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Erasmus+ mobility programme regulations
1. General provisions
1.1. These regulations lay out the procedure for selection of students for studies and placement under the Erasmus programme, procedure of studies and placement under the Erasmus programme and procedure for selection of Turiba educators and personnel for guest lectures and visits for exchange of experience under the Erasmus programme.

1.2. Terminology used:

1.2.1. Turiba –Turiba University;

1.2.2. Partner institution – foreign higher education institution with which Turiba has concluded an bilateral agreement on the organisation of student and educator mobility under the Erasmus+ mobility programme; 
1.2.3. Erasmus programme - Erasmus+ mobility programme; 

1.2.4. Student – Turiba student who has been selected through competition for studies under the Erasmus programme;

1.2.5. Foreign student- Partner institution student who is studying at Turiba under the Erasmus programme

1.2.6. ECTS- European Credit point Transfer System;

1.2.7. Placement enterprise- institution where the Student is undergoing Erasmus placement in accordance with an internship agreement concluded and a placement programme.

1.2.8. Educator – Turiba educator who has been selected for guest lectures at the partner institution;

1.2.9. Turiba personnel - Turiba personnel who has been selected for exchange of experience visit.

2. Competition for studies and placement under the Erasmus programme.

2.1. Students of 1st, 2nd and 3rd years of those Turiba programmes on which Turiba has concluded agreements with Partner institutions on the organisation of Erasmus programmes and who have not yet participated in the Erasmus programme are eligible to apply for studies in the next study year under the Erasmus programme.

2.2. Students of 1st level higher education study programmes, Professional bachelor study programmes and Professional master study programme are eligible to apply for placement under the Erasmus programme during the following study year.

2.3. Students, who have applied for studies or placement under the Erasmus programme shall not have any academic debts and/or financial debts outstanding to Turiba.

2.4. Students applying for studies or placement under the Erasmus programme and have earlier participated in the Erasmus programme must be aware that the total length of mobility under Erasmus programme including the one that they are applying for cannot exceed a total duration of 12 months within a particular study programme.

2.5. The competition for studies or placement under the Erasmus programme shall be held in accordance with the following criteria:

2.5.1. Knowledge of foreign language of the student (marks for the foreign language study course);

2.5.2. Student’s average mark for the previous study period which shall not be less than 7 (seven);

2.6. Turiba faculties can set additional criteria for the selection of students in accordance with the issue of a decree mentioned in the clause 2.8.  and 2.9. of the regulations herein.

2.7. Students who have the highest average marks in accordance with the criteria stipulated in the clause 2.5. of the regulations herein shall be entitled  for studies and placement under the Erasmus programme. In case of identical averages the student who applied for the competition earlier shall be given preference.

2.8. The deadline for submission of applications (appendix 1) for the competition, number of places for studies under the Erasmus programme for the next year shall be determined by the Vice Rector for Study Development and International Cooperation by the 1st April for the autumn semester of the following year and by 1st November for the spring semester of the following year.

2.9. The deadline for submission of applications (appendix 2) for the competition, number of places for placement under the Erasmus programme for the current year shall be determined by the Vice Rector for Study Development and International Cooperation by the 1st April for each year.

2.10. The amount of Erasmus scholarship for mobility during the following study year shall be determined by the Vice Rector for Study Development and International Cooperation within 1 week after the conclusion of the agreement with the State Education Development Agency taking into account the finances and number of mobility places allocated under the agreement.

3. Applications for studies at Partner institutions.

3.1. Students, who have won the Turiba competition for studies under the Erasmus programme: 

3.1.1. shall submit the Turiba Erasmus coordinator an application for studies at the Partner institution with all the necessary documents required by the Partner institution within the deadlines set by Turiba;

3.1.2. agree with the faculty on the study courses they will study at the Partner institution;

3.1.3. conclude a triparty study contract with Turiba and Partner institution on studies under the Erasmus programme including the above mentioned study courses in the clause 3.1.2. herein (appendix 3).;

3.1.4. conclude a financial agreement with Turiba on the receipt of Erasmus scholarship (appendix 4).

3.2. Turiba:

3.2.1.  shall issue the student the Erasmus student charter;

3.2.2.  acquaints the student with his/her rights and obligations under the Erasmus programme;

3.2.3. send the Partner institution the Student’s application enclosing all the necessary documents;

3.2.4. pay the student the Erasmus scholarship in accordance with the contract concluded in the clause 3.1.4. herein;

3.2.5. by a decree of the Rector send the student for studies to the Partner institution. 

4. Applications for placement under the Erasmus programme.

4.1. Students, who have won the Turiba competition for placements under the Erasmus programme:

4.1.1. shall submit the Turiba Erasmus coordinator an application for placement under the Erasmus programme approved by the dean of the respective faculty within the deadlines set by Turiba;

4.1.2. conclude a triparty study contract with Turiba and Placement enterprise on placement under the Erasmus programme (appendix 5).;

4.1.3. conclude a financial agreement with Turiba on the receipt of Erasmus scholarship (appendix 4).

4.2. Turiba:

4.2.1. shall issue the student the Erasmus student charter;

4.2.2. acquaints the student with his/her rights and obligations under the Erasmus programme;

4.2.3. pay the student the Erasmus scholarship in accordance with the contract concluded in the clause 4.1.3. herein.

4.2.4. by decree of the Rector send the student for placement to the Placement enterprise.

5. Studies at the Partner institution

5.1. Studies at the Partner institution shall be regulated by the internal regulations of the Partner institution and the normative enactments of the country in which the Partner institution is located as well as the Erasmus university charter signed by both Partner institutions.

5.2. If upon arrival at the Partner institution it is not possible to acquire the study courses abovementioned in the clause 3.1.2. herein the student with the approval of the faculty and the Partner institution’s Erasmus coordinator shall select other study courses. An additional agreement shall be signed regarding the selected courses as a part of the triparty contract mentioned in the clause 3.1.3. herein.

5.3. Upon completion of studies at the Partner institution which is testified by the certificate issued by the Partner institution for the study period at the Partner institution under the Erasmus programme and the mark sheet issued by the Partner institution on the study courses acquired under the Erasmus programme, the scope and evaluation, the Student shall submit these documents to the Turiba Erasmus coordinator.

5.4. Upon completion of studies under the Erasmus programme, the Student shall submit an online report on studies in the Erasmus programme at the internet website https://webgate.ec.europa.eu.

5.5. In case the student discontinues studies under the Erasmus programme earlier than 3 months after its commencement as well as does not successfully complete any of the study courses at the Partner institution the Student must repay the scholarship mentioned in the clause 3.2.4. herein.   

6. Placement at the Placement enterprise.

6.1. Placement at the Placement enterprise shall be regulated by the internal regulations of the Placement enterprise and the normative enactments of the country in which the Placement enterprise is located as well as the Erasmus university charter signed by Turiba.

6.2. The scope of abilities, skills and knowledge gained during placement, placement tasks and goals shall be governed by the placement/internship programme drafted by Turiba and the triparty contract signed which is mentioned in the clause 4.1.2. herein.

6.3. Upon completion of placement at the Practice enterprise which is testified by the certificate issued by the Placement enterprise for the placement period at the Placement enterprise under the Erasmus programme, the Student shall submit these documents to the Turiba Erasmus coordinator.

6.4. Upon completion of Placement under the Erasmus programme the student shall submit an online report on studies in the Erasmus programme at the internet website https://webgate.ec.europa.eu.

7. Recognition of marks gained under the Erasmus programme

7.1. The dean of the respective Turiba faculty shall by a decree transfer the study courses completed by the Student at the Partner institution and mentioned in the documents submitted in accordance with the clause 5.3. herein.

7.2.  Upon completion of the placement period the Student shall defend the Placement report in accordance with the procedures foreseen and receive the necessary credit points.

7.3. The ECTS shall be used for transfer the credits acquired taking into consideration that 1 Latvian credit point or 1 week of placement equals 1.5 ECTS. If the placement period exceeds the one foreseen in the study programme then only the credit points foreseen for the placement in the study programme shall be transferred and the Students diploma supplement shall record the completion of full placement period foreseen under the Erasmus programme.

7.4. Study courses completed under the Erasmus programme shall be transferred to the full extent. 

7.5. Students of Turiba study programmes undergoing studies under the Erasmus programme have to additionally only complete study courses so as to gain a total of 40 credit points for the study year. 

8. Studies of Foreign students at Turiba.

8.1. Studies of Foreign students at Turiba are governed by the normative enactments of the Republic of Latvia (LR) that regulate higher education, internal regulations of Turiba as well as the Erasmus university charter concluded by both Partner institutions.

8.2. Foreign students shall send in an online application for studies under the Erasmus programme at www.turiba.lv enclosing copies of personal identification documents, photographs, Curriculum Vitae, and the Study contract including the study courses from the list of those offered by Turiba within the deadlines set. The study contract must be duly signed by the Foreign student and the respective Partner institution.

8.3. Upon receipt of the Foreign student’s application Turiba shall check whether Turiba is able to provide for all the study courses included in the study contract. If Turiba is able to provide for all the study courses, the dean of the respective faculty and the vice Rector for study development and international cooperation shall sign the Study contract. If any changes are necessary in the Study contract then the amendments are appended to the signed Study contract and sent to the respective Partner institution. 
8.4. Upon conclusion of the Study contract, the Foreign student shall by a decree of the Rector be enrolled in a study group. A separate personal file shall be made for the Foreign student.

8.5. Upon completion of studies at Turiba the Foreign student is issued an academic testimonial on the study courses completed and a certificate on the period of studies at Turiba under the Erasmus programme (appendix 6).

9. Turiba educator and personnel mobility.

9.1. The number of Turiba educator mobility places for guest lectures under the Erasmus programme and their breakdown by faculties shall be determined by the Vice Rector for Study Development and International Cooperation by the 1st August for the forthcoming study year.

9.2. The faculty shall by a decree of the dean set out the procedure for the selection of educators for mobility programmes taking into account that educators who have not participated in mobility programmes for a long time and who implement study course programmes in English should be given preference.

9.3. Turiba faculties shall submit to the International relations department the list of educators who have been nominated for participation in the mobility programme for the study year by 1st October.

9.4. The number of Turiba personnel mobility places for exchange of experience under the Erasmus programme and their breakdown by Turiba structural units shall be determined by the Vice Rector for Study Development and International Cooperation by the 1st August for the forthcoming study year.

9.5. Turiba structural units shall submit to the International relations department the list of personnel who have been nominated for participation in the mobility programme for the study year by 1st October.

9.6. The Turiba educator shall draft the guest lecture programme (appendix 7) which shall subsequently be approved by the host partner institution and the Vice Rector for Study Development and International Cooperation.

9.7. The Turiba personnel shall draft the agenda for the visit (appendix 8) which shall subsequently be approved by the host partner institution/enterprise and the Vice Rector for Study Development and International Cooperation.

9.8.  Upon completion of the mobility programme the Turiba educator and Turiba personnel shall submit an online Erasmus mobility report at the website https://webgate.ec.europa.eu and certificate of participation in the mobility programme (appendix 9).  

Vice Rector for study development and international cooperation


 I.Bergs

Appendix No.1

Sitting of the Senate, 10.12.2014, Minutes No115,

Board decision No.50, 11.12.2014
Turiba University. 

Erasmus + mobility programme regulations

SIA “School of Business Administration Turiba”

Vice Rector for study development and international cooperation

_______________________________

(Name, surname of the student)

_______________________________

(study group No.)

_______________________________

(student’s  e-mail)

Application

Please enrol me as a candidate for studies under the Erasmus programme   

at the  Partner institution _______________________________________.

___________________________





_________________

(date)









(signature)

Appendix N0.2
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SIA “School of Business Administration Turiba”

Vice Rector for study development and international cooperation

_______________________________

(Name, surname of the student)

_______________________________

(study group No.)

_______________________________

(student’s e-mail)

Application

Please consider me as a candidate for Erasmus placement scholarship. 

Name of placement enterprise _______________________________________.

Country ____________________________________________.

Placement period from __.__.______ to __.__._______.

___________________________





_________________

(date)









(signature)

Placement enterprise approved by the faculty.

_____________ Dean of the faculty

___________________________________

(Name of the faculty)




(signature, name  surname )
Appendix No.3
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LEARNING AGREEMENT FOR STUDIES
The Student
	Last name (s)


	
	First name (s)
	

	Date of birth
	
	Nationality

	

	Sex [M/F]
	
	Academic year
	20../20..

	Study cycle

	
	Subject area,

Code

	

	Phone
	
	E-mail


	


The Sending Institution 
	Name
	
	Faculty
	

	Erasmus code 

(if applicable)
	
	Department
	

	Address
	
	Country,
Country code

	

	Contact person
 
name
	
	Contact person
e-mail / phone
	


The Receiving Institution 
	Name 
	
	Faculty
	

	Erasmus code 

(if applicable)


	
	Department
	

	Address
	
	Country,
Country code
	

	Contact person
name
	
	Contact person
e-mail / phone
	


For guidelines, please look at Annex 1, for end notes please look at Annex 2.  

Section to be completed BEFORE THE MOBILITY
I. PROPOSED MOBILITY PROGRAMME

Planned period of the mobility: from [month/year] ……………. till [month/year] ……………

Table A: Study programme abroad
	Component
 code (if any) 
	Component title (as indicated in the course catalogue) at the receiving institution
	Semester [autumn / spring]
[or term]
	Number of ECTS credits to be awarded by the receiving institution upon successful completion 

	
	
	
	

	
	
	
	

	
	
	
	Total: …………


Web link to the course catalogue at the receiving institution describing the learning outcomes:

	[Web link(s) to be provided.]


Table B: Group of educational components in the student's degree that would normally be completed at the sending institution and which will be replaced by the study abroad NB no one to one match with Table A is required. Where all credits in Table A are recognised as forming part of the programme at the sending institution without any further conditions being applied, Table B may be completed with a reference to the mobility window (see guidelines).
	Component code
(if any) 
	Component title (as indicated in the course catalogue) at the sending institution
	Semester [autumn / spring]
[or term]
	Number of ECTS credits 

	
	
	
	

	
	
	
	Total: …………


If the student does not complete successfully some educational components, the following provisions will apply: 
	[Please, specify or provide a web link to the relevant information.]


	Language competence of the student

The level of language competence
 in [the main language of instruction] that the student already has or agrees to acquire by the start of the study period is:
A1 (     A2 (     B1 (     B2 (     C1 (     C2 (


II.
RESPONSIBLE PERSONS
	Responsible person
 in the sending institution:

Name:

Function:

Phone number:

E-mail:



	Responsible person
 in the receiving institution:

Name:

Function:

Phone number:

E-mail:



III. COMMITMENT OF THE THREE PARTIES

By signing this document, the student, the sending institution and the receiving institution confirm that they approve the proposed Learning Agreement and that they will comply with all the arrangements agreed by all parties. Sending and receiving institutions undertake to apply all the principles of the Erasmus Charter for Higher Education relating to mobility for studies (or the principles agreed in the inter-institutional agreement for institutions located in partner countries).

The receiving institution confirms that the educational components listed in Table A are in line with its course catalogue.

The sending institution commits to recognise all the credits gained at the receiving institution for the successfully completed educational components and to count them towards the student's degree as described in Table B. Any exceptions to this rule are documented in an annex of this Learning Agreement and agreed by all parties.

The student and receiving institution will communicate to the sending institution any problems or changes regarding the proposed mobility programme, responsible persons and/or study period.

	The student

Student’s signature 

Date:



	The sending institution

Responsible person’s signature 

Date: 



	The receiving institution

Responsible person’s signature 

Date:



Section to be completed DURING THE MOBILITY

CHANGES TO THE ORIGINAL LEARNING AGREEMENT
I. 
EXCEPTIONAL CHANGES TO THE PROPOSED MOBILITY PROGRAMME
Table C: Exceptional changes to study programme abroad or additional components in case of extension of stay abroad
	Component code (if any) at the receiving institution 
	Component title (as indicated in the course catalogue) at the receiving institution
	Deleted component

[tick if applicable]
	Added component

[tick if applicable]
	Reason for change

	Number of ECTS credits to be awarded by the receiving institution upon successful completion of the component

	
	
	□
	□
	
	

	
	
	□
	□
	
	

	
	Total: …………


The student, the sending and the receiving institutions confirm that they approve the proposed amendments to the mobility programme.

Approval by e-mail or signature of the student and of the sending and receiving institution responsible persons.
II. 
CHANGES IN THE RESPONSIBLE PERSON(S), if any:
	New responsible person in the sending institution:

Name:

Function:


Phone number:

E-mail:



	New responsible person in the receiving institution:

Name:

Function:


Phone number:

E-mail:



Section to be completed AFTER THE MOBILITY

RECOGNITION OUTCOMES

I. 
MINIMUM INFORMATION TO INCLUDE IN THE RECEIVING INSTITUTION'S TRANSCRIPT OF RECORDS 

	Start and end dates of the study period: from [day/month/year] till [day/month/year].


Table E: academic outcomes at receiving institution 

	Component code
(if any) 
	Component title (as indicated in the course catalogue) at the receiving institution
	Was the component successfully completed by the student? [Yes/No]
	Number of ECTS credits 
	Receiving institution grade

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total:
	


	[Signature of responsible person in receiving institution and date]



II. 
MINIMUM INFORMATION TO INCLUDE IN THE SENDING INSTITUTION'S TRANSCRIPT OF RECORDS 

	Start and end dates of the study period: from [day/month/year] till [day/month/year].


Table F:  recognition outcomes at the sending institution
	Component code
(if any) 
	Title of recognised component (as indicated in the course catalogue) at the sending institution 
	Number of ECTS credits 
	Sending institution grade, if applicable

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Total: 
	


	[Signature of responsible person in sending institution and date]



Appendix No.5
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LEARNING AGREEMENT FOR TRAINEESHIPS

The Trainee

	Last name (s)
	
	First name (s)
	

	Date of birth
	
	Nationality

	

	Sex [M/F]
	
	Academic year
	20../20..

	Study cycle

	
	Subject area, 

Code

	

	Phone


	
	E-mail
	


The Sending Institution

	Name
	
	Faculty
	

	Erasmus code 

(if applicable)


	
	Department
	

	Address
	
	Country, 

Country code

	

	Contact person 
name
	
	Contact person
E-mail / phone
	


The Receiving Organisation/Enterprise

	Name 

Sector

	
	Department
	

	Address, website
	
	Country
	

	Size of enterprise

	
	
	

	Contact person
 
name / position
	
	Contact person
e-mail / phone
	

	Mentor
 name / position


	
	Mentor e-mail / phone
	


For guidelines, please look at Annex 1, for end notes please look at Annex 2.  

Section to be completed BEFORE THE MOBILITY

I.
PROPOSED MOBILITY PROGRAMME

	Planned period of the mobility: from [month/year] ….……. till [month/year] …………

	Number of working hours per week: …

	Traineeship title: …

	Detailed programme of the traineeship period…


	Knowledge, skills and competences to be acquired by the trainee at the end of the traineeship …


	Monitoring plan …


	Evaluation plan  …



	Language competence of the trainee

The level of language competence
 in ………….. [workplace main language] that the trainee already has or agrees to acquire by the start of the mobility period is: 

A1 (     A2 (     B1 (     B2 (     C1 (     C2 (


The sending institution

The institution undertakes to respect all the principles of the Erasmus Charter for Higher Education relating to traineeships.
[Please fill in only one of the following boxes depending on whether the traineeship is embedded in the curriculum or is a voluntary traineeship.] 
	The traineeship is embedded in the curriculum and upon satisfactory completion of the traineeship, the institution undertakes to:

· Award …….. ECTS credits.

· Give a grade based on: Traineeship certificate (  Final report (  Interview (  

· Record the traineeship in the trainee's Transcript of Records.

· Record the traineeship in the trainee's Diploma Supplement (or equivalent).

· Record the traineeship in the trainee's Europass Mobility Document Yes (  No (  


	The traineeship is voluntary and upon satisfactory completion of the traineeship, the institution undertakes to:

· Award ECTS credits:  Yes (  No (  
If yes, please indicate the number of ECTS credits: ….

· Give a grade: Yes (  No (  

If yes, please indicate if this will be based on: 

Traineeship certificate (  Final report (  Interview (  

· Record the traineeship in the trainee's Transcript of Records Yes (  No (  

· Record the traineeship in the trainee's Diploma Supplement (or equivalent), except if the trainee is a recent graduate.

· Record the traineeship in the trainee's Europass Mobility Document Yes (  No (    This is recommended if the trainee will be a recent graduate. 


	The receiving organisation/enterprise

The trainee will receive a financial support for his/her traineeship:  Yes (  No (
If yes, amount in EUR/month: ….


The trainee will receive a contribution in kind for his/her traineeship:  Yes (  No (
If yes, please specify: ….

Is the trainee covered by the accident insurance?  Yes (  No (
If not, please specify whether the trainee is covered by an accident insurance provided by the sending institution: Yes (  No (
The accident insurance covers:

-
accidents during travels made for work purposes:  Yes (  No (
-
accidents on the way to work and back from work:  Yes (  No (
Is the trainee covered by a liability insurance?  Yes (  No (
The receiving organisation/enterprise undertakes to ensure that appropriate equipment and support is available to the trainee.

Upon completion of the traineeship, the organisation/enterprise undertakes to issue a Traineeship Certificate by …. [maximum 5 weeks after the  traineeship].


II.
RESPONSIBLE PERSONS
	Responsible person
 in the sending institution:

Name:

Function:

Phone number:
E-mail:



	Responsible person
 in the receiving organisation/enterprise (supervisor):
Name:

Function:

Phone number:
E-mail:



III. COMMITMENT OF THE THREE PARTIES

By signing this document, the trainee, the sending institution and the receiving organisation/enterprise confirm that they approve the proposed Learning Agreement and that they will comply with all the arrangements agreed by all parties.

The trainee and receiving organisation/enterprise will communicate to the sending institution any problem or changes regarding the traineeship period.

	The trainee

Trainee’s signature 

Date:


	The sending institution

Responsible person’s signature 

Date: 


	The receiving organisation/enterprise
Responsible person’s signature 

Date:



Section to be completed DURING THE MOBILITY

EXCEPTIONAL MAJOR CHANGES TO THE ORIGINAL LEARNING AGREEMENT


I. 
EXCEPTIONAL CHANGES TO THE PROPOSED MOBILITY PROGRAMME
	Planned period of the mobility: from [month/year] ….……. till [month/year] …………

	Number of working hours per week: …

	Traineeship title: …

	Detailed programme of the traineeship period…


	Knowledge, skills and competences to be acquired by the trainee at the end of the traineeship …


	Monitoring plan …


	Evaluation plan  …



The trainee, the sending institution and the receiving organisation/enterprise confirm that the proposed amendments to the mobility programme are approved.

Approval by e-mail or signature from the trainee, the responsible person in the sending institution and the responsible person in the receiving organisation/enterprise. 
II. 
CHANGES IN THE RESPONSIBLE PERSON(S), if any:

	New responsible person in the sending institution:
Name:

Function:


Phone number:

E-mail:



	New responsible person in the receiving organisation/enterprise:

Name:

Function:


Phone number:

E-mail:



Section to be completed AFTER THE MOBILITY

TRAINEESHIP CERTIFICATE

	Name of the trainee:


	Name of the receiving organisation/enterprise:




	Sector of the receiving organisation/enterprise:


	Address of the receiving organisation/enterprise [street, city, country, phone, e-mail address], website:


	Start and end of the traineeship:
from [day/month/year]
…………….
till [day/month/year]
…………….


	Traineeship title:


	Detailed programme of the traineeship period including tasks carried out by the trainee:



	Knowledge, skills (intellectual and practical) and competences acquired (learning outcomes achieved):



	Evaluation of the trainee:


Date:

Name and signature of the responsible person at the receiving organisation/enterprise:
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Sitting of the Senate, 10.12.2014, Minutes No115,
Board decision No.50, 11.12.2014

Turiba University. 

Erasmus + mobility programme regulations
[image: image1.jpg]Turiba University
Registration number of educational institutions 3343800213

Tu ri b a 68 Graudu street, Riga, LV — 1058, Latvia
Phone: (+371) 67622551, 67619008, fax: 67619152, e-mail: turiba@turiba.lv
b Uniiversity www.turiba.lv





Date____________
No.____

to ___________________________________
(Home University name)

Certificate of Attendance

This is to certify that ___________, a student of _____________________, realised a period of study at Turiba University (Faculty of __________) in the Academic Year _________ in the framework of ERASMUS+ Programme. The study period lasted from ________  till __________.
Imants Bergs

Vice-Rector for Study development and

International Relations

of Turiba University
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Teaching Programme for the Teaching Assignment in the Erasmus Programme

No.

	1. Home institution
	Turiba University

	Participating teaching staff:
	

	Position of the participating staff:
	

	Department:
	Department of 

	Contact details:
	Address:Graudu str. 68, Riga, Latvia

	
	E-mail: 
	+ 371

	Contact person:
	Imants Bergs

	Position of the contact person:
	Vice-rector for study development and international relations

	Department:
	International relations office

	Contact details:
	Address: Graudu str. 68, Riga, Latvia

	
	E-mail: Imants.Bergs@turiba.lv
	Phone: +371 67625371

	2. Host institution
	

	Department:
	

	Contact person:
	

	Position of the contact person:
	

	Contact details:
	

	
	E-mail: 
	Phone:

	3. Information about the Teaching Assignment

	Subject area
:
	

	Level
:
	

	Number of students at the host institution benefiting from the teaching programme:
	

	Number of teaching hours:
	

	4. Duration (dates):
	

	5. Overall aim and objectives of the mobility:

	6. Added value of the mobility (both for the host institution and for the teacher):



	7. Content of the teaching programme:
	Annex 1

	8. Expected results: 

	8. Signatures

For the staff
	For the home institution
	For the host institution

	
	
	

	Function, 

Signature:
	Function, 

Signature:
	Function 

Signature:

	Date:
	Date:
	Date:
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Work plan for the Staff Training in the Erasmus Programme

No.

	1. Home institution
	Turiba University

	Participating staff:
	

	Position of the participating staff:
	

	Department:
	

	Contact details:
	Address: Graudu str.68, Riga, LV 1058

	
	E-mail: 
	Phone:+ 371 

	Contact person:
	Imants Bergs

	Position of the contact person:
	Vice-rector for Study development and international relations

	Department:
	Rector`s office

	Contact details:
	Address: Graudu str.68, Riga, LV 1058

	
	E-mail: Imants.Bergs@turiba.lv
	Phone: +371 67625371

	2. Host institution/ enterprise
	

	Department:
	

	Contact person:
	

	Position of the contact person:
	

	Contact details:
	Address: 

	
	E-mail: 
	Phone: 

	3. Information relating to the hosting enterprise (if applicable)

	Size of the enterprise:
	( micro or small: 1- < 50 staff 

	
	( medium: 50 < 250 staff 

	
	( big: 250 or more staff  

	Sector
:
	

	4. Duration (dates):
	

	5. Overall aim and objectives of the mobility: 

                  

	6. The programme for the period (before and after the period)
	Annexes 1 and 2

	7. Expected results: 



	8. Signatures

For the staff


	For the home institution


	For the host institution


	

	Name, surname

	Name, surname

	Name, surname

	

	Function lecturer
Signature:
	Function Vice-rector
Signature:
	Function

Signature:
	

	Date:
	Date:
	Date:
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Certificate of Attendance

This is to certify that

_________________
(name, surname)

a ________________ of Turiba University (Erasmus Code LV RIGA09),

(position)

realised a period of mobility at

______________________________ (Faculty of _______________)
                          (name of host institution)
in the Academic Year __________ in the framework of ERASMUS+ Programme.

The mobility period lasted from _________, 201__ to ___________, 201__.

___________________________________________

(Erasmus Institutional Coordinator’s name, surname)

___________________________________________

(Signature, stamp of host Institution)

� See the nomenclature (Subject area codes)


� 1st, 2nd,3rd





� See the nomenclature (Economic Sectors)





� Nationality: Country to which the person belongs administratively and that issues the ID card and/or passport.


� Study cycle: Short cycle (EQF level 5) / bachelor or equivalent first cycle (EQF level 6) / master or equivalent second cycle (EQF level 7) / doctorate or equivalent third cycle (EQF level 8). 


� The � HYPERLINK "http://ec.europa.eu/education/tools/isced-f_en.htm" �ISCED-F 2013 search tool� available at � HYPERLINK "http://ec.europa.eu/education/tools/isced-f_en.htm" �http://ec.europa.eu/education/tools/isced-f_en.htm� should be used to find the ISCED 2013 detailed field of education and training that is closest to the subject of the degree to be awarded to the student by the sending institution. 


�  Country code: ISO 3166-2 country codes available at: https://www.iso.org/obp/ui/#search.


� Contact person: a person who provides a link for administrative information and who, depending on the structure of the higher education institution, may be the departmental coordinator or will work at the international relations office or equivalent body within the institution.


� An "educational component" is a self-contained and formal structured learning experience that features learning outcomes, credits and forms of assessment. Examples of educational components are: a course, module, seminar, laboratory work, practical work, preparation/research for a thesis, mobility window or free electives.


� For the Common European Framework of Reference for Languages (CEFR) see � HYPERLINK "http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr" �http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr�


� Responsible person in the sending institution: an academic who has the authority  to approve the  mobility programme of outbound students (Learning Agreements), to exceptionally amend them when it is needed, as well as to guarantee full recognition of such programmes on behalf of the responsible academic body.


� Responsible person in the receiving institution: an academic who has the authority to approve the mobility programme of incoming students and is committed to give them academic support in the course of their studies at the receiving institution.


� Reasons for exceptional changes to study programme abroad:


Reasons for deleting a component�
Reason for adding a component�
�
A1) Previously selected educational component is not available at receiving institution�
B1) Substituting a deleted component�
�
A2) Component is in a different language than previously specified in the course catalogue�
B2) Extending the mobility period�
�
A3) Timetable conflict�
B3) Other (please specify)�
�
A4) Other (please specify)�
�
�



� Nationality: Country to which the person belongs administratively and that issues the ID card and/or passport.


� Study cycle: Short cycle (EQF level 5) / bachelor or equivalent first cycle (EQF level 6) / master or equivalent second cycle (EQF level 7) / doctorate or equivalent third cycle (EQF level 8) – for recent graduates, specify the latest study cycle.


 


� The � HYPERLINK "http://ec.europa.eu/education/tools/isced-f_en.htm" �ISCED-F 2013 search tool� available at � HYPERLINK "http://ec.europa.eu/education/tools/isced-f_en.htm" �http://ec.europa.eu/education/tools/isced-f_en.htm� should be used to find the ISCED 2013 detailed field of education and training that is closest to the subject of the degree to be awarded to the trainee by the sending institution.


� Country code: ISO 3166-2 country codes available at: https://www.iso.org/obp/ui/#search.


� The list of top-level NACE sector codes is available at:


� HYPERLINK "http://ec.europa.eu/eurostat/ramon/nomenclatures/index.cfm?TargetUrl=LST_NOM_DTL&StrNom=NACE_REV2&StrLanguageCode=EN" �http://ec.europa.eu/eurostat/ramon/nomenclatures/index.cfm?TargetUrl=LST_NOM_DTL&StrNom=NACE_REV2&StrLanguageCode=EN�.





� The size of the enterprise could be, for instance, 1-50 / 51-500 / more than 500 employees.


� Contact person: a person who can provide administrative information within the framework of Erasmus traineeships.


� Mentor: the role of the mentor is to provide support, encouragement and information to the trainee on the life and experience relative to the enterprise (culture of the enterprise, informal codes and conducts, etc.). Normally, the mentor should be a different person than the supervisor.


� For the Common European Framework of Reference for Languages (CEFR) see � HYPERLINK "http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr" �http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr�


� Responsible person in the sending institution: this person is responsible for signing the Learning Agreement, amending it if needed and recognising the credits and associated learning outcomes on behalf of the responsible academic body as set out in the Learning Agreement.


� Responsible person in the receiving organisation (supervisor): this person is responsible for signing the Learning Agreement, amending it if needed, supervising the trainee during the traineeship and signing the Traineeship Certificate.
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