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1. Aim of the document

Work-based learning, such as apprenticeships, internships, job shadowing etc., is a valuable
transition phase, from education and training to the labour market, for students as well as for
unemployed people. It is a great opportunity for them to explore their career options and
improve their skills learning how to apply what they learned in the classroom to the real world.
On the other side, work-based learning helps employers to hire better-prepared employees
who understand workplace expectations. As a result, they reduce their recruitment and

training costs.

The learning outcomes acquired during the Work-based learning need to be validated,
recognized and transferred. This learning outcomes validation and recognition process
requires the participation of different agents: employers, teachers and learners, being

necessary the development of specific guides for each one.

Fig 1: Agents involved in Weblased learning process

This present employers’ guide is a complete set of methodological guidelines and tools for the
use of ECVET for transnational work-based learning. Our objective is to providing you the

guidelines and tools for designing and providing work-based learning for foreign students.
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The Guide is intended to be especially useful for Companies’ employers who manage student

mobility. It deals with all the steps of preparing, implementing and evaluating a work-

placement.

Aspects regarding to work place mobility will be explained and organized according to the
mobility process: before, during and after the mobility.

o
.Before mobility During mobility After

mobility

Fig 2:Mobility process
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2. Structure of the document

The Guide contains in chapter 4 a short introduction to European Credit for Vocational and
Educational TrainingECVET)methodology and guidelines aimed to employers for the
application of the ECVET in transnational work-placements for students. The information
provided in this chapter will help employers to have the necessary knowledge about ECVET for

the correct implementation of the work placement.

Chapters 4 to 6 describe the aspects to consider during the different stages of the mobility.

These chapters include a description of the process and the tools to use.

o ®
‘e
°
Q@ °.
°
Before mobility During mobility After
° o mobility
oo’
® o
* Build a partnership * Provide work * Validation of LO
« Sign a MoU sclziic\?i:iqeint and learning according to the MoU
* Identify the Units of LO * Recognition of
Decide th ¢ Assessment what LO students’ credit
* Decide the assessment the learner has according to the MoU
method achieved .
. ide th lidati ¢ Evaluation of the
Decide the validation * Provide evidences mobility process

and recognition method about the results the

e Sign a LA assessment.

Fig 3:Stages and tools used during the mobility process

Chapter 3, introduces the ECVET and its main principles
Chapter 4, focuses on aspects to consider before the mobility

Chapter 5, focuses on aspects to consider during the mobility

= = 4 =2

Chapter 6, focuses on aspects to consider after the mobility

L https://ec.europa.eu/education/policy/vocational-policy/ecvet_en
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3. Introduction to ECVET Principles

The European Credit System for Vocational Education and Training (ECVET) helps individuals
who are seeking to acquire a Vocational Education and Training (VET) qualification to move
between countries and gain access to lifelong learning opportunities. Similarly, it also helps
employers from across Europe to access members of the workforce from all Member States of
the EU; targeting the specific skill set the company needs and helping to add to the company’s
human capital. This Credit System does so by making it easier to transfer, to have recognised

and to accumulate assessed learning outcomes? (CEDEFOP, 2015).

Learning Outcomes in ECVET

To implement ECVET it is necessary that qualifications are described using learning outcomes.
Learning outcomes can then be grouped to create units. A unit is a component of a
gualification, consisting of a coherent set of knowledge, skills and competences that can be

assessed and validated.

The first main element of ECVET is transparency of qualifications. Different organisations
collaborating in the transfer and accumulation process should have the same understanding of

their qualifications.

‘Qualification” means a formal outcome of an
assessment and validation process which is obtained
when a competent institution determines that an
individual has achieved learning outcomes to given
standards

ECVET Recommendation

2 http://www.cedefop.europa.eu/en/publications-and-resources/publications/5556
http://www.cedefop.europa.eu/es/events-and-projects/projects/european-credit-system-vocational-
education-and-training-ecvet
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“Learning outcomes are statements of what a
learner knows, understand and is able to do on
completion of a learning process”.

EQF Recommendation

The building block of the transfer and accumulation process is the Unit of learning outcomes.

‘Unit of learning outcomes’ is a component of a vocational
qualification, consisting of a coherent set of knowledge,
skills and competence that can be assessed and validated
autonomously. In principle, a qualification consists of
several units and a complete set of units makes up a whole
qualification.

ECVET Recommendation

A unit may be specific to a single qualification or common to several qualifications.

The expected learning outcomes defining a unit may be achieved irrespective of where or how
these have been achieved. Thus, a unit is not to be confused with a component of a formal

learning programme or training provision (i.e. module, course etc.).

1 ECVET Points
ECVET points are a numerical representation of the overall weight of learning
outcomes in a qualification and of the relative weight of units in relation to the
qualification. Together with the descriptions of learning outcomes and information
about the level of qualifications, ECVET points can support the understanding of a

qualification.

1 ECVET Credit Transfer and Accumulation
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Credit for learning outcomes (i.e. assigned ‘credit points’) designates individuals'
learning outcomes which have been assessed and which can be accumulated
towards a qualification or transferred to other learning programmes or

qualifications.

In ECVET, credit accumulation is enabled by the use of units of learning outcomes that can be
progressively assessed, validated and recognised. It is based on qualification systems’ rules
and requirements on accumulation. These rules define which learning outcomes are
accumulated towards which qualification and how they are assessed and validated. In this
way, the ECVET model takes the hardship out of recruiting employees from abroad because
the structure of ECVET analyses the training which has been completed abroad, and filters it
into a common European model which can then be easily interpreted by HR managers and

professionals in all Member States.

Units of learning ECVET points
outcomes P

Transfer process

Fig) The three pillars of ECVET. Source: Let
ECVET in the course of mobility periods in VET

ECVET Technical Components
There are certain elements of the ECVET model which are specific to the European education

and training sector. These include the Memorandum of Understanding and the Learning

Agreement:
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1 Memorandum of Understandings a framework agreement between partner
organisations, from two or more countries, confirming cooperation arrangements and
procedures. It outlines the roles of the involved parties and details the conditions
through which learning outcomes can be achieved, assessed and potentially

transferred from one country to another.

1 Learning Agreementlefines and describes the conditions for the mobility of an
individual learner. While the Memorandum of Understanding contains information
with regard to the learning outcomes to be achieved and provides a guideline as to
how the transfer will take place, the Learning Agreement provides more detailed
information on learning goals and content specific to what the learner aims to

accomplish by undertaking the exchange.

The ECVET tools and methodology consists of:
1 the description of qualifications in terms of units of learning outcomes with associated
points,
 atransfer and accumulation process and
I complementary documents such as learning agreements, transcripts of records and

ECVET users’ guides.
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4. Before the Mobility

This section describes the aspects of ECVET implementation to take into account before the
mobility takes place. Different actors are involved before the mobility: teachers, students,

employers,...

e ®* .
[ J
Q@ °.
[ J
.Before mobility

e Build a partnership
e Sign a MoU
e |dentify the Units of LO

¢ Decide the assessment
method

¢ Decide the validation
and recognition method

e Signa LA

Fig5: Stages and tools used during beftdre mobility.

This guide introduces all the steps that will took place before the mobility but specifying those

aspects in which the employers are directly involved.

Decide the Decide the

Build a . Identify the validation and
Sign a MoU . assessment L
Units of LO recognition
method
method

Sign a LA

partnership

Fig6: Aspects to consider before the mobility
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Build a partnership

Identify, create and build a partnership is key for the success of a mobility. These partnerships
are formed by the sending organization and the company in which the work placement will

take place plus the receiving VET organization or the intermediate company.

VET sending organization will be responsible of finding a host company for the work
placement. So if you are an organization very interested on receiving students you can contact

with VET intermediate companies in your country.

Intermediate organizations are those that act as intermediaries between a sending VET school
and the receiving company in another European country that will host the students for their
work-placements. You can find an intermediate organization in the databases of the Erasmus+
National Agencies, social media groups (as Linkedln and Facegroup groups for European

projects) or during the Infodays and networking events.

Before signing any agreement between the parties it is essential to exchange information
regarding to:

- Vocational and Educational System

- Qualification offered in the sector and the competences/learning outcomes offered work
placement.

- Information about the sending and receiving organization. In case on VET organization:
studies, programmes,.. In your case, receiving company organization, characteristics and

structure of the companies, organization of the work and tasks, training support,..

It will be possible to compare if the job characteristics and requirements match with the
qualifications of the students and to what extent this work placement can cover the desired
learning outcomes of the VET organization curriculum from the analysis of all this information.
The competences to develop during the work placement need to be described by the VET

sending organization in terms of learning outcomes and units of learning outcomes. From your
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side, you have to describe the work process of the work placement and associate the core

tasks/activities with specific learning outcomes.

The results of the comparison could lead to three different decisions:

The learning outcomes

of the qualifications of

the student match with | |n this case, all the learning outcomes can be considered for mobility.
the activities/tasks of
the work placement.

Only some of the Mobility can be implemented and credits will be awarded only for the
learning outcomes learning outcomes that will be reached. If the work placement requires
match with the more competences that are not part of your VET programme, the
activities/tasks of the mobility could also be implemented and the students will have the

work placement. possibility to obtain additional competences during their mobility stay.

In this case the mobility is also possible, if both parties agree, and the
There is no matching of | student is informed in advance about this situation. It is a risky decision
the learning outcomes. | for the hosting employer and a challenge for the student, however
additional learning outcomes could be acquired.

If both parties agree on cooperating after analyzing the information gathered, they will sign a

cooperation framework named Memorandum of Understandin@/oU).

Sign a Memorandum of Understanding

The Memorandum of Understanding @W) is a framework agreement between partner
organisations, from two or more countries, confirming cooperation arrangements and
procedures. The MoU sets out the roles of the involved parties and details the conditions

via which learning outcomes can be achieved, assessed and potentially transferred.

* % % Co-funded by the Partners:
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The MoU aims to establish mutual trust between the partners engaged in mobility and/or
in validation, transfer, recognition and accumulation of learning outcomes, acquired in a

different VET Organization.

Within the MoU, partners should:

1  Confirmtheir acceptance of quality assurance, assessment, validation and recognition
criteria and procedures as adequate for credit transfer.

1 Agreeon the termsof the partnership, including objectives, the planned duration of
future mobilities (minimum, maximum) and mechanisms for evaluation and revision of
the MoU.

1 Agree on units of learning outcomeshat can be embedded or adapted to meet
mobility programme delivery and credit transfer needs (refer also to: Identify Units of
Learning Outcomes).

71 Identify all other actors and institutions involved in mobility, validation and

recognition related activities, confirming their roles and duties in this respect.

The MoU is signed by the representatives of both partners, e.g. the head teacher/manager of

VET school and the manager of the host company.

In annex 8.1 you could find a template about the Memorandum of understanding.

Units of Learning Outcomes

The description of qualifications in terms of units of learning outcomes is one of the main
elements of ECVET. A learning outcome is a component of a qualification, consisting of a
coherent set of knowledge, skills and competence that can be assessed and validated. The
learning outcomes are described through units of learning outcomes. For a work placement,
these units should be a coherent and cohesive set of learning outcomes that can be assessed

and validated separately. The units of learning outcomes must be:

* % % Co-funded by the Partners:
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1 Clearlyunderstoodby involved actors - such as learners, teachers and trainers (in the
home and host institutions) and competent institutions with responsibility for
validating and recognising learning outcomes achieved during a period of geographical
mobility.

1 Achieved during mobility For example, taking into account the existing knowledge,
skills and competence of learners, the duration of the planned mobility and the
learning opportunities able to be accessed in the host institution and country.

T Assessdabroad Some learning outcomes may be easier to assess abroad than others
and it is also important to take into account the language skills of individual learners.

1 Recognizedvhen the learner returns to the home institution.

How to assess and how to get evidences of the achievements

Different methods and processes can be used to establish the extent to which a learner has in
fact attained particular knowledge, skills and competence which should be agreed in advance
by the parts involved. It will be interesting to include in the Learning Agreement how to collect

information about the different possibilities for getting evidences of the achievements.

It is necessary to answer the following question:
- Who will assess the learner?
A tri-partite assessment, consisting of a VET teacher, a workplace instructor (or an employee)

and the student (for self-assessment), would ensure high quality of the assessment process.

- How learning outcomes will be assessed, in what context and where?

The evidence needed for the assessment should be documented. Therefore, it should be clear
since the very beginning, what the assessment approach will be and what records should be
kept. The methods are selected based on what is most suitable and relevant for the
assessment of each LO. Any restrictions and obstacles (e.g. language barriers, legal restrictions

etc.) in the context of the mobility should be taken into consideration.

- Whenassessment will take place?

* % % Co-funded by the Partners:
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The student should be informed about what to expect and the host company should be

prepared for this procedure. Time for the assessment will be defined in advance.

- What procedures are in place to ensure the quality of assessment?
It is important to apply some quality procedures and select transparent criteria that will ensure
the validity and reliability of the assessment results. The procedure of the assessment should

be described in a transparent way in the Learning Agreement.

There can be one or several assessments during the mobility. It is important to define and

agree on which the assessment methods and tools that will be used are.

Types of assessments methods:

1 self-assessment.

 structured feedback meetings/discussions.
presentations.
Written tests, examinations...

Oral: Interviews

= =4 =4 A

Practical: Skill testing/workshop practice...

Validation and recognition

The purpose of applying ECVET to mobility is to facilitate credit transfer from one learning
environment to another. That is, recognizing learning achieved during a period of geographical

mobility as an integral part of the intended VET qualification in the host country.

The validation of learning outcomes is the process of confirming that one or more learning
outcomes that have been achieved (by the student) and assessed (by the receiving

organisation) correspond to specific learning outcomes which may be required for a unit or a

qualification.
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The recognitimm of learning outcomess the process of attesting officially-achieved learning
outcomes through the award of units or qualifications. Following validation, learners receive

official certificate.

Validation and recognition will be described in depth in Chapter 6. At this stage, it has to be
clear and well defined for all the parties involved which Validation and Recognition process will

be implemented.

Learning agreement

The Learning AgreementLA) defines and describes the conditions for the mobility of an
individual learner. The LA is agreed between, and signed by, the sending and host
Organizations and the mobile learner. In annex 8.2 you could find an example of Learning

Agreement.

Specifically, the LA should provide information on:

1 Involved parties: namely VET providers in the home and host country (as well as any
intermediary organisations) as well as the individual learner.
Duration: of the mobility period.
Current qualificationor study programmesconfirming the level of progress thus far.
Targetal learning outcomes specifically those being targeted during a period of
geographical mobility - in some cases, mobility goals will not extend to a full unit with
only certain learning outcomes being targeted, with a need for the LA to be explicit in
such cases.
Assessmenprocedures criteria, indicators and methods.

Y Documentation tools and mechanismsspecifically those able to formally relate
learning outcomes achieved and assessed during a period of geographical mobility.

1 Validationand recognition mehanismsgoals, actions and key actors.
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Keep in mind that it is essential to establish mutual trust with your partner(s). Be clear on what
you wish to achieve, make explicit your goals, communicate in an open manner and put in

writing your agreements on your roles and tasks.

Involved parties Responsibilities during preparation phase

Sending organization Prepares the mobile learner

Organizes logistics issues — time of arrival and departure

Arranges accommodation

Exchanges contact persons

Clarifies insurance issues

Applies for financial support

Drafts a risk prevention plan

Names the contact persons

Informs of any cultural and/or language requirements

Prepares an information package for the student

(instructions in case of emergency, general rules and

regulations at the workplace, work safety rules, work

clothing regulations, up-to-date links to information about

the area, arrangements for extracurricular activities

offered)

1 Appoints a tutor with the adequate level of competence
and experience

Hosting company

1 Familiarizes the tutor and the staff members to the LA

1 Organizes a welcome procedure/ orientation period

1 Drafts a quality assurance plan

Mobile student 1  Writes a CV and a motivation letter

1 Jointly with the teacher, organizes the logistics,
accommodation and insurance

1 Takes out travel insurance

1 Takes out health insurance

1 Takes out accident insurance

1 Exchanges contact persons and details

1 Gets informed on the learning agreements (duration,

schedule, learning outcomes etc.)
Table 1Tasks for ach partner involved before the mobility process.

The specific roles of the persons involved should be clear, without any overlapping

responsibilities.
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5. During the Mobility

This section describes the aspects of ECVET implementation to take into account during the

mobility takes place. Different actors are involved before the mobility: teachers, students,

employers,...

During mobility

¢ Provide work
placement and learning
activities

¢ Assessment what LO
the learner has
achieved

¢ Provide evidences
about the results the
assessment.

Fig7: Stages and tools used during the mobility process

Provide evidences
about the

Provide work Assessment what
placement and LO the learner has

activities achieved assessment

Fig8: Aspects to consider during the mobility
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Provide work placement and learning activities

The details about the work placement and learning activities have to be established at the
beginning of the mobility period. It is important to define which the obligations and rights of all
the parts involved in the mobility are: obligations and rights of the company and obligations

and rights of the students.

Company’s obligations

Provide learning activities
According with the information provided in the Memorandum of Understanding and the
Learning Agreement, the company will define activities in which the participants will acquire

the targeted learning outcomes.

The company has to facilitates to the student all the information needed for the work
placement implementation. The company will facilitate the welcome procedures and provide
the manual and procedures related with the workplace (quality assurance, safety and risk

prevention, environment, work procedures,..)

Provide atutor in the company
It has to be defined who will train, support, mentor, monitor and evaluate the achievement of
the learning, objectives, according to defined assessment methods. The tutor in the company

will be the reference person for the student during the mobility period.

The Company Data Sheén Annex 8.3, could be useful to collect information regarding to the

company, tutor, activities, ..

An attendance sheet (annex 8.4) has to be used to register the assistance of the student. This
attendance sheet need to be signed everyday by the student and has to be supervised and

signed by the tutor.
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Student’s obligations

The students must complete all learning training activities in a professional manner completing
the required training hours. It is important that all the students document and reflect his/her

learning experience during the mobility phase in a “learning blog or diary”.

During the mobility, the students have to respect the company’s rules and other workers. They

are also required to inform their tutors about any incident or doubts that may arise.

Assessment of what LO the learner has achieved

All assessments will be carried out during the work-based learning period according to the
contents of the Memorandum of Understanding and the Learning Agreement defined and

signed before the mobility.

The assessments to carry on will be those defined and agreed before the mobility. Types of
assessments methods:
Y Self-assessment.
Structured feedback meetings/discussions.
Presentations.

1
1
9 Written tests, examinations...
9 Oral: Interviews

1

Practical: Skill testing/workshop practice...

Depending on the length of the mobility period, interims and final assessments will be done. In

annex 8.5, you could find examples about mid-term and final report.

According to the results obtained the tutor in the company will:
- underline the learning performances achieved by the student.
- provide a description of the strong and weak points of the student during the mobility.

- confirm if the student has passed the assessment and the degree of objectives achievement.
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Provide evidences about the results the assessment - Personal
Transcript

It is important to collect evidences from the different assessment in order to support the
decisions taken at the end of the work placement period. All these evidences together with the
documents prepared during the mobility (reports, learning diary, attendance sheets,..) will be

sent directly to the sending organisation with the final report.

The company will deliver to the sending organisation the Personal Transcripfor the final
assessment and recognition. The report will include:

- Description of the activities done by the student.

- Complete description of the learner performance.

- Collection of evidences and any document with relevant information for the assessment.

At the end of the mobility period, the Europass mobility has to be filled in by the student and
the tutor in the company. The Europass mobility is a document to record knowledge and skills

acquired in another European country, through for example a work placement in a company.

This document describes the achievement in details, including:
- a description of the mobility experience, home training institute, the company that
provides placement, the objectives and duration of the work placement.
- details on the undertaken activities.
- the skills developed, including job-related skills, language skills, computer skills,
organizational / managerial skills, communication skills, and other.

Europass Mobility is signed by both sending training institute and receiving company.

Involved parties Responsibilities during the mobility

3 https://europass.cedefop.europa.eu/documents/european-skills-passport/europass-mobility
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Sending organization I Have a permanent contact with the hosting company and
the student
1 Ensure that the MoU and LA are fulfilled
Hosting company 9 Provide a tutor in the company with permanent contact
with the student
 Supervise the training activities of the student
I Ensure that the MoU and LA are fulfilled
9 Support the student during the training process
9 Supervise the attendance sheet
9 Do the assessment of the LO
 Assess the training mobility and report
9 Fillin the Europass Mobility
9 Prepare and deliver the personal transcript generated
during the mobility to the sending organisation
Mobile student 1 Know all the procedures related to the work place.
1 Complete all the training activities
9 Respect rules and other workers
9 Fillin a learning diary
 Singthe attendance sheet
 Complete de assessment
9 Fillin the Europass Mobility

Table2: Taskdor each partneinvolved during the mobility process
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6. After the Mobility

This section describes the aspects of ECVET implementation to take into account after the

mobility takes place. Different actors are involved before the mobility: teachers, students,

employers,...

After

mobility

e Validation of LO
according to the MoU

¢ Recognition of
students’ credit
according to the MoU

e Evaluation of the
mobility process

Fig9: Stages and tools used during the mobility process

Recognition of
students' credit
according to the
MoU

Validation of the LO
according to the

Evaluation of the

mobility process

MoU

Fig10: Aspects to consider after the mobility
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Validation of the LO according to the MoU

The validation of learning outcomes is generally understood to mean: the process of
confirming that one or more learning outcomes that have been achieved (by the student) and
assessed (by the receiving organisation) correspond to specific learning outcomes which may
be required for a unit or a qualification. Validation is preceded by assessment in the host
country, as was described in the previous chapter, and is based on the documentation of
assessed learning outcomes by the involved tutor, recording this in a document (report,

dairy,..).

After the student returns to the origin country, the validation and recognition of the Learning
Outcomes take place. This validation and recognition process is always in line with the signed

Learning Agreement

All the documents collected and produced during the mobility period and related to the
assessment of the Learning Outcomes are analyzed and compared with the Learning
Agreement. Validation is normally achieved where expected and assessed learning outcomes

are sufficiently consistent and adequately documented

Recognition of students' credit according to the MoU

The Recognition of Learning Outcomiasgenerally the process of attesting officially-achieved
learning outcomes through the award of units or qualifications. Following validation, learners
receive official confirmation of the fact that the knowledge, skills and competence acquired

abroad have been accepted as part of the intended qualification or as an add-on.

In practice, this can mean that learners receive a certificate or that the unit(s) of learning
outcomes are recorded in their personal transcript (or similar) document. Recognition can

additionally entail that the individual or organization in charge of recognition verifies that the

* % % Co-funded by the Partners:
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processes of assessment and validation have taken place according to existing (national,

institutional) rules and that there are no irregularities.

Evaluation of the mobility process

After the mobility, an evaluation of the mobility process will take place in order to improve
future mobility process in coming years. The results of this evaluation will help to review the

procedures and adapt them in order to facilitate this process in next calls.

The evaluation of the process will be made by the sending organisation using specific
questionnaires and check list. You collaboration, as hosting partner, will be useful to get
information in this evaluation process. Sending organisation could contact with you at this

stage, try to be honest and facilitate all the information required.

* % % Co-funded by the Partners:
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Involved parties Responsibilities during the mobility

Sending organization 1 Analyse all the documents that the hosting organisation
sends at the end of the mobility

9 Validate the LO if they are according to the LA

 Recognise the LO or Unit of LO if it is a competent
organisation, if not facilitate the recognition process by a
competent organisation

9 Evaluation of the mobility process

Hosting company 9 Facilitate all the information required by the sending
organisation during the evaluation and recognition process.
 Collaborate in the evaluation of the mobility process
Mobile student 9 Facilitate all the information required by the sending
organisation during the evaluation and recognition process
 Collaborate in the evaluation of the mobility process
Table 3: Tasks for each partner involved after the mobility process.
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8. Annexes

Before the Mobility

Learning Agreement

Memorandum of Understanding

During the Mobility
Company data sheet

Attendance sheet

Interim/Final Report

After the Mobility

Interim report / Final report
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8.1 Memorandum of Understanding
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8.2 Learning Agreement

* X &
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Logo and contact of the sending institution

DATA SHEET
COMPANY NAME
TELEPHONE WEB SITE
ADDRESS
ity COUNTRY
ACTIVITY
SECTOR
NUMBER OF STAFF PRINCIPAL ACTIVITIES
LEGAL
IDENTIFICATION Ne SOCIAL SECURITY
NUMBER
CONTACT PERSONS
1 LEGAL REPRESENTATIVE
NAME AND SURNAME
POSITION
x* % Co-funded by the Partners:
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TEL Fax EMAIL

2 TUTOR OF WORK PLACEMENT

NAME AND SURNAME

POSITION

ID

TELEPHONE Fax EMAIL

3 CONTACT PERSON

NAME AND SURNAME

PosITION

ID

TELEPHONE Fax EMAIL

DESCRIPTION OF TASKS/TRAINING ACTIVITIES

TASKS TO BE PERFORMED BY THE LEARNER

EQUIPMENT, INSTRUMEN TOOLS AND MATAERS TO BE USED
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8.4 Attendance Sheet

Logo and contact of the sending institution

ATTENDANCE REGISTER

* %

Trainee information
Name
Surname
Training period From ... [ e
To ... Y- Y S
Email

Host organization information

Name of the organization

Country

Address

Contacts Tel.:
Email;

¢ dzi 2 NDR&a yl YS

¢ dzii 2 ND& & dzNJ/ |

¢ dzi 2 NR&a O2ydl | Tel:
Email:
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Month

Week 1 From: ....... [ Y- To: ....... Y A

Day Activities/ Tasks/ Mansions Hours

Monday

Tuesday

Wednesday

Thursday

Friday

Total (hours)

¢CNI AY S
additional
comments

Signature of the Trainee Stamp and signature of the Tutor

(NAME SURNAME)

(NAME SURNAME)

Note: Please print one page for each week
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Month
Week 1 From: ....... ... [oveiiiiiil To: ....... Lol Lovoiiiiii,

Sl tdd GAZY

Tasks Excellent Good

Fair Poor

¢ dzii 2d¥ieénts

Date: ....... [, Y -

Stamp and signature of the Tutor

(NAME SURNAME)

Note: Please print one page for each week

*
*

* X %
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CAY

£ GNIAYSSQa aj

(Please evaluate the trainee’s level of achievement of the following skills)

Skills

Excellent Good

Fair

Poor

Daily attendance

Punctuality

Interest

Readiness to learn

Initiative

Responsibility

Efficiency in task
achievement

Quality performance

Time and work
management

Team work

Technical skills

Other

Co-funded by the
Erasmus+ Programme

B of the European Union

Partners:
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CAYIf UNIAYSSQa S
(Please provide a global comment on the trainee’s performance during the work placement period)
From: / / To: / / Total hours:
Date Stamp and signature of the Tutor
...... | I (NAME SURNAME)
Date Signature of the Trainee
...... | I (NAME SURNAME)
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8.5 Interim / Final report

Insert logo and information of the sending institution

Midterm self-evaluation

Trainee information

Name

Training period

Email

Host organization information

Name of the organization

Country

Address

Contacts Tel.:
Email:

¢dzi 2NRa yI YS

¢dzii 2 NRa O2y il | Tel:
Email:
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1. Please evaluate the following aspects of you work placement:

Learning outcomes
Excellent] Good Fair Poor

Correspondence between the work placement and
the learning agreement plan

Adequateness of the work placement structure to the
learning outcomes

Assigned tasks, roles, responsibilities” correspondence
with the learning agreement

Adequateness of my previous knowledge, skills,
competences

Achievement of learning outcomes

Application’s extent of my previous competences
Learning opportunities

Working environment

Tutor support

Tutor supervision and feedback

Formal/informal training received (if any)

Calibration of work assignments to my skills and

learning outcomes

Interaction with co-workers

Working environment and atmosphere
General organization of the work placement

Overall work placement organization

Logistic support from the host organization

Host organization’s support with problem resolution

(if any)

Sending institution support with the placement

organization (e.g. research of the institution,

accommodation etc.)

Sending institution’s supervisor support

Degree of integration in my host country

Previous linguistic preparation

Linguistic preparation provided (if any)

x* Co-funded by the Partners:
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2. Please evaluate to which extent have you acquired or improved the skills below:

Soft skills

Excellentf Good Fair Poor

Organizational skills*

Time management

Team work

Autonomy and responsibility

Relational skills

Communication skills

Specific skills

Technical skills

ICT skills

Linguistic skills

3. Please add any additional comment or suggestion you would like to share.

4 Organisational skills: planning; prioritizing tasks; time management; coordinating resources;...

Co-funded by the
Erasmus+ Programme

B of the European Union
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Insert logo and information of the sending institution

Final selfevaluation

Trainee information

Name

Training period From ....... YA [,
To ... Y- Y S

Email

Hostorganization information

Name of the organization
Country
Address

Contacts Tel.:
Email;

¢dzi 2 NRa Yyl YS
¢dzii 2 NR&a O2y il | Tel:

Email:
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1. Please evaluate the following aspects:

Learning outcomes
Excellentf Good Fair Poor

Adequateness of the work placement structure to the
learning outcomes

Achievement of learning outcomes

Correspondence between the learning agreements
and the effective assigned tasks, roles, responsibilities
Organization of assigned tasks, roles, responsibilities
Calibration of the work assignments to my skills and
learning outcomes

Working environment

Tutor support and supervision
Work environment
Interaction with co-workers

General organization of the work placement
Overall work placement organization
Overall work placement quality
Host organization support
Your level of preparation given by send institution
Sending institution’s supervisor support
Degree of integration in my host country
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2. Please list the skills, knowledge, competences that you feel to have acquired and improved
during the work placement and evaluate your level of proficiency in them.

Skills, knowledge, competences
Excellent| Good Fair Poor

3. Inwhich way has the work placement contributed to your professional development? Can
you please list any kind of career opportunity you have benefitted?
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4. Which are the aspects of your work placement you are most satisfied with? Would you
recommend it? (Please refer also to the overall abroad experience e.g. Live in a foreign country, Be
independent/sekreliant etc.)

5. Which are the aspects of your work placement you are least satisfied with? (Please refer
also to the overall abroad experience e.g. Live in a foreign country, Be independealigetfetc.)

6. Did this work placement experience meet all your professional and personal expectations?

7. Please add any additional comment or suggestion you would like to share.

* % % Co-funded by the Partners:
: L Erasmus+ Programme SECONDARY SCHOOL OF ELECTROMECHANICAL ENGINEERING, IIEK DELTA,
* * of the European Union INTERCOLLEGE, FONDO FORMACION EUSKADI SLL, FORAVE, IDEC

47




