, accommodation, necessary insurances, safety and protection, visa applications, social security, mentoring and support, preparatory visits on-site etc. 
· Establish the Learning Agreement with the participant trainee or teacher and the host organisation to make the intended learning outcomes transparent for all parties involved. 
· Establish assessment procedures together with the host Organisation to ensure the validation and recognition of the knowledge, skills and competences acquired. 
· Establish Memoranda of Understanding between the competent bodies if you use ECVET for the mobility. 
· Establish appropriate communication channels to be put in place during the duration of the mobility and make these clear to participant and the host Organisation.
· Establish a system of monitoring the mobility project during its duration. 
· When necessary for special learning needs or physical disabilities, use accompanying persons during the stay in the host country, taking care of practical arrangements. 
· Arrange and document together with the host Organisation, the assessment of the learning outcomes, picking up on the informal and non-formal learning where possible.  Recognize  learning outcomes which were not originally planned but still achieved during the mobility. 
· Evaluate with each participant their personal and professional development following the period abroad. 
· Recognise the accrued learning outcomes through ECVET, Europass or other certificates. 
· Disseminate the results of the mobility projects as widely as possible. 
· Self-evaluate the mobility as a whole to see whether it has obtained its objectives and desired results. 

Obligations of the Sending and Host Organisation

· Negotiate a tailor-made training programme for each participant (if possible during the preparatory visits)
· Define the envisaged learning outcomes of the mobility period in terms of knowledge, skills and competences to be developed. 
· Establish the Learning Agreement with the participant trainee or teacher to make the intended learning outcomes transparent for all parties involved. 
· Establish appropriate communication channels to be put in place during the duration of the mobility and make these clear to participant .
· Agree monitoring and mentoring arrangements 
· Evaluate the progress of the mobility on an on-going basis and take appropriate action if required 
· Arrange and document the assessment of the learning outcomes, picking up on the informal and non-formal learning where possible.  Recognize  learning outcomes which were not originally planned but still achieved during the mobility. 

Obligations of the Host Organisation

· Foster understanding of the culture and mentality of the host country.

· Assign to participants tasks and responsibilities to match their knowledge, skills and competences and training objectives as set out in the Learning Agreement and ensure that appropriate equipment and support is available. 

· Identify a tutor or mentor to monitor the participant's training progress.

· Provide practical support if required including a clear contact point for trainees that face difficulties. 

· Check the appropriate insurance cover for each participant 


Obligations of the Participant 

· Establish the Learning Agreement with the sending Organisation and the host organisation to make the intended learning outcomes transparent for all parties involved. 
· Comply with all the arrangements negotiated for the training placement and to do his/her best to make the placement a success.

· Abide by the rules and regulations of the host Organisation, its normal working hours, code of conduct and rules of confidentiality. 

· Communicate with the sending Organisation and host Organisation about any problems or changes regarding the training placement.

· Submit a report in the specified format, together with requested supporting documentation in respect of costs, at the end of the training placement.


Obligations of the Intermediary Organisation

· Select suitable host Organisations and ensure that they are able to achieve the placement objectives 

· Provide contact details of all parties involved and ensure that final arrangements are in place prior to participants' departure from their home country.

Signatures
Sending Organisation, Name, Date
Host Organisation, Name, Date
Intermediary Organisation (optional), Name, Date
Participant, Name, Date 
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