


We are pleased to be able to present the Q-Placements handbook, which is the outcome of collaboration
between the Chamber of Terrassa and Terrassa City Council and whose main objective is to foster
international workplace training for vocational training students.

The document that follows has emerged out of pioneering work promoted since 2007 by our two Terrassa
institutions within the framework of a European-wide project with the support of the European Commission
and the participation of nine organizations, including educational centres, chambers of commerce and
research centres from seven countries.

This document brings together the know-how and experience of nine organizations that have worked
together as genuine partners in the project. The result stands as a gathering into a single methodological
guide of all that is fundamental for ensuring that international workplace training is conducted with the
fullest assurance of quality and learning, and that it proves useful for students, educational centres and
host companies alike.

The Q-Placements handbook sets out this entire philosophy of good practices and aims to be a consultation
document directed at vocational training centres throughout the European Union. Our hope is that the
students, educational centres and host companies have available to them a practical and direct methodology
for proper and simplified management of international workplace training, with an emphasis placed on
aspects such as preparation and follow-up.

We consider that laying down guidance procedures will permit better coordination of students by educational
centres, greater facility for host companies and fuller advantages for the students themselves, thereby
ensuring the quality of the process as a whole. In this respect, the handbook has benefitted from the
knowledge acquired by two institutions from Terrassa, a city at the forefront of vocational training and also
home to an extensive business sector that affords practical know-how close to the realities of vocational
training and of the business world.

The current highly competitive business scenario calls for professionals with the skills to interact in
international and increasingly multicultural settings. In this respect it is fundamental for such professionals
to have a mastery of languages and the skills to operate smoothly in these surroundings.

The objective of the handbook is clear: our aim is to have it become a facilitating tool that can, over the
longer term, help to consolidate a permanent and stable international mobility programme for students,
and to have it do so in a way that is operational and practical for vocational training.

We consider it a priority for European institutions to promote measures and to continue to lend support to
international workplace training as a future-oriented strategy for competitiveness for European companies.
We are convinced that initiatives such as the one we present here allow a contribution to be made to that
future and, therefore, to better European integration and construction.

Pere Navarro i Morera Maria Gali i Segués

Mayor of Terrassa President of the Chamber of
Commerce and Industry of Terrassa
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1. WHY THIS HANDBOOK?
-

1.1. WHY THIS HANDBOOK?

In a job market that demands more flexibility and adaptability to change, international
mobility is becoming increasingly necessary. One of the European Union’s immediate goals is
open educational systems and training for a wider world to ensure qualified workers who in
addition to their professional competences have the ability to work and communicate with
people abroad. This is one way in which Europe can adapt to the challenges of a globalised
economy and ensure that its education and training systems are competitive.

The European Commission is currently developing a European system (ECVET) that will allow
greater transparency in qualifications between countries. This has contributed to mobility
which is today seen as an essential element for a complete training of the individual,
committed to carrying out life long learning in different countries and in a wider variety of
contexts (formal, non formal and informal).

One of the main obstacles detected that reduces the motivation for international mobility as
part of initial vocational, labour market and lifelong learning training is to identify, recognize
and validate the competences acquired during a placement in a foreign country.

The future of international workplace training is to develop and implement common European
tools specifically designed for initial vocational education and training, based on the principles
of a common framework, which promotes a culture of quality improvement.

The involvement of all players in mobility - IVET providers, host companies, IVET students
and coordinating organizations (sending and host country) - is an essential condition for
achieving this objective.

As stated in European survey “ Move it: Overcoming Obstacles to Mobility for Apprentices and
Other Young People in Vocational Education and Training” published in April 2007 by
European Commission, Directorate-General for Education and Culture, 400 obstacles to
mobility were found:

“Top 10’ of the most relevant and pressing obstacles for IVET mobility (not in order
of priority):

Lack of quality placements.

Lack of knowledge on the benefits of mobility.

Lack of pedagogical know-how on learning in placements.
Lack of sustainable internationalisation strategies.

Lack of research on mobility.

Lack of communities of practice for placement organisers.
Legal and administrative barriers.

Lack of interest among young people.

Lack of linguistic and cultural background knowledge.
Lack of recognition.”*

VVVVVYVVYVYVYY

1

Study on the obstacles to transnational mobility faced apprentices and other young people in
initial vocational training and on ways of overcoming them’ also referred to as the MoVE-iT project. April 2007:
http://ec.europa.eu/education/more-information/doc/moveitsum_en.pdf
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE

5.5. HOST COMPANY/COMPANY TUTOR

Host Company: Company hosting the IVET student/trainee during the workplace training.

Company Tutor: The person appointed to guide, train and asses the trainee during the
workplace training in the host company.

5.5.1. Minimum Requirements:

Host Company:

>

>

The company must be familiar with the philosophy of workplace training for vocational
training students.
Ensure compliance with health and safety at work regulations, collective bargain
agreements, etc.
Accessible:

- Public transport available.

- Provide other means of transportation.
Suitable sector to meet and match the student’s requirements.
Must have available and qualified staff to host and assist the student during the
placement.
Has suitable equipment and facilities to properly implement the work plan.

Company Tutor:

» The company tutor must be a professional who is qualified in the specialty in which the
student is to do workplace training and also has extensive general knowledge of how
the company operates.

» Must have timetable availability for monitoring and advising the trainee.

» Must have pedagogical skills.

» Must be familiar with the tasks of the student.

> Sufficient knowledge of the trainee’s working language.

» Must be motivated to host the student.

Recommended:
» Have attended specific training for company tutors.
» Have previous experience as company tutor.
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5.5.2. Functions and Responsibilities:

>

Y V V

Y V V

Underline the different activities that can be performed by the student which will
become his/her actual work plan.

Comply with the agreed work plan.

Must foster team work and include the trainee in it as far as possible.

Maintain continuous follow-up with coordinating organization host country during the
placement.

Responsible for validating the completion of the placement.

Ensuring that the placement is implemented according to the established work plan.
Responsible for tutoring and mentoring the trainee during the whole of the training
period at the company.
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5.6. OPTIONAL PLAYERS:

5.6.1. Supporting Organization: Institution usually located in sending country that gives
logistic or financial support to the mobility experience.

Profile and minimum requirements: These functions can be assumed or partially shared
by the required players or by a network of key players existing in each country. The
supporting organization may be a public body, an EU agency, NGO or expert companies in
the European mobility field, business organizations or trade unions, etc.

Functions and responsibilities:
Strategic Support:

» Promotes local players networking (companies, trade unions, schools, youth
representatives, public authorities) through councils existing in each country
(education local councils, local educational networks, local or regional educational
programming, etc.)

» Promotes networking at European level between mobility stakeholders through
projects with European dimension (which might have EU funding):

- Transfer of innovation.

- Training courses, study visits, feasibility visits, etc.
- Sharing and dissemination of good practices.

- Research.

» Raises awareness of the added value of international workplace training through
communication campaigns at a larger scale (national and regional level).

» Provides support in the promotion of products/activities for the dissemination of
experiences and exploitation of results managed by the coordinating organizations for
IVET students, IVET schools and companies.

» At a local level, it is in charge of acknowledging credit transfer for achieving official
national recognition of international workplace training.

Technical Support: Provides information and assistance to IVET schools when applying for
local, regional, national and/or European mobility programmes.

Pedagogical Support: Can assume support functions during the whole international
workplace training experience.

Logistical Support: Helps coordinating organizations in the sending or host country
providing accommodation, facilitating/organizing cultural visits, local transportation, airport
pick up, etc.

Financial Support: Provides or promotes fund raising for international workplace training
actions.

@’PLACEMENTS

41




5. REQUIRED PLAYERS AND THEIR PERFORMANCE
-

5.6.2. IVET School Host Country: IVET provider located in host country where the
international workplace training takes place that could co-operate in supporting workplace
training and may help to enhance the mobility experience for the student, not only from the
professional point of view but as a rich cultural and personal experience, while enhancing
knowledge of the technical equipment and technologies used in the host country and
providing support to the IVET school in sending country and coordinating organization host
country when searching for the most appropriate host company.

Profile and minimum requirements: IVET schools that match as far as possible the
teaching disciplines of the IVET school sending country.

Functions and Responsibilities:

» Keep in touch with the IVET school in the sending country for future cooperation;
sharing experiences or knowledge and also for future student exchange projects.

» Receive the contact request from the IVET school in the sending country through the
coordinating organization host country

» May organize different activities such as:

- Activities to promote socializing and interaction between the trainee and local
IVET students similar in age and interest.

- Language pair activities that promote exchange and foreign language
improvement between students from both countries.

- Activities that help to better understanding of the culture and ways of living in
the host country.

- Round tables to promote sharing experiences about international workplace
training with the participation of local IVET students interested in mobility or
with previous experiences in mobility and also international trainees taking
part in mobility programmes.
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5.7. Action procedures

In this section all of the action procedures are set out in full and explained step by step.

5.7.1. Summary of all the procedures at a glance:

Before the placement

Procedures: Related Documents:
1) Student’s application - European Curriculum Vitae
- Guidelines for Motivation Letter
2) Student recruitment N/A
3) Appointing a school tutor N/A
4) Drawing up required documents - Guidelines for Student’s
Description

- Example 1 (ES)
- Example 2 (ES)
- Example 3 (ES)

- Example 4 (PL)
- Example 5 (PL)

5) Host company’s assessment - Guidelines for Host Company’s
Assessment

6) Work plan proposal N/A

7) Host company’s selection N/A

8) Appointing a company tutor N/A

9) Work plan feedback N/A

10)Validation of work plan and placement agreement - Example 1 (ES)

- Example 2 (ES)
- Example 3 (ES)
- Example 4 (PL)
- Example 5 (PL)

- Example 6 (PL)
- Example 7 (DE)

11) Practical information regarding the host country N/A

12) Pre-departure training - Guidelines for Student’s Code
of Conduct

13) Preparing company’s materials and facilities N/A
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE

4) Drawing up required documents

SCHOOL TUTOR

> THE SCHOOL TUTOR DRAWS UP AND/OR COORDINATES THE DOCUMENTS REQUIRED FOR
MOBILITY:

- DESCRIPTION OF THE STUDENT.
- DESCRIPTION OF THE STUDENT’S CURRICULUM.

IVET STUDENT

- DESCRIPTION OF THE TYPE OF WORK EXPERIENCE RECOMMENDED.

It is essential to reflect the skills, capabilities and personal profile of the student in order to
find the most suitable company for the placement. The school tutor is responsible for drawing
up or coordinating (in the event that these documents have been drawn up by a teacher) the
required documents which will define the student profile.

These required documents should contain among other information, a full description of the
student, age, courses completed, training units and teaching hours of these units, general
competences acquired, languages spoken, motivation letter, motivation evaluation report,
previous work experiences, his/her areas of interest, etc.

There should be also a document specifying the work that can be performed by the student,
what kind of company and/or department is most suitable for him/her, and the tasks that
he/she can undertake. This document will be the first work plan proposal. These set of
documents must be signed by the IVET school director or by the school tutor.

Useful Links: http://www.xtec.cat/fp/spifp/02 eines e/plans activitats e.htm

Related documents:

Guidelines for student’s description
Example 1 (ES)
Example 2 (ES)
Example 3 (ES)
Example 4 (PL)
Example 5 (PL)

VVVVYYVY

BACK TO SUMMARY
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Zamawianie towarow
Zawieranie umow z dostawcami
Ewidencjonowanie towarow
Reklamacje
Rozmieszczenie towaréw w magazynie
e Obrot uszlachetniajgcy w hurtowni
9. Kontrola jakosci towaréow- 2 dni
e Udziat w sprawdzaniu jakosci towarow
e Reklamacje dotyczgce wad jakosciowych

10. Aktywizacja sprzedazy hurtowej- 2 dni
e Metody reklamy i sposoby promocji towarow stosowanych w
hurtowni
e Zakres pracy akwizytora w sprzedazy hurtowej
11. Podsumowanie praktyki zawodowej: - 1 dzien

sporzadzenie wnioskow z odbytej praktyki,
ocena realizacji zadan

BACK TO SUMMARY

@‘PLACEMENTS

99
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Student’s description. Example 5 (PL):
(Medical Certificate)

Dziennik Ustaw Nr 69 — 1611 — Poz. 332

Zalgeznik nr 2

pieczeé zakiadu opieki zdrowotnaj
lub
lekarza prywatnie praktykujacego,

przeprowadzajgcego badanie profilaktyczne
{numer identyfikacyjny REGON)

ZASWIADCZENIE LEKARSKIE

W wyniku badania lekarskiego i oceny narazen wystepujacych na stanowisku pracy, stosownie do przepisow
art. 43 pkt 2 oraz art. 229 § 4 Kodeksu pracy, orzeka sig, Ze:

AN T T s T e T o P w8 oh ey T ) T A P Ty T e e e e e T e SRRl I e
(imig | nazwisko)

UrOAZONY(3) ANI8 veeeverrreersnesrnrsssisnesesmsarssrarssssssas miesigca roku .....

Z O OBZIAIVLE N W vt convmaingit e sassass aess il ohbeis SR Rb VAR SN 8 S VS SN T e SRR a S SR Ce R B e

zatrudniony(a)/przyjmowany(a) do pracy*

na stanowisku/na stanowisko

1) wobec braku przeciwwskazan zdrowotnych — zdolny(a) do wykonywania pracy na ww. stanowisku*

Data nastgﬁnogq..ba_danla i

OKreSoWego ...iw:.

2) wobec przeciwwskazan zdrowotnych — niezdolny(a) do podjecia/wykonywania pracy na ww. stanowisku®,

3) wobec przeciwwskazan zdrowotnych utracit(a) zdolnos¢ do wykonywania dotychczasowej pracy* z dniem

* Niepotrzebne skreslié.

(pieczed | podpis
lekarza przeprowadzajacego
badanie profilaktyczne)

T« [ 1 IR e e r.

POUCZENIE:

Osoba zainteresowana | pracodawca otrzymujgcy zaswiadczenie lekarskie — w przypadku zastrzezen co do tre-
éci tego zaswiadczenia — moze wystapi¢, w ciggu 7 dni od daty otrzymania zaswiadczenia, z wnioskiem o po-
nowne badanie lekarskie i wydanie zaswiadczenia do wojewodzkiego osrodka medycyny pracy, a w przypadku
gdy zaswiadczenie zostalo wydane w wojewddzkim osrodku medycyny pracy — do jednostki badawczo-rozwo-
jowej w dziedzinie medycyny pracy. Wniosek sklada sie za posrednictwem lekarza, ktéry wydat zaswiadczenie.

BACK TO SUMMARY
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE
-

Guidelines for host company’s assessment:

1) Company’s details:

- Company name.

- Address.

- Contact details: phone, email.
- Contact person.

- Production sector.

- Company’s activities.

2) Company’s assessment:

- Working hours.

- Department(s) willing to host students.

- Assessment of company’s accessibility: easily accessible, accessible by public
transport, company providing private transport.

- Compliance with local health and safety regulations.

- Assessment of workplace: adequate workplace to perform work plan, adequate
equipment, adequate protection equipment if required.

- Company tutor: there is a company tutor appointed by the company, the
company tutor is an experienced employee, the company tutor is experienced
as company tutor, the company tutor has been trained specifically as company
tutor, the company tutor has enough availability for the trainee’s follow up.

- Extras offered by the company: accommodation, meals financial, compensation,
etc.

BACK TO SUMMARY
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Placement agreement. Example 1(ES):

AGREEMENT ABOUT EDUCATIONAL COOPERATION
between

in his capacity as Principal, in the name and on behalf

...[name of Principal)....... ,
... and located ...(address,city and country)

of the ... (name of schooI)...-.

And
ME/MES e , in his capacity as legal representative, in the name and on
behalf of the company ..(name of the company) ..., located at

They execute this agreement of educational cooperation according to the law ( for
example, for spain Spanish Royal Decree 1497/1981, dated 19 June, and Spanish
Royal Decree 1845/1994, dated 9 September, in relation to the following student,
who is also a party to this agreement:

with address at ... - (city, country)
registered in ...(name of the studies) in ..(name of IVET SCOOL)

This agreement includes the following
CLAUSES

1. The Student will fulfill the requirements set forth by the applicable law for this
purpose.

2. The Company agrees to have the Student as a trainee during the period of time
mentioned in the following clause. The main objective of the Student's placement in
the Company is to put into practice the knowledge acquired at the University. The
training will consist of supporting activities in international trade.

3. This agreement will enter into force on ......... and will expire on ..........

A, Mr. e as the Student’s tutor in the Company, will take care of
his/her training and will issue a PASS/FAIL qualification about the work done by
the Student at the end of the placement that will be used as a base for the
qualification of the subject ™ Practical Work in a Company”.

5. The Student will comply with the business hours and all internal company
reqgulations of the Company to the extent that they are not contradictory with the
clauses included this agreement.

6. Upon finalisation of the training period, the Student will be entitled to request
from the Company a certificate relating to her traineeship.

7. The Company is not abliged to hire the Student upen finalisation of the training
period. If the Student continues in the Company after such period the traineeship
time of will not be accounted for the purposes of seniarity or probationary period.

8. Any accident suffered by the Student during the placement will be covered by
the School’s insurance or similar.

9. This agreement will expire as soon as the Student finishes her relationship with
the School.

10. All parties are entitled to unilaterally terminate this agreement at any time,
with or without cause, whit at least a week's notice, and the other parties shall not
be entitled to any kind of compensation or indemnification whatsoever due to such
termination.

11. The provisions of Spanish Royal Decree 1497/1981, dated 19 June and Royal
Decree 1845/1994, dated 9 September shall govern in all those matters not
expressly covered by this agreement.

In witness whereof, the parties execute this agreement in three counterparts in
...... (CITY )i

The School The Company The Student

BACK TO SUMMARY
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Placement agreement. Example 2 (ES):?’

CONVENI DE PRACTIQUES
CONVENTION DE STAGE
PLACEMENT AGREEMENT

ARTICLE 1: EIl present conveni defineix la relacié entre:
La présente convention définit les rapports entre:
The following agreement defines the relationship between:

L'EMPRESA / UENTREPRISE /| THE COMPANY

Nom de I'empresa / Nom / Name:

Adreca / Adresse / Address:

Teléfon | Téléphone / Phone: |

Fax: |

Representada pel Sr/ la Sra / Représentée par MIMme / Represented by Mr/Ms:

SCHOOL/INSTITUTION

EL CENTRE EDUCATIU / LETABLISSEMENT DE FORMATION / THE VOCATIONAL

Nom del centre/ Nom de I'etablissement/ Name of the school:

Codi del centre / Code du centre / School ID Number: |

Adreca / Adresse / Address:

Teléfon | Téléphone / Phone: |

Fax: |

Representada pel Sr/ la Sra / Représentée par MIMme / Represented by Mr/Ms:

alumnes d’aquest centre.
Jeunes de cet établissement.

institution.

pel que fa a les practiques de formacié que realitzara en aquesta empresa un/a dels
concernant le stage de formation en entreprise qu'effectuera, dans cette entreprise, l'un des

concerning the work experience period spent in this company by one of the students of this

I L’ESTUDIANT / LE STAGIAIRE / THE TRAINEE

Nom de I'estudiant / Mom du stagiaire / Name of student:

Lloc i data de naixement / Lieu et date de naissance / Place and date of birth:

Adreca del domicili / Adresse du domicile / Home address:

Pais / Pays / Country: |

Estudis / Cours / Course: |

%" Generalitat de Catalunya, Education Department: http://www.xtec.cat/fp/spifp/02 eines e/index e.htm

PLACEMENTS
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Placement agreement. Example 4 (PL):

@‘PLACEMENTS




5. REQUIRED PLAYERS AND THEIR PERFORMANCE
-

ZALACZNIK Nr 1

Lp. | Typ szkoly, specjalnosé Klasa Liczba uczniow | Termin
(orientacyjna)
1. Technikum ksztalcace technikéw zywienia i 3tb 4 4.05. -
gospodarstwa domowego 28.05.10r.

ZALACZNIK Nr2

1. Zaklad prowadzacy zajecia praktyczne:
1. Zapewnia warunki materialne do realizacji praktycznej nauki zawodu, a w szczegdlnosei:
a) stanowiska szkoleniowe wyposazone w niezbedne urzadzenia, sprzet. narzedzia, materialy
1 dokumentacje techniczna. uwzgledniajac wymagania bezpieczenstwa i higieny pracy:
b) pomieszczenia do bezpiecznego przechowywania odziezy 1 obuwia roboczego oraz srodkow ochrony
indywidualnej;
¢) dostep do urzadzen higieniczno-sanitarnych oraz pomieszezen socjalno-bytowych.
2. Wyznacza spoérod pracownikow instruktoréw oraz kierownikéw praktyk zawodowych.
3. Nadzorje przebieg praktycznej nauki zawodu.
4. Przed rozpoczeciem zajgc zapoznaje uczniow z organizacja zakladu, przepisami w zakresie
przestrzegania porzadku i dyscypliny pracy, tajemnicy sluzbowej i panistwowej, bezpieczenistwa
i higieny pracy.
. Przestrzega odbywanie przez uczniow zaje¢ w granicach obowiazujacych ich godzin pracy.
Zapewnia uczniom bezpieczne i higieniczne warunki pracy.
. W razie wypadku zapewnia pomoc medyczna i sporzadza dokumentacje powypadkowa.
. Powiadamia szkole o naruszeniu przez ucznia regulaminu pracy.

BACK TO SUMMARY
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Placement agreement. Example 5 (PL):

UMOWA
O PRAKTYKE ZAWODOWA

reprezentowanym przez

48 1= o [0 1= =11 (o 0 0= PP

( nazwa | adres zaklady pracy, pracodawcy )

repreze ntowanym Pz e ittt iee i ieeiiesa e teeareaeaaeaareaaenaaraaaaaaea s
( imie i nazwisko dyrektora, osoby upowazniongj )

z drugiej strony, zostata zawarta umowa o nastepujgce;j tresci:

1. Wroku ... kieruje do w/w zakfadu pracy nastepujacych uczniow
ksztatcacych sie W ZzawodzZie: .. . ,
WQ Programu NAUCZANIA. .. ... ... o ,
wterminieod ... dO

Nadzér pedagogiczny z ramienia pracodawcy bedzie prowadzony przez Pana/Pania:

kwalifikacje pedagogiczne

(numer dokumentu, przez kogo wydany)

kwalifikacje zawodowe - Dyplom Mistrzowski NI s

(podpis pracodawcy)

Kalkulacja kosztéw pracodawcy realizacji praktyki zawodowej za czesci: 10% przecigtnego miesiecznego
wynagrodzenia w sektorze przedsiebiorstw + premia w wysokosci10% przecietnego miesiecznego wynagrodzenia
w przypadku szkolenia wiecej niz jednego ucznia.

zgodnie z Rozporzadzeniem Ministra Edukacji Narodowej i Sportu z dnia 1 lipca 2002 r. w sprawie praktycznej nauki zawodu
(Dz.U.Nr113 poz.988 § 9.1. ust.2 pkt.2)

Wyplata wynagrodzenia nastapi po otrzymaniu przez Szkote srodkdw budzetowych z Urzedu Miasta Krakowa.

Lp. Nazwisko i imie ucznia Klasa
1
2

2. Prawa i obowiazki stron oraz zasady odbywania przez uczniéw praktyczna nauke zawodu
okresla Rozporzadzenie Rady Ministrow z dnia 01. 07. 2002 r.
w sprawie praktycznej nauki zawodu (Dz. U. Nr 113 poz. 998 z 20 lipca 2002 r.).
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3. Szkola kierujaca uczniow na praktyke zawodowa:

a) nadzoruje realizacje programu praktyki zawodowej,

b) wspdlpracuje z podmiotem przyjmujacym ucznidow na praktyke zawodowa,

c) zapewnia ubezpieczenie uczniéw od nastepstw nieszczesliwych wypadkéw,

d) akceptuje wyznaczonych opiekunédw praktyk zawodowych,

e) przygotowuje kalkulacje poniesionych przez szkote kosztow realizacji praktyki zawodowej,
w ramach przyznanych przez organ prowadzacy srodkdw finansowych.

4. Podmiot przyjmujacy ucznia na praktyke zawodowa zapewnia warunki materialne do realizacji
praktyki zawodowej a w szczegdlnosci:

¢ stanowiska szkoleniowe wyposazone w niezbedne urzadzenia, sprzet, narzedzia, materialy
i dokumentacje techniczna, uwzgledniajac wymagania bhp,

¢ odziez i Srodki ochrony indywidualnej oraz srodki higieny osobistej przystugujgce na danym
stanowisku pracownikom zgodnie z odrebnymi przepisami,

+ pomieszczenie do przechowywania odziezy roboczej oraz $rodki ochrony indywidualnej,

¢ nieodplatne positki regeneracyjne i napoje przyslugujace pracownikom na danym stanowisku
pracy zgodnie z odrebnymi przepisami,

s dostep do urzgdzen higieniczno sanitarnych oraz pomieszczen socjalno-hytowych,

« wyznacza opiekuna praktyk zawodowych,

zapoznaje ucznidw z organizacjg pracy, regulaminem pracy a w szczegdélnosci w zakresie

przestrzegania porzadku i dyscypliny pracy oraz z przepisami bhp,

nadzoruje przebieg praktyki zawodowej,

sporzadza w razie wypadku ucznia podczas praktyki zawodowej dokumentacje powypadkowa,

wspolfpracuje ze szkotg,

powiadamia szkote o naruszeniu przez ucznia regulaminu pracy,

5. Tygodniowy laczny czas praktyki nie powinien przekraczaé 40 godzin tygodniowo, za$ w wymiarze
dobowym — 8 godzin. W wyjatkowych przypadkach, uzasadnionych charakterem realizowanych zadan,
czas praktyki mozna przedtuzyé¢, nie wiecej niz do 12 godzin niz dobe.

6. Praktyka zawodowa moze byé organizowana w systemie zmianowym, z tym ze w przypadku uczniow w
wieku ponizej 18 lat nie moze wypadaé w porze nocne;j.

7. Praktyka zawodowa uczniow jest prowadzona indywidualnie lub grupowo. Liczba uczniow w grupie
powinna umozliwia¢ realizacje programu nauczania dla danego zawodu i uwzglednia¢ jego specyfike,
przepisy bhp, przepisy prac wzbronionych miodocianym oraz warunki lokalowe i techniczne w miejscu
odbywania praktyki zawodowej.

8. Przebieg realizacji programu praktyki zawodowej podlega udokumentowaniu w dzienniku praktyki
zawodowej lub w karcie praktyki zawodowe;j.

9. Sprawy nie ujete w umowie bedg stanowily pisemne uzgodnienia miedzy stronami.

10. Umowa zawarta jest na czas realizacji praktyki zawodowej, w przypadku rezygnacji ucznia ze szkoty przed
rozpoczeciem praktyki umowa zostaje rozwigzana.

11. Umowa zostata sporzadzona w dwu jednobrzmigcych egzemplarzach, po jednym dla kazdej ze stron.

Dyrektor Zespotu Dyrektor Zaktadu

{ podpis i pieczet) ( podpis i pieczec)

BACK TO SUMMARY
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Placement agreement. Example 6 (PL):

w celu przygotowania zawodowego
zawarta W dnill ....oovveveveininenineninn, POMUEAZY ©vvviiiiiiieeeiriieetin s eernt e r s e e e e e e s e r e e e e
(nazwa i siedziba zakiadu pracy)
zwanym dalej pracodawca, repreZentOWAILYIL PIZEZ ..uuu.errrnerreneeenieereeeeraaeeesneennaaernnaaennaaeeennns
2 TP TPP PPN ULOAZOTIVITL 1vvteeeeii et e et e et e et e et e e e eeenns
fimie i nazwisko) {migjsce 1 data urodzenia)
PESEL ..oiveeinereerseeneneisesseesemsessnsseesseensenss ZAMIESZRAIVITL 1o e

(adres zamieszkania)
absolwentem gimnazjum, zwanym dalej mlodocianym.

I 1. Strony zawieraja umowe o prace na czas nie okreélony

2. Nauka zawodu - przyuczenia do wykonywania okreélonej pracy *

(upisac nazwe sawodu, kod kasyfikach alho akres prayuczenia)
trwa ...... miesiace/ecy, od dnia ..o Ao dIIA v
do okresu nauki zawodu ZaliCZONO  ..iieieiiiiriiiii e miesigce/ecy nauki
ZAWOAU U PIACOAATHCY ! ettt ittt ittt et et e et ettt et e et ettt e et et et een e taa e et e e e e e eaheea e aaaeeaneennaeens
(nazwa i siedziba poprzedniego pracodaivcy)
Okres trwania nauki zawodu moze byé skrocony lub przedluzony na zasadach przewidzianych w przepisach.
Nauka zawodu - przyuczenia do wykonywania okreslonej pracy koficzy sie egzaminem czeladniczym - sprawdzajacym*

skladanym przed komisja izby rzemieslnicze lub wlagciwej Okregowej Komisji Egzaminacyjnej.

II. 1.Przygotowanie zawodowe bedzie odbyWalo SI8 W ......oviiiiiiiii e
(nazwa zakiadu pracy)
PO TMAAZOTEITL  .ovtieiii ettt e e e ettt e et e e e e et e e e e e e ean e e ettt e et e nn e eennn s
fimie i nazwisko osoby uprawnionej do szkolenia)
Nadzorujacy posiada kwalifikacje ZaWodoWe .......ceiiiiiii e e
oraz przygotowanie PEAAZOGICZIIE ...t e e

(nazwy i numery dokumentéw kwalifikacyinych, przez kogo wydany)

2.Mlodociany bedzie realizowal obowiazek doksztalcania w formie ...
fwpisac forme doksztatcania)
3.Koszt doksztalcania teoretycznego mlodocianego realizowanego w formie pozaszkolnej

PONIESIE  oviiiiiiiiiiees

III. 1. Mlodociany w okresie nauki zawodu bedzie otrzymywal miesieczne wynagrodzenie

W\V}TSDkOéCi: w I roku - ettt (DIl mInie] NiZ 4 %)
w II roku - e, (0118 MINTE] NiZ S %)
w III roku - e (116 MNTE] NiZ 6 %)

przecietnego miesiecznego wynagrodzenia w gospodarce narodowej w poprzednim kwartale,
obowiazujacego od pierwszego dnia nastepnego miesiaca po ogloszeniu przez Prezesa GUS

w Dzienniku Urzedowym RP “Monitor Polski”.
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2. Mlodociany odbywajacy przyuczenie do wykonywania okreslonej pracy bedzie
otrzymywal miesieczne wynagrodzenie w wysokogci (nie mniej niz 4 %) przecietnego

miesiecznego wynagrodzenia, o ktorym mowa w pkt. 1.

Iv. Podstawowe prawa 1 obowiazki stron umowy okreéla sie nastepujaco:
1.Mlodociany zobowigzany jest w szczegdlnodci:

- dazyc do uzyskania jak najlepszych wynikéw w nauce,

- przestrzegac czasu 1 porzadku pracy ustalonych przez pracodawce,

- przestrzegac przepisow bezpieczenstwa 1 higieny pracy oraz przepisow przeciwpozarowych,

- wypelnia¢ systematycznie obowiazek doksztalcania,

- odnosié sie z szacunkiem do przelozonego 1 przestrzegaé zasad kolezefiskie] wspolpracy,

- przystapi¢ do egzaminu czeladniczego po zakonczeniu nauki zawodu lub sprawdzajacego po
zakonficzeniu przyuczenia

2.Pracodawca zobowiazany jest:

- zatrudnié 1 szkoli¢ mlodocianego zgodnie z programem praktycznej nauki zawodu (przyuczenia)

- zaopatrzy¢ mlodocianego w przewidziany na danym stanowisku sprzet ochrony osobiste], odziez
ochronna 1 robocza, narzedzia pracy, materialy 1 inne potrzebne urzadzenia,

- stosowac sie do przepisow o ochronie pracy 1 zdrowia mlodocianych,

- kierowa¢ mlodocianego na badania lekarskie, zgodnie z przepisami 1 ponosic koszty z tym zwiazane,

- zglasza¢ mlodocianego w ustalonych terminach na nauke doksztalcajaca,

- umozliwié mu regularne uczeszczanie na te nauke oraz kontrolowaé¢ wykonanie przez niego
obowiazku doksztalcania teoretycznego

- pokryé koszty egzaminu na tytul kwalifikacyjny zdawanego przez mlodocianego w pierwszym
wyznaczonym terminie

V.Strony postanawiaja ponadto, ze:

1.Do niniejszej umowy o prace ma zastosowanie art. 196 ustawy kodeks pracy

(podpis miodecianego 1 data) (podpis pracedawcy i data)

(podpis rodzicdwe, opiekundw i data)

Zalaczniki:
1.Swiadectwo ukoficzenia gimnazjum lub §wiadectwo z innej szkoly
2.0rzeczenie uprawnionego lekarza stwierdzajace brak przeciwwskazan do pracy.
OSWIADCZENIE MLODOCIANEGO
Oswiadczam, Ze otrzymalem (-am) egzemplarz niniejszej umowy o prace w celu przygotowania zawodowego i po zapoznaniu sie z jej
tredcia przyjmuje zaproponowane mi warunki pracy i wynagrodzenia. Przyjmuje do wiadomosgcl i stosowania obowiazujace w zakladzie

zasady organizacji pracy izobowiazuje sie do przestrzegania porzadku i dyscypliny pracy.

(podpis miodocianego i data)

PODSTAWA PRAWNA:

sustawa z dnia 26 czerwca 1974r. Kodeks pracy (Dz. U. Nr 24+ poz. 141, z pdzn. zm.)

sustawa z dnia 22 marca 1989r. o rzemioéle [t.j. Dz. U. Nr 112, poz. 979 z 2002r.)

erozporzadzenie Rady Ministrow z dnia 28 maja 19967, w sprawie przygotowania zawodowego mlodocianych 1 ich wynagradzania (Dz. U.
Nr 60, poz. 278) ze zmiana z dnia 12 listopada 2002r. (Dz. U. Nr 197, poz. 1663)

srozporzadzenie Ministra Edukacji Narodowej i Sportu z dnia 1 lipca 2002r. w sprawie praktycznej nauki zawodu (Dz.U. Nr 113, poz.
988) ze zmianami z dnia 29 pazdziernika 2003 (Dz. U. Nr 192, poz. 1875)

srozporzadzenie Ministra Pracy i Polityki Spolecznej z dnia 5 grudnia 2002r. w sprawie przypadkow, w ktorych wyjatkowo jest
dopuszezalne zatrudnianie mlodocianych, ktorzy nie ukonezyli gimnazjum... (Dz. U. Nr 214, poz. 1308

srozporzadzenie Ministra Edukacji Narodowej 1 Sportu z dnia 21 marca 2001 w sprawie warunkdw i sposobu oceniania, klasyfikacji i
promowania ucznidow 1 sluchaczy oraz przeprowadzania egzamindw 1 sprawdziandéw w szkolach publicznych (Dz. U. nr 29, poz.
323 z pdézn. zm.)

erozporzadzenie Ministra Edukacji Narodowej Sportu z dnia 4 grudnia 2002r. w sprawie egzamindw kwalifikacyinych na tytuly
czeladnika i mistrza w zawodzie przeprowadzanych przez komisje egzaminacyjne izh rzemieslniczych (Dz. U Nr 20 z 2003r, poz. 171

BACK TO SUMMARY
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Placement agreement. Example 7 (DE):

< N N | N A
e
R

p | k .Sachsen lernen von der Welt”

AUSLANDSPRAKTIKA =
INTERKULTURELLE KOMPETENZ

Q)

Vertrag

Agreement

Vertrag iiber einen Auslandsaufenthalt zwischen dem sachsischen und
auslindischen Betrieb sowie dem/der Auszubildenden

Agreement on a work placement abroad between the Saxon company, the
company abroad, and the trainee

Der vorliegende Vertrag wird im Rahmen von § 2 Abs. 2 des Berufsbildungsgesetzes vom
23. Méarz 2005 (BGBI. | S. 931) gestaltet und dient der Festlegung der Beziehungen
zwischen:

This agreement is set out in accordance with Section 2 Paragraph 2 of the German
Vocational Training Act of 23 March 2005 (BGBI. | page 931) and is to define the relations
between

§ 2 Lernorte der Berufsbildung

(1) Berufsbildung wird durchgefiihrt
1. in Betrieben der Wirtschaft, in vergleichbaren Einrichtungen auerhalb der Wirtschaft, insbesondere
des &ffentlichen Dienstes, der Angehdrigen freier Berufe und in Haushalten (betriebliche Berufsbildung),
2. in berufsbildenden Schulen (schulische Berufsbildung) und
3. in sonstigen Berufsbildungseinrichtungen auerhalb der schulischen und betrieblichen Berufsbildung
(auerbetriebliche Berufsbildung).

(2) Die Lernorte nach Absatz 1 wirken bei der Durchflihrung der Berufsbildung zusammen (Lernortkooperation).

Section 2 Vocational Training Facilities
(1) Vocational training is conducted
1. at companies in business and industry, at comparable facilities outside of business and industry, in
particular in public service, the liberal professions, and in households (in-company training),
2. at vocational schools (vocational training and education at schools), and
3. at other vocational training facilities outside of the vocational schools and in-company training (ex-
company training).
(2) The vocational training facilities as set out in Section | cooperate in conducting the vocational training (facility
cooperation).

(vollstédndige Bezeichnung und Anschrift des entsendenden Betriebs), im Folgenden ,,der entsendende
Betrieb"”, vertreten durch

(complete name and address of sending company), in the following called the “the sending company*, repre-
sented by

(vollstéandige Bezeichnung und Anschrift des Vertreters),

(complete name and address of representative),

Geférdert durch / Sponsored by:

STAATSMINISTERIUM P Freistaat Europa fordert Sachsen.
FURWIRTSCHAFT | = SACHSEN ESF "
EUROPAISGHE UNION ARBEIT UND VERKEHR — R * e

or Soziallonds
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(vollstdndige Bezeichnung und Anschrift des aufnehmenden Betriebs), im Folgenden ,der aufnehmende
Betrieb", vertreten durch

(complete name and address of receiving company), in the following called “the receiving company*, repre-
sented by

(vollstéandige Bezeichnung und Anschrift des Vertreters)

(complete name and address of representative)

und

vollsténdige Bezeichnung und Anschrift des/der Auszubildenden), im Folgenden ,der/die Auszubildende", im
Falle der Minderjéhrigkeit vertreten durch

(complete name and address of trainee), in the following called “the trainee", if still under age represented by

(vollstandige Bezeichnung und Anschrift der gesetzlichen Vertreter bzw. des gesetzlichen Vertreters).

(complete name and address of legal guardian(s)).

Die Vertragsparteien vereinbaren:

The parties to the agreement stipulate:

Artikel 1: Vertragsgegenstand

1. Die Parteien vereinbaren die gemeinsame Durchfiihrung eines Auslandsaufenthalts
des/der Auszubildenden im aufnehmenden Betrieb im Rahmen der Berufsausbildung
zum/zur

(Bezeichnung des Ausbildungsberufs).

2. Der Vertrag dient der Festlegung der Rechte und Pflichten der Vertragsparteien in Bezug
auf diesen Auslandsaufenthalt.

Section 1: Subject of the agreement

1. The parties agree to cooperate in carrying out the trainee’s work placement abroad at the
receiving company as part of the vocational training as a
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(title of occupation/profession).

2. The purpose of this agreement is to lay out the rights and obligations of the parties to the
agreement with regard to this work placement abroad.

Artikel 2: Laufzeit

1. Der in Artikel 1 erwahnte Auslandsaufenthalt hat eine Dauer von

Er beginntam ....... fo... Y I und endetam ........ J S S

2. Der Vertrag tritt mit den Unterschriften aller Vertragsparteien in Kraft und endet mit dem
Ende des Auslandsaufenthaltes.

Section 2: Duration

1. The work placement abroad as set out in Section |, has a duration of
.................. days /........weeks
It starts on ....... fovoiid i andendson ... T S

2. The agreement shall become effective once signed by all parties to the agreement and
shall cease upon the end of the work placement abroad.

Artikel 3: Pflichten der Vertragsparteien
Section 3: Obligations of the parties to the agreement

Artikel 3.1: Pflichten des aufnehmenden Betriebs

Der aufnehmende Betrieb

= trifft die notwendigen MaRnahmen im Hinblick auf den ordnungsgeméaen Ablauf des
Praktikums. Er stellt insbesondere sicher, dass geeignetes Ausbildungspersonal zur
Verfugung steht, das den Auszubildenden/die Auszubildende wahrend des
Auslandsaufenthalts betreut.

= stellt sicher, dass die Kenntnisse des/der Auszubildenden tatsachlich zur Anwendung
kommen und ihm/ihr Aufgaben und Zustandigkeiten Gbertragen werden, die
seinen/ihren Qualifikationen und seiner/inrer Erfahrung entsprechen.

» gewahrt dem/der Auszubildenden den Zugang zu den R&umlichkeiten sowie
ahnlichen Einrichtungen, die zur Durchfliihrung des Ausbildungsprogramms nétig
sind.

= stellt dem/der Auszubildenden kostenlos die Ausbildungsmittel, insbesondere
Werkzeuge und Werkstoffe, die zur Durchfihrung des Ausbildungsprogramms
erforderlich sind, zur Verfligung.
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» verpflichtet sich, dem/der Auszubildenden nur Aufgaben zu lbertragen, die dem
Ausbildungszweck dienen und seinen/ihren kérperlichen Kraften angemessen sind.

v stellt sicher, dass der/die Auszubildende gegen alle Unfallrisiken versichert ist, die im
Zusammenhang mit der Beschaftigung im Rahmen dieses Vertrags bestehen.

= verpflichtet sich, den entsendenden Betrieb beim Auftreten von Problemen bei der
Durchfiihrung des Auslandsaufenthalts unverziglich zu informieren.

Section 3.1: Obligations of the receiving company
The receiving company

» shall take the necessary measures with regard to the work placement proceeding in
due form. It particularly ensures that qualified training and instructing personnel is
available to supervise the trainee during the work placement abroad.

» ensures that the trainee is actually given the opportunity to apply his/her knowledge
and skills and that he/she is assigned tasks and responsibilities corresponding to
his/her qualifications and his/her level of experience.

= shall give the trainee access to the premises and similar facilities to the extent that
this is necessary for conducting the vocational training program.

» shall provide the trainee with learning aids and equipment for the training free of
charge, in particular with the tools and materials required for carrying out the voca-
tional training program.

= agrees to assign tasks to the trainee that serve the purpose of the vocational training
and are appropriate to his/her physical strength.

= guarantees that the trainee is ensured against all risks of accident related to the em-
ployment under this agreement.

= agrees to inform the sending company without delay, if any problems arise in carrying
out the work placement abroad.

Artikel 3.2: Pflichten des entsendenden Betriebs
Der entsendende Betrieb

= trifft die notwendigen Malnahmen im Hinblick auf die Vorbereitung und den
ordnungsgemaflen Ablauf des Auslandsaufenthalts. Er stellt insbesondere sicher,
dass die Finanzierung des Auslandsaufenthalts vor dessen Beginn geklart ist und
der/die Auszubildende eine Unterkunft am Ort des aufnehmenden Betriebs fur die
Dauer des Auslandsaufenthalts hat.

= stellt sicher, dass die Berufsbildung im Ausland dem Ausbildungsziel des/der
Auszubildenden dient.

v stellt sicher, dass der/die Auszubildende wéhrend des Auslandsaufenthaltes
versichert ist (Kranken-, Haftpflicht- und Sozialversicherung).
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= st dem/der Auszubildenden bei den erforderlichen administrativen Formalitaten
behilflich und stellt sicher, dass die notwendigen Dokumente am Beginn des
Auslandsaufenthalts vorliegen.

Section 3.2: Obligations of the sending company

The sending company

= shall take all necessary measures with regard to the preparation and due course of
the work placement abroad. It particularly ensures that funding for the work
placement abroad has been secured before the beginning of the placement and that
the trainee for the duration of the work placement abroad is provided with accommo-
dation at the place of the receiving company.

= ensures that the vocational training abroad serves the trainee’s training objective.

= guarantees that the trainee is insured for the duration of the work placement abroad
(health insurance, liability insurance, social security).

= shall help the trainee with the necessary administrative formalities and ensures that
all required documents are on hand in time for the work placement abroad.

Artikel 3.3; Pflichten des/der Auszubildenden
Der/die Auszubildende

= verpflichtet sich, das gesamte Ausbildungsprogramm, wie im abgestimmte
Ausbildungsplan vereinbart, zu absolvieren.

= verpflichtet sich, die Ordnung des aufnehmenden Betriebs, seine Arbeitszeiten, seine
geltenden Vorschriften in Bezug auf die Schweigepflicht und die gesetzlichen
Bestimmungen des Gastlandes zu beachten. Des Weiteren gelten die Pflichten aus §
13 des Berufsbildungsgesetzes.

= verpflichtet sich, einen Auslandsaufenthaltsbericht zu erstellen, der dem
entsendenden Betrieb spatestens innerhalb eines Monats nach dem Ende des
Auslandsaufenthaltes vorgelegt wird. In diesem Bericht werden unter anderem die
persénliche Bewertung der im Ausland durchgefiihrten Berufshildung, die erworbene
Sprachkenntnisse und zusétzliche Kompetenzen sowie die vom/von der
Auszubildenden erfillten Aufgaben angegeben.

= verpflichtet sich, den entsendenden Betrieb beim Auftreten von Problemen bei der
Durchflihrung des Auslandsaufenthalts unverziglich zu informieren.

Section 3.3: Obligations of the trainee

The trainee

= agrees to complete the vocational training program as set out in the agreed training
plan.

= commits to observing the rules and regulations of the receiving company, its working
hours, its regulations with regard to confidentiality, and the legal stipulations of the
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host country. Furthermore, the obligations laid out in Section 13 of the Vocational
Training Act shall apply.

= agrees to write a report on the work placement abroad, that is to be submitted to the
sending company at the latest within one month after the end of the work placement
abroad. Among other things, this report is to include a personal evaluation of the vo-
cational training conducted abroad, the language skills and additional skills and abili-
ties gained, as well as the tasks and responsibilities fulfilled by the trainee.

= agrees to inform the sending company without delay, if any problems arise in carrying
out the work placement abroad.

Artikel 4: Haftung

Die Vertragspartner haften nur fir Vorsatz und grobe Fahrlassigkeit.

Section 4: Liability
The parties to the agreement are only liable in case of willful intent and gross negligence.

Artikel 5: Kiindigung der Vereinbarung

Die Vertragsparteien kénnen diese Vereinbarung bei Nichterfullung einer der vertraglichen
Verpflichtungen unabhangig von den Folgen kiindigen, die sich aus den flir diesen Vertrag
geltenden rechtlichen Bestimmungen ergeben.

Section 5: Termination of the agreement

The parties to the agreement may terminate this agreement in case of non-fulfillment of a
contractual obligation regardless of the consequences resulting from the legal provisions
applying to this agreement.

Artikel 6: Gerichtsstand
1. Zustandig sind die Gerichte in ......................... (Sitz des entsendenden Betriebs) flr alle Streitfalle
zwischen den Vertragsparteien im Zusammenhang mit diesem Vertrag.

2. Dieser Vertrag unterliegt demin ................... (Land des entsendenden Betriebs) geltenden
Recht.

Section 6: Place of jurisdiction
1. All disputes between the parties to the agreement arising hereunder shall be settled before
acourtoflawin ..o (domicile of sending company)

2. This agreement is bound by the laws in effectin............... (country of sending company).

Artikel 7: Vertragsanderungen oder -zusitze

Anderungen dieses Vertrags sind in einem Zusatzvertrag niederzulegen, der fiir jede der
Parteien durch die Unterzeichner dieses Vertrags zu unterschreiben ist.
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE
-

Section 7: Alterations of contract and contract amendments

Any alterations and amendments shall be laid out in a supplemental agreement that is to be
signed by the parties’ signatories of this agreement.

Artikel 8: Salvatorische Klausel

Sollten einzelne Bestimmungen dieses Vertrags unwirksam sein, berihrt dies nicht die
Wirksamkeit der anderen Vertragsbestimmungen.

Section 8: Severability

If any provision of this agreement shall be held to be invalid, the remaining provisions of the
agreement shall not be affected.

Datum Unterschrift Stempel

date signature stamp

BACK TO SUMMARY
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE
-

Host country IVET school details form:

- Name of IVET school.

- Responsible for the school.

- Contact details.

- Number of students.

- Professional disciplines and qualifications provided by the IVET school.

- Companies that host trainees on a regular basis in the school’s area of
influence.

- Activities in which students from both countries could participate (linguistic
tandems, language and cultural exchange activities , cultural trips or visits,
language classes, etc.)

BACK TO SUMMARY
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6. ABINEXES
-

6.1. GLOSSARY
> General definitions:

VOCATIONAL EDUCATION AND TRAINING (VET): Theoretical and practical training that
provides students with the skills and competences they need to exercise a profession.

INITIAL VOCATIONAL EDUCATION AND TRAINING (IVET): The general definition of
IVET is preparation of people with skill and/or competences to gain entry into a specific
occupation or sector. (At least this is the definition provided in most instances, but IVET is an
evolving concept in all countries and, in many respects, this limited definition is becoming
outdated. IVET is no longer considered only as a vocational pathway, but as an alternative
pathway to the academic route that contains many elements of an academic education which
can, ultimately, lead to a tertiary level, university education. This, at least, is an aspiration
for IVET).®

VET PROVIDERS: Educational Institutions providing vocational education and training (VET).
IVET PROVIDERS: Educational Institutions providing Initial Vocational Training (IVET).

IVET SCHOOL: A secondary school in which students are taught the skills and/or
competences needed to perform a particular job.

IVET STUDENT: A person who is attending IVET courses.

TRAINEE: a student who is learning and practising the skills of a particular job. A person
undergoing training in occupational skills. 3°

PLACEMENT: The assignment of a person to a suitable place (as a job).

WORKPLACE TRAINING: A placement in a company done by vocational training students in
addition to the training they do in their school as part of their training period.

LOCAL WORKPLACE TRAINING: Workplace training carried out in companies near the
school or college in the country where the trainee lives.

INTERNATIONAL WORKPLACE TRAINING: Workplace training carried out in companies in
a country other than the one where the trainee usually lives. International learning mobility
involving trainees, IVET schools and host companies.

MOBILITY BENEFICIARIES: The ones that benefit from mobility actions and grants.
Normally the trainees.

MOBILITY STAKEHOLDERS: the ones involved in mobility actions.

EVALUATION: The process of documenting, usually in measurable terms, knowledge, skills
and attitudes.

34 “Initial vocational education and training (IVET) in Europe” Cedefop, 2008.
35 European Education Thesaurus, Cedefop, 1998.
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» Required players:
Organisations or people necessary to ensure quality international workplace training:

IVET SCHOOL: IVET provider located in sending country where trainees attend vocational
training courses and which generates the demand for International workplace training.

IVET STUDENT OR TRAINEE: a person who is attending IVET courses and/or has
graduated from an IVET school less than a year ago.

COORDINATING ORGANIZATION SENDING COUNTRY: Institution which gathers the
demand for International workplace training from IVET schools in the sending country.

COORDINATING ORGANIZATION HOST COUNTRY: Institution which gathers the supply
for placements from host companies in the host country. It receives the demand for
international workplace training from the coordinating organisation in sending country.

HOST COMPANY: company hosting the IVET student/trainee during the workplace training.

COMPANY TUTOR: The person appointed to guide, train and assess the trainee during the
workplace training in the host company.

SCHOOL TUTOR: IVET school teacher who coordinates placements for IVET students.
» Optional players:

SUPPORTING ORGANIZATION: Institution usually located in sending country that gives
logistic or financial support to the mobility experience.

IVET SCHOOL HOST COUNTRY: IVET provider located in host country where the

international workplace training takes place that could co-operate in supporting workplace
training.
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Other concepts:

WORKING LANGUAGE: This is the language which enables communication at work during
the placement. It might be the language of the destination country or any other language
shared by the interlocutors.

WORK PLAN: The various organized activities to be done by trainees during their
international workplace training.

PLACEMENT COMPLETION CERTIFICATE: Document signed by a legal representative of
the host company which certifies that the trainee has successfully completed his/her
placement in the company according to the previously established Work Plan.

TRAINEE’S REPORT: Document drawn up by the trainee once the placement has finished in
which they describe their experience using a previously established guide.
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6.2. PREVIOUS STUDIES ABOUT IVET LOCAL WORKPLACE TRAINING IN EACH
PARTNER’S TERRITORY. COMMON DENOMINATORS ON WORKPLACE TRAINING
BETWEEN PARTNERS

Trends in IVET training: students per disciplines

BE
Antwerp, Belgium
In 2008-2009 some 1804 students enrolled in IVET programmes, representing 7.06% of the
total number of inhabitants aged between 16 and 22 years (6.84% in 2006-2007 and 6.89%
in 2007-2008). In 2008-2009 the disciplines with the highest number of students were:

» business studies

» health

» personal image

BG
Dobrich, Bulgaria
In 2008-2009 some 5098 students enrolled in IVET programmes, representing 55.91% of the
total number of inhabitants aged between 16 and 22 years (52.42 % in 2006-2007 and
53.63% in 2007-2008). In 2008-2009 the disciplines with the highest number of students
were:

» hospitality trade

» information technology

» business studies

BG
Plovdiv, Bulgaria
In 2008-2009 some 16842 students enrolled in IVET programmes, representing 53.52% of
the total number of inhabitants aged between 16 and 22 years (57.57 % in 2006-2007 and
55.86% in 2007-2008). In 2008-2009 the disciplines with the highest number of students
were:

» hospitality trade

» construction and civil engineering

» metalworking

DE
Bautzen, Germany
In 2008-2009 some 8967 students enrolled in IVET programmes, representing 18.69% of the
total number of inhabitants aged between 16 and 23 years (17.08% in 2006-2007 and
18.7% in 2007-2008). In 2008-2009 the disciplines with the highest number of students
were:

» metalworking

» hospitality trade

» trade and marketing
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