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-

Action procedures

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

Summary of all the procedures at a glance:
Before the placement

Procedures:

Related Documents:

1) Student’s application

- European Curriculum Vitae
- Guidelines for Motivation | etter

2) Student recruitment

N/ZA

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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During the placement

Procedures: Related Documents:
14) Student’s welcome session N/A
15) Initial meeting N/A
16) Induction session N/A

17) Placement monitoring and follow-up

- Diary Example 1 (ES)
- Diary Example 2 (PL)

18) Final evaluation meeting

- Evaluation of the Student by
the Host Company. Example 1
(ES)
- Evaluation of the Student by
the Host Company. Example 2
(BE)

After the placement

Procedures:

Related Documents:

19) Certifying the placement

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

20) Trainee’s report

- Guidelines for trainee’s report
- Example

21) Satisfaction guestionnaire

- Guidelines for IVET Student’s
Satisfaction Questionnaire
- Guidelines for Company Tutor
Satisfaction Questionnaire

22) Feedback meeting

N/ZA

23) Capitalization of the experience

- Europass Language Passport

24) Einal evaluation

- Evaluation form Example (PL)

25) Host company Quality certificate

- Example (ES)

26) Drawing up conclusions N/A
27) Dissemination in sending country N/A
28) Dissemination in host country N/ZA
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Evaluation of the Student by the Company. Example 2 (DE):
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~3axons learn from the world®
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AUSLANDSPRAKTIKA -
INTERKULTURELLE KOMPETENZ

Evaluation of the Internship

Information about the company Information about the trainee
Company Name, /

First name
Street Address
Postcode
Location Duration of the
Adviser internship

German German
company

Evaluation of the efficiency of the internship

++ + 0 - --
Exceeds the Meets the meets the meets the Does not meet
requirements by |requirements requirements requirements in | the requirements
far eminently the main

Demeanor (e.g. friendly, unfriendly)

Work habits (e.g. interest, willingness)

Methods (e.g. carefully, duly)

Punctual Unpunctual

] L 1

Publicly sponsored:

STAATSMINISTERIUM BF—— Freistaat Europa lordert Sachsen.

FUR wiRTscHAFT | = SACHSEN ESF .

EUROPAISCHE UNION ARBEIT UND VERKEHR
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Certifying the placement. Example 1:3*

MOBILITY CERTIFICATE

HOLDER: This mobility certificate is awarded to:
Surname:
First Name:

Address (house number, street name, postcode, city, country):

Phone:

E-mail:

Date of hirth {dd/mm/yy):
Nationality:
HOST: This mobility certificate is issued by:

Name of the issuing/host organisation:

Address (house number, street name, postcode, city, country):

Phone: Fax:

Surname(s) and first name(s) of reference person/mentaor:

Title/position:

E-mail:
DESCRIPTION OF THE MOBILITY EXPERIENCE

1.- Objective of the Mobility experience:

To acquire a first work experience in an international environment.

2.- Duration of the Mobility experience:

From:
To:

3.- Activities/tasks carried out:

31 Leonardo da Vinci, Spanish NA
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4,- Job-related skills and competences acquired:

5.- Language skills and competences acquired (if not included under
'Job-related skills and competences'):

6.-Computer skills and competences acquired (if not included under
‘Job-related skills and competences'):

7.- Organisational skills and competences acquired (if not included
under 'Job-related skills and competences'):

8.-Social skills and competences acquired (if not included under
'Job-related skills and competences'):

9.- Other skills and competences acquired:

Date: Place:

Signature of the reference person/mentor Signature of the holder

BACK TO SUMMARY
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Certifying the placement. Example 2:3?

[Headed Paper of the company]

CERTIFICATE

Lifelong Learning Programme
Leonardo da Vinci

This is to certify that

[name of the student]

has participated in a [number of weeks]-week work placement at [name of
the company] for [number of hours] hours, from [start date] to [final date],
in the [student’s professional activity] sector

[Sighature and stamp]

[Name and surname]

[Date]

BACK TO SUMMARY

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