
Procedure for Organizing Student Mobility for Erasmus+ Programme at Riga Technical University
1. General regulations and term definitions 
1.1. The Erasmus+ Programme is a programme of the European Union for mobility and cooperation in higher education financed by the European Commission. One of the new programms key actions is Learning Mobility for Individuals. The Erasmus+ learning mobility is an opportunity for people involved in education and training to learn and gain experience abroad. The learning mobility gives students, professors and staff the possibility to go to any Erasmus+ partner country to study, deepen their professionalism and bring back to Latvia a new academic, professional and life experience.

1.2. The Erasmus+ Programme will be active from 2014. to year 2020.  
1.3. The Erasmus+ Programme provides study and traineeship mobility for students. The Erasmus+ mobility is available for all study fields and levels, all study forms and higher education levels.
1.4. Riga Technical universities (RTU) participation in the Erasmus+ Programme takes place in accordance with the European Commission assigned Erasmus+ charter Nr. 67827-EPP-1-LV-EPPKA3-ECHE.
1.5. The Erasmus+ Programme implementation is provided by the grant agreement concluded annually with the State Education Development Agency (SEDA).
1.6. Erasmus+ studies and placements are implemented in accordance with the Erasmus+ student charter and the conditions specified in the ECTS handbook (see RTU website at http://www.rtu.lv/en/content/view/3763/1983/lang,en/ ).

1.7. The participation of RTU students in the Erasmus+ mobility programme is managed, organized and supervised by the International Relations Department (IRD) in conformity with the Funding Agreement mentioned in Clause 1.5. RTU established Erasmus+ scholarship commission for the Erasmus+ scholarship contest result approval and scholarship grant.
1.8. A student may use the support of the Erasmus+ Programme only once for studies (3-12 months) and once for placement (3-12 months) on the level of undergraduate, graduate and PhD studies. This condition remains valid also if the student transfers to another higher education institution, as well as if the student has previously used the Erasmus+ programmes support in the Lifelong Learning programme in the period 2007.-2013. The previous Erasmus+ mobility period will be added with the Erasmus+ mobility periods if the Erasmus+ mobility will take place in the same study level.
1.9. The minimum study mobility period is 3 months, the minimal traineeship mobility period is 2 months.

1.10. The Erasmus+ mobility for traineeships is allowed also in the first year after graduating studies in RTU if the student had applied for the scholarship contest in the last year of studies. In this case the traineeship is considered as part of the previously held studies level that the student has graduated before mobility.
1.11. Study mobility is possible to partner institutions with which bilateral cooperation agreements regarding the student exchange have been signed. The agreements specify the fields in which the institutions offer student exchange. RTU provides this information on the RTU website.

1.12. 1.10. Inclusion of additional fields of study in the agreements and signing of new cooperation agreements is provided by the IRD.

1.13. Objections related to the procedure for organizing mobility within the framework of the Erasmus+ Programme are submitted in writing and reviewed by the Erasmus+ scholarship commission.
1.14. Terms used in this document:

· Programme countries – one of the following countries: EU 28 partner countries – Austria, Belgium, Bulgaria, Croatia, Cyprus, Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece, Italy, Lithuania, The Netherlands, Poland, Portugal, Rumania, Slovakia, Slovenia, Spain, Sweden, United Kingdom; European Economic zone partner countries – Iceland, Norway, Liechtenstein; EU candidate countries – Turkey, former Yugoslav Republic of Macedonia. 
· Erasmus+ student — a student who uses the support of the Erasmus+ Programme for implementing study or placement mobility.

· Erasmus+ mobility — a common term including both Erasmus+ studies (mobility for studies) and Erasmus+ placement (mobility for placement).
· Erasmus+ studies (mobility for studies) — mobility to a RTU partner institution with the aim of studying the courses or developing a bachelor’s/master’s thesis.

· Erasmus+ placement (mobility for placement) — mobility to a European Union company, higher education institution or other organization with the aim of acquiring practical work experience or developing a bachelor’s/master’s/doctoral thesis or part thereof.

· Partner institution — a higher education institution in Europe with which RTU has signed a bilateral agreement for student/professor/staff exchange.

· ECTS (European Credit Transfer and Accumulation System) — a system of higher education credits used throughout the European Higher Education Area. ECTS credits are based on the amount of learning required to achieve the expected learning outcomes. 1 Latvian credit = 1.5 ECTS credits.

· Faculty ECTS coordinator (Erasmus+ coordinator) — a representative appointed by the Dean of the faculty or the director of an affiliation who consults the students of the relevant faculty regarding the mobility for studies or placement, the choice of courses at partner institutions, coordinates and signs the learning agreement and changes to the proposed study programme, the application for recognition of the selected courses, and the placement agreement.

· Learning agreement for studies — a multilateral agreement that has information about the student, RTU, study mobility place. In the Learning agreement are listed the study courses that the student intends to study at the partner institution during the study mobility, RTU study courses that will be replaced by the students chosen partner university course, Learning agreement changes that have occurred during the study mobility period.

· Application for recognition of courses — a document with which, before going on the study mobility, the procedure for recognition of the student’s selected courses is confirmed.
· Learning agreement for traineeship — a multilateral agreement containing information about the student, RTU, the place and period of placement, the tasks to be fulfilled during the placement, as well as the duties of the student, the placement organization and RTU during the mobility for placement.

· Nomination — putting forward a student for participation in mobility for study or placement in accordance with the results of a previously held competition.
· Erasmus+ grant — an amount of money granted to the student for covering travel and living expenses during a mobility for study or placement. For each academic year, the European Commission sets the maximum limit of the Erasmus+ grant for all countries participating in the Erasmus+ Programme. 
2. Selection of participants, grant competition

2.1. The students to participate in the Erasmus+ mobility are selected in a fair, transparent and documented grant competition.

2.2. The competition is organized by the IRD of RTU in cooperation with the faculty ECTS coordinators, the Foreign Students Department and the Students Parliament. The competition results are approved by a specially created Erasmus+ scholarship commission.

2.3. The Erasmus+ grant competition is held twice a year — in September/October and in February/March. The competitions for Erasmus+ study applicants and Erasmus+ placement applicants are held separately. A student may simultaneously apply for both study and placement grant competitions by submitting two separate applications.
2.4. Information about the competition is published on the RTU website and on the internal ORTUS network, as well as placed on information stands. RTU organizes informative seminars for students about the opportunities of the Erasmus+ Programme, the competitions and the requirements.

2.5. To apply for participation in the Erasmus+ Programme, the student must fulfil the following criteria:

· the student is a citizen or permanent resident of the Republic of Latvia, or a full-time foreign student;

· the applicant is successful in his studies and has finished at least the first semester of studies (faculties may set additional requirements as to the minimum duration of studies before the student qualifies for the Erasmus+ studies and/or placement; the relevant information is provided by the faculty coordinators. Full-time foreign students may participate in the Erasmus+ study or placement mobility starting with the fifth study semester in bachelor level and third study semester in master level.);

· the student’s foreign language skills are sufficiently good to ensure successful learning at the partner institution and/or fulfilling of work tasks at the placement organization;
· the student’s mean weighted grade is not lower than the limit set by a decree of Vice-Rector for Academic Affairs.  The mean weighted grade is calculated from the whole previous study period. For graduate students, an arithmetical mean is calculated from the mean weighted grade of the bachelor’s diploma and the mean weighted grade of graduate studies. For PhD students, an arithmetical mean is similarly calculated from the mean weighted grade of the bachelor’s and master’s diplomas and the mean weighted grade of doctoral studies. This condition applies also when the student submits a diploma issued by another higher education institution.

2.6. The student must submit to the IRD the following documents before the deadlines of the announced competition:

· application form (available on the RTU website);

· motivation letter for participating in the Erasmus+ Programme (in the language used for studies at the selected higher education institution or for communication at the selected placement organization);

· a Curriculum Vitae (CV) in English;

· a transcript of records in English (issued by the faculty’s secretariat) for the whole previous study period in the relevant study programme. (Graduate students submit a copy of their bachelor’s diploma supplement and a transcript of records for grades received during the graduate studies, doctoral students submit copies of bachelor’s and master’s diploma and a transcript of records for grades received during the doctoral studies.)

· a recommendation from a RTU professor in Latvian (preferable but not mandatory);

· a certificate proving foreign language skills (preferable but not mandatory).

2.7. Depending on the number of applications and the amount of available funding, applicant submissions are subject to a preliminary selection, if necessary, by taking into consideration the mean weighted grade of the students and the quality of the submitted applications.
2.8. Applicants who have passed the preliminary selection are invited to a personal interview. If no preliminary selection has been carried out, all applicants are invited to an interview.

2.9. Interviews are held by a committee of 3-4 persons including the representatives of the IRD, the Foreign Student Department, the Students Parliament and the faculty ECTS coordinator. During the interview, each member of the committee evaluates the student based on 3 criteria (foreign language skills, motivation and justification for the choice of the higher education institution or the company), assessing each criterion on a scale from 1 to 10 and recording the assessment in the Student Assessment Card (see Attachment 1).

2.10. The total assessment score includes the mean weighted grade of the student’s previous studies (with a weight ratio 2), assessment of foreign language skills and motivation (with a weight ratio 1.5) and the assessment of the student’s personality (with a weight ratio 1). The highest possible assessment result is 60 points (20 points for the mean weighted grade, 15 for foreign language skills, 15 for motivation and 10 for personality traits). The result for each student is calculated as an arithmetical mean from the evaluation of each member of the committee.

2.11. After summarizing and assessing the results of the interviews, the Erasmus+ scholarship commission decides on the nomination of students for the Erasmus+ studies and/or placements and on provision of grants. To be nominated for Erasmus+ studies, the student’s total assessment score must not be lower than 45 points. To be nominated for an Erasmus+ placement, the student’s total assessment score must not be lower than 43 points.

2.12. The number of nominated students depends on the amount of funding granted to the university for implementation of mobility in the relevant academic year.

2.13. Results of the grant competition are announced by the IRD to the students electronically, and students are notified about the further procedure.

2.14. The list of nominated students is sent to faculty Deans, ECTS coordinators and head secretaries by the IRD department.

2.15. The amount of the grant is determined by the European Commission decision mentioned in Clause 2.11 in accordance with the Erasmus+ scholarship commission regulations.

2.16. Students nominated for Erasmus+ studies use the allocated grant in the next semester following the nomination. Students nominated for Erasmus+ placements may use the allocated grant at any time during the remaining study period by agreeing the period and scope (content) of the placement with the director of the study programme and by agreeing with the IRD the availability of the grant at least two months before the planned placement period.

2.17. The Funding Agreement for the Erasmus+ grant for study mobility is signed between the student and RTU after a letter has been received from the partner institution confirming that the student has been accepted (acceptance letter). Initially, the Erasmus+ grant for study mobility is provided only for one semester.

2.18. Each case of Erasmus+ study prolongation is reviewed individually by assessing the student’s grades in the first semester and by taking into consideration the opinion of the partner institution and the RTU programme director regarding the prolongation of the study period for the specific student.
2.19. Grant allocation for the second study mobility semester depends on the amount of funding allocated to RTU within the framework of the Funding Agreement mentioned in Clause 1.5. If, due to insufficient funding, it is not possible to provide a grant for the second semester of study mobility and the student agrees to continue studies without a grant, the student retains the Erasmus+ student status and an agreement about a so-called Erasmus+ zero grant is signed.

2.20. The Funding Agreement for the Erasmus+ grant for placement mobility is signed between the student and RTU after the tripartite Placement Agreement is signed by all parties.
2.21. Students that, based on the competition results, have not been nominated for the Erasmus+ study or placement mobility may repeatedly apply for the Erasmus+ grant competition if the conditions of Clause 2.5 are fulfilled.

3. Study mobility after nomination 
3.1. Student who has been nominated for participation in Erasmus+ studies:

· researches the application submission procedure and deadlines of the selected partner institution;

· researches the list of courses offered by the partner institution, agrees with the RTU programme director the courses to be studied during the Erasmus+ studies, fills in a Learning Agreement and an application for recognition of courses (attachment B), obtains the signatures of faculty officials that are required on these documents and submits them to the IRD for the RTU institutional Erasmus+ coordinator’s approval;

· prepares an application for studies in the selected partner institution and, at least a week before the deadline specified by the partner institution, submits to the IRD the full application package for sending to the relevant partner institution, as well as a copy of the application, which will remain with the IRD;
· fills in the electronic application form of the selected partner institution if the procedure set by the partner institution requires electronic (online) application, and submits a paper copy of the application to the IRD;

· independently or with the support of the host partner institution, finds an accommodation for the Erasmus+ study period;

· independently obtains the European Health Insurance Card and settles all travel formalities.

3.2. After the partner institution has evaluated the application, the student receives a confirmation or rejection from the partner institution, about which the student notifies the IRD by submitting or forwarding the copy of the received confirmation.

3.3. Before starting Erasmus+ studies at the partner institution, the student and the outgoing Erasmus+  student coordinator of the IRD sign the Funding Agreement for the Erasmus+ grant.

4. Mobility for placement after nomination 
4.1. Student who has been nominated for participation in an Erasmus+ placement:
· independently or by using the placement offers published on the RTU website, looks for a placement organization considering the placement period planned by the student or specified by the study programme and contacts the potential host company / higher education institution;

· after the placement organization has been found, the student notifies the IRD and agrees about the possibility of receiving the Erasmus+ grant;

· agrees the beginning and completion date of the placement with the host company / higher education institution and fills in an Erasmus+ placement agreement (Learning agreement for Traineeships), agrees its content with the director of the study programme, the placement coordinator and the faculty’s Erasmus+ coordinator;

· fills in the Erasmus+ placement agreement, obtains the signatures of the host company and faculty representatives, and submits it to the IRD where the outgoing Erasmus+ student coordinator and the RTU institutional Erasmus+ coordinator signs it;
· independently or with the support of the host company, finds an accommodation;

· independently obtains the European Health Insurance Card and settles all travel formalities.

4.2. Before starting the mobility for placement, the signs the Funding Agreement for the Erasmus+ grant.

5. Approval and recognition of the scope of the Erasmus+ study period 
5.1. Before submitting the application at the partner institution, the student agrees the courses he/she plans to study during the Erasmus+ study period with the RTU programme director and the faculty coordinator by filling in and signing a Learning Agreement for studies; (section to be completed before mobility), as well as an application for recognition of courses (see Attachment B, forms available http://www.rtu.lv/en/content/view/3763/1983/lang,en/ ). 
5.2. At the RTU partner institution the student selects courses that correspond to his/her field and level of studies and that amount to a minimum of 20 CP (30 ECTS). The maximum amount of courses that may be studied at the partner institution is 35 ECTS.

5.3. The student submits copies of the Learning Agreement and the application for recognition of courses to the head secretary of the faculty and to the IRD.

5.4. If, after starting the Erasmus+ studies, it becomes necessary to change the Learning Agreement, the student electronically notifies the RTU programme director and the faculty coordinator about the planned changes, attaching an appropriately filled in form (Learning agreement for Studies; section to be completed before mobility) of Changes to proposed study programme and a new application for recognition of courses.

5.5. If the RTU programme director and the faculty coordinator agree to the proposed changes, the student obtains the required signatures on the Changes to proposed study programme from the partner institution, attaches a signed application for recognition of courses and sends them to the IRD by mail.

5.6. The IRD ensures that the changed documents are delivered to the RTU programme director and the faculty coordinator for signing, notifies the student when the documents have been signed and electronically returns to the student copies of the signed documents. The student must submit the copy of the Learning agreement Changes to proposed study programme to the Erasmus+ coordinator of the partner institution.

5.7. The Erasmus+ study period is recognized by the RTU programme director on the basis of the transcript of records submitted by the student and the previously submitted application for recognition of courses after the student has returned from the Erasmus+ studies.

5.8. If the course recognition application provided for changes in the study programme and the student has had passing grades during the Erasmus+ studies, the programme director prepares a draft decree of the Vice-Rector for Academic Affairs regarding individual changes to the study programme and submits it for the Vice-Rector’s approval. When the decree regarding individual changes to the study programme has been issued, the courses taught at the partner institution are included in the RTU course register and the head secretary changes the student’s individual plan by including the courses studied abroad.

5.9. Study programmes may be changed within the scope of 20%, but only courses of parts B and C may be changed. Courses taught as part A of a study programme may not be changed.
5.10. Grades received during the Erasmus+ studies are not equated and adjusted to the Latvian grade system. Only the obtained credits are transferred, as evaluation entering “transferred” and as motivation — “Transcript of records issued by [higher education institution] on [date]”.
5.11. If, during the Erasmus+ studies, the student has obtained more than 30 ECTS in a semester or more than 60 ECTS in a year, the programme director makes a decision regarding the recognition of the exceeded credits and their inclusion in the student’s study records.

5.12. If the student has not obtained a passing grade during his/her Erasmus+ studies, an academic debt is registered in the relevant course(s) of the RTU programme. The programme director then determines which courses and by which date the student must pass within the framework of the RTU study programme. 

5.13. If the student has not obtained a passing grade during his/her Erasmus+ studies, the Erasmus+ scholarship commission decide on partial or complete repayment of the Erasmus+ grant.

5.14. Student objections related to the recognition of the Erasmus+ study period are reviewed by the Dean of the faculty of the director of the affiliation.

6. Recognition of the Erasmus+ placement period 
6.1. After returning from the placement mobility, the student submits to the RTU programme director and the placement coordinator a confirmation of the placement period and the description of the fulfilled tasks issued by the company / higher education institution where the student implemented practical placement, as well as a comprehensive report about the placement in accordance with the requirements and procedures of the faculty.

6.2. The programme director recognizes the placement after all RTU faculty requirements regarding the placement report and presentation have been fulfilled. The programme director may combine the credits intended for placements during different semesters of the RTU study programme and recognize them all simultaneously, if the implemented Erasmus+ placement period has resulted in the required total amount of credits or has exceeded it.

6.3. The student must submit a copy of the confirmation of the placement period and the description of the fulfilled tasks to the IRD.

6.4. Student objections related to the recognition of the Erasmus+ placement period are reviewed by the Dean of the faculty of the director of the affiliation.
Attachment A 

Student Assessment Card
	Criterion
	Assessment

	Student’s grades (mean weighted grade)
	

	Student’s foreign language skills
	

	Student’s motivation and justification for the choice of

the higher education institution or the company
	

	Student’s personality assessment
	


Date:

Committee member: Signature:

Explanation:
0.
Student’s grades — the student’s total score is made up by his/her mean weighted grade, which is available in the RTU student database and which is determined by all previous grades (“6” is the lowest admissible grade for the student to participate in the competition; the grade is rounded to 2 decimal places). The student’s grade is multiplied by 2, and as a result the maximum score is

20; this assessment is entered into the assessment card before starting the interview.

1.
Foreign language skills — the interview is conducted in English, German or French, depending on the language of study at the selected higher education institution. If studies at the selected higher  education  institution  are  conducted  in  any  other  language,  the  interview  will  be  in English. The committee evaluates the foreign language skills on a scale from 5 to 10. This score is multiplied by a factor of 1.5, and as a result the maximum obtainable score is 15.

2.
Student’s motivation is his understanding of the role of the Erasmus+ Programme in his/her life and professional career — whether it is clearly defined and whether the student has clear goals that he/she wants to achieve by participating in the Erasmus+ Programme. Justification for the choice of the higher education institution is the reason why the student chose that particular institution, what were the selection criteria, whether the student is informed about the available courses, the language and the overall system of studies, whether the student understands the level of conformity between the courses of the RTU study programme and the courses he/she plans to take at the partner institution. The committee evaluates the student’s motivation and justification for the choice of the higher education institution on a scale from 5 to 10. This score is multiplied by a factor of 1.5, and as a result the maximum obtainable score is 15.

3.
Assessment of the student’s personality involves both general knowledge about the culture, geography, daily life in the selected country, and the student’s ability to present themselves, as well as the student’s behaviour during the interview. The committee assesses this criterion on a scale from 5 to 10 and multiplies that by a factor of 1.

TO: …………………….……….. /Professor’s name, surname/
Director of the study programme ……………………………...

/Title of the study programme/

Faculty of ………… ………………………………….... Riga Technical University

FROM: …………………………. /Student’s name, surname/
Student of Bachelor/Master study programme

…………………………………………………………...

/Title of the study programme/
Student card No……………………

Herewith I apply for the transfer of my study results I will obtain during Erasmus study period at
…………………………………………………………/Name of the host university/ during the autumn/spring
semester of the academic year 2013/2014 in the following subjects.
1. Study subjects taught at the host university similar to RTU study subjects
2. Modifications to be done in the individual study plan
2.1. Subjects to be excluded from the RTU study programme (allowed only for part B subjects):

	Part
	RTU Subject code and name
	KP

	B
	
	

	B
	
	

	B
	
	

	Total amount
	


2.2. Subjects to be included in the RTU study programme (allowed only for part B subjects):
	Part
	Subject code and name taught at the host university
	ECTS
	KP

	B
	
	
	

	B
	
	
	

	B
	
	
	

	Total amount
	
	


3. Free choise subjects (Part C) chosen at the host university
Date:


Total amount  .....ECTS /  .....KP
(all subjects together at host university and RTU)

Student                                                                                                      signature              Name, Surname 
 Programme director                                                                                   signature              Name, Surname 
 Faculty coordinator                                                                                    signature                Name, Surname 
  
Subjects at Riga Technical University�
Subjects at the host university�
�
Part A


or B�
Subject code and name�
KP�
Subject code and name�
ECTS�
KP�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Total amount�
�
Total amount�
�
�
�






Part�
Subject code and name taught at the host university�
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KP�
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