






 

 
  

  

 

REQUIRED PLAYERS AND THEIR PERFORMANCE 

 
 
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 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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During the placement 
 
Procedures:                 Related Documents: 

 
 
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 questionnaire - Guidelines for IVET Student’s 

Satisfaction Questionnaire 
- Guidelines for Company Tutor 
Satisfaction Questionnaire 

22) Feedback meeting N/A 
23) Capitalization of the experience - Europass Language Passport 
24) Final 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/A 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 
(DE) 
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Evaluation of the Student by the Company. Example 2 (DE): 
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Certifying the placement. Example 1:31

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                 
31 Leonardo da Vinci, Spanish NA 
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Certifying the placement. Example 2:32

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                 
32 Generalitat de Catalunya, Education Department: 
http://www.xtec.cat/fp/spifp/02_eines_e/index_e.htm 
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- 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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