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1.0
General guidelines

Between: Hosting  (intermediary )organisation name      




and: participant (Name and Surname)







    

Project: Title, European code 



hosting country

Promoted by:                                                                         From .............. to ..............

Dear Participant,

In the hope you have a pleasant learning experience we think it is important to provide you with some information regarding the accommodation, language course, training and social activities.

During your stay abroad, the intermediary (hosting) organisation staff will be available to support and assist you in the resolution of any problems that might occur. 

It is our priority to make sure you are satisfied with the experience and therefore we expect you to let us know if you need any assistance. 

We are sure that through successful cooperation, you will have a good experience and you will go back home with many memories. 

Please provide us with your mobile number as soon as possible so we can contact you if needed. 

We hope you will learn a lot about the hosting country’s culture and that you will improve your knowledge of the local language. 

PS: Beside some of the following headings you will see the term “if applicable”. The financing of these services depends entirely on the sending organisation, which commits to clearly communicate this information directly to the participant before the departure.

2.0
LOCAL TRANSPORT IN THE HOSTING COUNTRY

2.1Arrival transfer service: (if applicable)

The hosting (intermediary) organisation organises the transfer to your accommodation  on the day of your arrival. Depending on the hosting country the transfer will be organised by taxi, bus or shuttle.

If in the programme the airport transfer is not pre paid please ask the driver to give you a receipt which you should then give to the tutor in the hosting (intermediary) organisation on the first day.

Please contact us if there are any delays. 

Upon arrival, at the train station, bus station or airport, you will meet a representative of the hosting (intermediary) organisation who will give you some information, and will organise the transfer to your accommodation as explained above. 

2.2 Local Transfer: (if applicable)

During the project the participants will receive a ticket/pass for the use of public transport, in order to go to the language course centre, to the internship and to the hosting (intermediary) organisation premises. 

Alternatively, if the participants buy the tickets/pass, the hosting (intermediary) organisation will refund the money spent. Furthermore, participants will be informed and supported in order to buy the cheapest tickets/passes available. 

If the scholarship does not include local transfer fund/refund, the hosting partner will still provide you with the information and support in order for you to be able to buy the cheapest ticket/passes available.  If you lose the tickets/pass, the hosting (intermediary) organisation will not be able to refund the money spent. 

3.0 ACCOMMODATION:

3.1 Preferred accommodation

The preference expressed by the participant in the “Accommodation and application form”  is taken into consideration by the hosting (intermediary) organisation in the identification of the accommodation, although the content of this form cannot be considered compulsory.
All accommodation is visited/ inspected by the hosting (intermediary) organisation on regular bases to ensure a high quality of service is provided for the students.  The students have a duty to report any problems with accommodation to the accommodation officer in the hosting country. 

You should be aware that during your stay abroad you will not have the same comforts as you have in your own home, and this cannot be considered as valuable reason for complaint.

The accommodation can be of different types according to the hosting country use:  in host family for those who prefer continuous contact with locals; or shared flat/houses in which you will share with other foreign students and/or locals.

3.2 General provisions 

Within the hosting (intermediary) organisation there is somebody in charge of the accommodation, as an alternative an external company in charge of the accommodation will be identified. This staff has the duty to evaluate the participants’ level of satisfaction and is also in charge of the mediation between the participants and the accommodation owners (communication, support in the resolution of technical and relational problems).

Accommodation provided should have the following characteristics:

· Distance to city centre: it should be no more then 45 minutes by public bus.

· Large room with single beds, pillows, duvets (bed sheets, blankets, towels according to the use of the hosting country) and a study area with desk. 

· Cleaning materials (brush, mop, cloths). You are in charge of the purchase of the cleaning products (soap, sponges, washing liquid, soap powder, etc.).

· Bathroom facilities (WC, sink, shower or bathtub). You are in charge of the purchase of the personal cleaning products (soap, toilet rolls, etc.)

· Kitchen and kitchen utensils for cooking and cleaning, use of the fridge.
· The following are not necessarily included: air conditioning, television, radio, telephone, CD Player, DVD Player,  internet connection,  Computer or washing machine.
3.4    Convenience of accommodation 

The hosting (intermediary) organisation must indicate to the participant where to find: internet points, laundrettes and public phones close to the accommodation in order to facilitate a pleasant stay.

The accommodation should be close to supermarkets and other services/shops such as: chemists, medical centres, hospitals, laundrettes (if the washing machine is not provided within the accommodation) and an internet point. If these are not close to the accommodation they should be at least easily accessible by public transportation. 

The accommodation provided should be of different types: home stay (Host Family) for those who prefer to have a continual contact with the locals; or flats/houses in which the participants will share with other local and foreign students. 

3.3 Types of accommodation:

3.2.1 Home stay/Host family accommodation

· You will have independence in the use of the kitchen and bathroom. You will be responsible for the cleaning of your room, of the toilet and the kitchen after use.

· It is good manners and respect to ask to help with the housework in a home stay accommodation as you are expected to integrate into family life. 
· This type of accommodation will usually be offered on a full board or half board basis.  
· We ask students be open to the different types of food on offer in the host country. 
· You must respect the family’s home and property  and be friendly and polite at all times. 

· You must not use the telephone to make international calls. If you wish to use the telephone (e.g. to order a taxi) you must receive permission from the family.

· Under no circumstances should illegal substances be taken. In the event of this occurrence the student will be sent home. 

· If you are a smoker you should ask of they permit smoking in their home.

· The landlord /host family will not check when you leave and return to the house, although you must respect the owner’s habits and life style. Remember you are a guest.

3.2.2 Shared flats/houses

The shared flats/houses have single and double rooms, (it depends on the project budget). If you are accommodated in a double room you will have to share your room with another student of your group or of another group. 

For rules for accommodation please refer to section 3.5
3.5 Accommodation rules 

· You must respect the rules in place for your accommodation and should always ask about the use of gas, heating, electrical appliances,  telephones etc.

· It is forbidden to put up posters or photos on the accommodation walls. If by doing this, the landlord/host family requires the room to be painted, you will be expected to pay for the job.

· A few days before your departure, the landlord will inspect the accommodation to check cleanliness and the state of the accommodation. If you break any landlord/host family belongings you will have to pay for the repair or replace the belongings. 

· The hosting (intermediary) organisation is not responsible for covering any costs incurred due to damage caused by the participants, who will respond personally to the landlord/host family for any damage caused but it must be reported to the host organisation. 

· If the landlord evicts you or host family asks you to leave the accommodation, the hosting (intermediary) organisation will inform the sending organisation and all the partners involved in the project and will evaluate whether to provide you with alternative accommodation, or whether to expel you from the project. 

· If you want to invite guests in to your home you should check with the landlord. host family or with your housemates. Guests are NOT allowed to stay overnight. 

· The host organisation will try and accommodate your work placement in relation to where you live but the distance between the accommodation and the internship can even be more than 1 hour by bus or train. This will not be accepted as a reason for complaint.

· The differences among some accommodation (distance, equipment, TV, telephone, washing machine, etc.) cannot be accepted as a reason for complaint or for requesting a change in accommodation. Each accommodation has the minimum standard for the accommodation of international mobility projects as indicated above. If you still wish to change accommodation beyond the recommendation of the host organisation you will pay the standard administration fee indicated in the host organisations terms and conditions.
· After ______ (please add time according to the host country) pm, noise, music, parties must be avoided. 
4.0
LANGUAGE COURSE (IF APPLICABLE)

The language course is a compulsory part of the project; this is organised by the hosting (intermediary) organisation within its premises or in a language school.

The language course takes place during the first weeks of the projects, usually between Monday and Friday, for 4 hours/lessons per day. The length of the language course is established by the sending organisation. Sometimes the language course element with be more project based but that will be agree between the sending and host organisation.
Attendance and punctuality to the language course element are compulsory; unjustified absence of more than 20% of the course could lead to expulsion from the project. 

For beginners, it is suggested to self-study outside lessons in order to reach a level necessary to have a good communication especially for the internship.

Please note:  the higher the level of the language the better the internship results, (i.e. the quality of the tasks you will undertake) and the integration in the hosting country.

All participants will be expected to complete a placement test on arrival from the host organisation. This language test will assess the level of language knowledge, so to be streamed into a class at the right level. 

It can happen that in a closed group with the same language level, there could be some participants with different learning skills/speed; those that will experience more difficulties in the language learning must work harder, and consequently those that learn faster could feel slightly frustrated at a class’s slow pace and repetition of class topics. These factors must be taken into consideration and respected.

At the end of the project the participants will receive a language certificate of attendance with the indication of the language level achieved (according to the Common European framework of Reference for Languages CEFR) and the programme completed. Usually at the end of the course the participant should complete an exit language test. 

5.0
INTERNSHIP/INTERNSHIP

The internship information will be given to the participants after arriving in the hosting country. During the first week the participants will undertake an individual interview with the tutor/project manager in order to precisely identify the type of internship and the professional tasks to be undertaken, so the tutor/project manager will be able to negotiate the internship with the hosting partner (company). On this occasion the tutor/project manager will also be able to assess the real level of language and the realistic expectations of language improvement during the language course, which will be decisive in the identification of the internship. 

It is very important that the participants understand that both the type of internship and tasks depend strictly on 1. Past work experience 2.technical knowledge 3. ability to communicate in the language of the hosting country(language level and also 4 attitude and personality of participant will be important for certain organisations . 

In most cases, the hosting partners (companies) do not accept internships before an interview with the candidate. If the hosting partners (companies) do not accept the participant, the tutor/project manager will need a few days in order to identify new hosting partners (companies) and organise a second interview. In this case the internship could start a few days later than the date expected. 

It is important that the participants are realistic in the identification of the tasks they will be able to undertake, especially during the first week of the internship, as this is a difficult time in which they have to use a new language and integrate into the new work environment. 

An open mind, flexibility and willingness are important factors to obtain good result in the internship.

There is normally only one internship undertaken throughout the whole project: a change in the internship could be decided and applied only by the tutor/project manager after evaluating the need for this change. The change should never occur before the 2nd, 3rd week after the start of the internship, as it is necessary to give some time in order to be able to give a proper evaluation on the internship. In case of internship changes the participant will have to continue with the first internship until the start of the second one.

If the hosting partner (company) terminates the internship due misconduct of the participant and it proved that the participants have breached the internship rules and regulation which they have agreed to, the participants could be expelled from the project.
 The participants are required to continuously and promptly communicate with the hosting (intermediary) organisation’s tutor/project manager, and with the hosting partners’ (companies) tutor (and even the sending organisation, if necessary) for every situation in which correspondence is needed (i.e. absence from the internship, organisational aspect of the internship, etc.)
The participants will sign an agreement (i.e LLP Leonardo da Vinci training agreement or according to national regulation) with the hosting partner (company) and with the hosting (intermediary) organisation, where rules, training agreement and timetable will be agreed.

The participants will be covered by insurance against personal damage and third party damage whilst in the internship according to the regulation in place in the hosting country. The insurance can be issued by the sending organization, by the hosting partner (company) or by the intermediary (hosting) organization according to the project agreement. 

The participants will work between 6 and 8 hours per day for 5 days a week for a maximum of 40 hours per week; usually the week-end should be free, although in some sectors (i.e. tourism, event organisation, etc) the hosting partners (companies) could ask the participants to work during Saturdays and Sundays; In this case there should still be another 2 free days per week. 

The internship timetable is agreed with the hosting partners (companies) tutor at the start of the internship.

In case of absence from the internship, the participants must inform in advance the hosting partners (companies) tutor and the hosting (intermediary) organisation tutor/project manager of the reason of the absence.

The participant must agree the absences in advance (e.g. for medical visits, university exams, interviews in the country of origin or for personal reasons). If the participant needs to be absent from the hosting country for few days, he/she will have to go to the hosting (intermediary) organisation’s premises to officially declare the absence, indicating exactly the dates of departure and return. In the declaration the participant should also discharge the hosting (intermediary) organisation from any responsibility during the absence period.

The participant must act as “cultural ambassadors” of their own country of origin and remember that they have the responsibility for the success of the internship for the future candidates. If the experience is negative the hosting partner (company) may well decide not to accept future internships.

6.0
EVALUATION MEETINGS – SET DATES
The periodical evaluation meetings of the project are compulsory; these meetings are held in the hosting (intermediary) organisation’s premises by the tutor/project manager. The dates and time of the meeting are communicated to the participants on the arrival day, as part of the programme schedule. They are usually organised between 2/3 weeks 

6.1
Purpose

· Introduction of the project in all its phases, the hosting (intermediary) organisation structure, roles and responsibilities,  the rights and duties of the participants, of the hosting partner (company) and the intermediary (hosting) organisation.

· Identification of the participants’ expectations, desires and fears.

· Identification of the personal and professional project goals for each individual participant and support available to achieve these.

· Monitoring of the group dynamics.

· Monitoring the communication and linguistic progress.

· Preparation of the participants for the internship.

· Work on the key competences and especially on the intercultural, communicative and relational ones.

· Monitoring the different phases of the experience, especially the internship ones. 

6.2
Communication 

The participants must fill in the evaluation questionnaires given out during the meeting, and return them to the tutor/project manager.

The participants can contact and meet the intermediary (hosting) organisation tutor/project manager even outside these fixed dates  by making an appointment.

7.0
POCKET MONEY (IF APPLICABLE) 

In some cases participants in a project will receive pocket money rather than a full or half board services.  The participants in this case must buy themselves their own food. The pocket money will be given to the participants by the hosting (intermediary) organisation monthly; the pocket money amount is decided by the sending organization before the participant’s departure.

The first part of the pocket money will be delivered by the hosting (intermediary) organisation 2 weeks after the participants arrive, and only during the monitoring meeting (set date) by the tutor/project manager.

The pocket money will be given to the group as a whole amount; the participants will have to distribute it among themselves by taking care, if necessary, of the change and the supply of small notes, etc.

The participants will sign for the pocket money as proof of receipt.

If the sending organisation is late in the payment of the funding for the management of the project, the hosting (intermediary) organisation can not guarantee pocket money to the participants immediately.
8.0      CULTURAL AND SOCIAL ACTIVITIES (SCA): (IF APPLICABLE) 

8.1 The purpose 

The social cultural activities are to help the participants get to know the hosting city and its major points of reference (e.g. bank, internet points, accident and emergency, police, train station, supermarket and so on). The social cultural activities also help with the development of intercultural competences, by facilitating the meeting among participants coming from different countries and locals. In this way, the participants will feel better integrated in to the socio-cultural context of the hosting country, can benefit fully from the experience abroad, can complete their development, and get the most from the experience.  

8.2 Types of social activities

During the project, in addition to formal meetings, other activities can be carried out, such as: an intercultural photographic presentation; non-formal socio-educational activities (e.g. role play games connected to the specific group interests); activities to facilitate:

· the meeting with the specific local context (.e.g. with community centres that work with vulnerable people, sport centres, music centres, theatre associations); 

· historical tours to get to know more about the historical background and artistic history of the hosting city; 

· day trips at the weekends (if possible according to the budget availability) to improve the group cohesion. 

A social itinerary (with about 3 activities per month) will be provided to the students at the start of the project. The students will also be given the name of the representative and their contact details where they can obtain further information or suggestions, if needed.

9.0
CERTIFICATES

All the participants who complete the project and who have submitted all the documents required by the project (evaluation questionnaires, final evaluations, internship attendance record, copy of internship certificate, etc) will receive the following certificates:

· Language course attendance certificate issued by the language school.

· Project participation certificate issued by the intermediary (hosting) organisation

· Internship certificate issued by the hosting partner (company). The participants must request this document prior to their departure, by giving the company tutor the appropriate model received by the tutor/project manager.

· Mobility Europass completed by participants tutor and host company. (Responsibility from participant to ensure this is updated and completed by end of project)

10.0
INSURANCE

All participants must have the European health insurance card or a similar private health insurance. In both cases the participants must carry the original document with them.

10.1 Medical Refunds

If the participants purchase medicine in the hosting country, a refund of the amount paid will be made in the country of origin for medicines which the hosting country supplies for free, according to the health care legislation. The participants must keep the purchase receipt and bring them to the country of origin for the refund.

10.2 Insurance against accident during the internship and third party liability 

All the participants must be insured by the hosting country:

·  Against accidents that might occur during the internship.

·  Against damage caused by the participants to people and things while in the internship.

11.0 CHILD PROTECTION FOR UNDER 18 YEARS OLD 

We are aware in this programme there may be participants under the age of 18 years. 

There are very strict conditions for the care of anyone under the age of 18 years.  

Technically under 18s are considered minors, but we do acknowledge differences between older and younger teenagers. We class 16 years and above to be young adults, but still minors, as the age for entrance to bars and clubs is 18 years so there are special considerations to be made on social and activity programmes. 

Anyone who wants to work with children or vulnerable adults must complete a police check to ensure they have no criminal convictions or bans from working with children. We ask our staff, teachers, mentors and host families to complete this check. Please contact the Hosting organisation to request a copy of their Child Protection Policy.

11.1 Attention to age groups

11.1.1
14 & 15 year olds

Students in this category may be a little more mature and have a bit more experience travelling, but yet are still considered to be children and subject to a high level of care. 

For this age group we can only provide home stay accommodation if the student is coming as an individual (rather than coming with a school or agency group). We don’t require host families to bring students to and from school every day, but certainly on the first few days until the student becomes familiar with the route to school. After this period students should be confident enough to use public transport to and from school, or where families live close to the school , students may walk. If parents have any concerns about this arrangement they should contact a member of staff.

Students at this age will be expected to be home each night by 11pm.
11.1.2
16 & 17 year olds

This can be a difficult age in terms of appropriate care, as 16 year olds are still considered legally to be children, but in some countries 17 year olds are considered to be adults. We monitor all 16 year olds closely, and advise teachers, mentors and staff members that a student is under 17.

For students aged 17 years, we remind parents that although technically they are classed adults, the legal age for consuming alcohol in most European countries is 18 years and so care has to be exercised in the provision of the social programmes and events. 

We recommend that students aged 16 years have a guideline curfew of 12 midnight. However this is only enforceable where a student stays in home stay/ host family accommodation.
12.0 PARTICIPANT S ATTITUDE DURING PROGRAMME

· have a mature attitude in order to be able to face the difficulties that might occur while adapting to a different country and culture;

· be open minded in order to accept a different life style and pace of life.

· demonstrate a good learning predisposition and the capacity to adapt to different work customs. 

12.1 Anti-social behaviour 

It is very important for the participants to behave properly and reasonably: the participants must show respect for the customs, habits and traditions of the hosting country. Anti-social behaviour such as: drug use, excessive use of alcohol, vandalism etc. will not be tolerated and might lead to being expelled from the project and the loss of all participant rights. If the participant is expelled, he/she will have to cover all the additional costs, including the return ticket. 
11.2 Programme abandonment 

The programme partners hope that all the participants will be able to complete the international internship project. If the participant decides to terminate  the project before it ends, this decision will be considered as project abandonment. In this case the participant will have no right to obtain refunds and the hosting (intermediary) organisation can ask for the refund/payment of some additional costs for expenses incurred due to the abandonment.  These conditions apply to the participants who decide to abandon the project without a valid explanation. A valid explanation should be communicated and discussed with the tutor/project manager before the abandonment. 

In case of:

· serious illness, for which a doctor’s certificate is required to justify the return to the country of origin

· immediate work offer for which a contract draft should be submitted

If the abandonment is justified the hosting (intermediary) organisation will help the participant to organise his/her return home. The participant will have to pay for the cost of the tickets unless different dispositions are made by the sending organisation. Returning home without the hosting (intermediary) organisation’s approval will be considered as abandonment. 

12.0 AGREEMENT 
AGREEMENT ( Signed by student) 

To Whom It May Concern I declare that I have read and understood the terms and conditions  listed above and agree to adhere to these in relation to my participation on this programme.  

Signature:_______________________                      Date:________________________________
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