


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	 Marià Galí 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.”1

 
 

 

                                                 
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.  

 
 
 
 
 
 
 
 
 
 

39

39



 

 
  

  

 

5. REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
5.5.2. Functions and Responsibilities: 
 
 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. REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
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. 
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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. REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
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 
 
 

 
 
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) 

 
 
 

 
 
 

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

  - DESCRIPTION OF THE STUDENT. 
  - DESCRIPTION OF THE STUDENT’S CURRICULUM. 
  - DESCRIPTION OF THE TYPE OF WORK EXPERIENCE RECOMMENDED. 

IVET STUDENT SCHOOL TUTOR 

BACK TO SUMMARY 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
Student’s description. Example 5 (PL): 
(Medical Certificate) 
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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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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
Placement agreement. Example 1(ES): 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
Placement agreement. Example 2 (ES):27

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                 
27 Generalitat de Catalunya, Education Department: http://www.xtec.cat/fp/spifp/02_eines_e/index_e.htm 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
Placement agreement. Example 4 (PL): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
  

  

 

5. REQUIRED PLAYERS AND THEIR PERFORMANCE 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
Placement agreement. Example 5 (PL): 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
Placement agreement. Example 6 (PL): 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
Placement agreement. Example 7 (DE): 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 
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5. REQUIRED PLAYERS AND THEIR PERFORMANCE 

- 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.) 

 
 
Host country IVET school details form: 
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6. ANNEXES 

 
 
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).34

 
  

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. 35

 
   

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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6. ANNEXES 

 
 
 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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6. ANNEXES 

 

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. ANNEXES 

 
 
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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