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ABOUT THE HANDBOOK

The purpose of this handbook is to help schools, teachers, pupils, parents, and everyone else involved in
organising individual pupil mobility activities in Erasmus+: the European Union’s programme supporting
education, training, youthand sport.

The handbook provides step-by-step guidance to prepare, implement and follow-up mobility periods for
pupils in school education. It is not a rulebook but a collection of recommendations and guidance for
implementation of individual pupil mobility — one format of activities among many available in
Erasmus+. The handbook is primarily addressed to schools implementing Erasmus+ mobility projects,
however it can also serve to inform hosting schools, parents, policy makers and everyone else involved
or interested in Erasmus+.

Material presented in the handbook is meant to cover many different questions, includes practical
details of implementation. If you are in charge of implementing a mobility activity, the amount of
information may seem daunting at first, but you should remember that this guidance is addressed to
audience all over Europe and therefore it tries to cover a lot of ground. In your own context, it may not
be possible to apply all the recommendations, especially not immediately. This handbook was created
because of an understanding that implementing high quality mobility activities requires effort and
dedication. Itis intended as a help and an inspiration, not an additional requirement.

If you are not yet familiar with Erasmus+ and wish to read the rules of the programme, you consult the
Erasmus+Programme Guide. The Programme Guide is issued yearly as part of the general Erasmus+ call
for proposals. It includes information on how to apply for a project, what are the deadlines, eligibility
conditions, minimum and maximum duration of activities, level of funding support, and all other details.
You can find the Erasmus+ Programme Guide here: Erasmus+: EU programme for education, training,

youth and sport.

For further information, you should also visit the website of the Erasmus+ National Agency in your
country. For their contact information, you may consult the list of Erasmus+ National Agencies.

All advice in this handbook should be read and understood in the context of the national legal
framework in your country and always implemented in full respect of those rules. If you have any
guestions or doubts, you should clarify them with your National Agency.


https://erasmus-plus.ec.europa.eu/
https://erasmus-plus.ec.europa.eu/
https://erasmus-plus.ec.europa.eu/national-agencies

USEFUL LINKS

Erasmus+

Erasmus+ Programme Guide
https://erasmus-plus.ec.europa.eu/programme-guide/erasmusplus-programme-guide

Erasmus quality standards governing all mobility projects
https://erasmus-plus.ec.europa.eu/document/erasmus-quality-standards-mobility-projects-vet-adults-
schools

Website of the Erasmus+ programme at Europa.eu
https://erasmus-plus.ec.europa.eu/

List of Erasmus+ National Agencies
https://erasmus-plus.ec.europa.eu/national-agencies

European School Education Platform
https://school-education.ec.europa.eu/

Other web links used in the handbook

Europass Mobility
https://europa.eu/europass/en/europass-mobility

European Framework for Key Competences
https://education.ec.europa.eu/focus-topics/improving-quality/key-competences

Common European Framework of Reference for Languages
https://www.coe.int/en/web/common-european-framework-reference-languages/level-descriptions

Eurydice: information about education systems in Europe
http://www.eurydice.org/

European Health Insurance Card
https://ec.europa.eu/social/main.jsp?catld=559
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INTRODUCTION

1. PUPIL MOBILITY IN THE CONTEXT OF EUROPEAN EDUCATION POLICY

In its Communication on the achievement of the European Education Area by 2025, the European
Commission has put forward a set of policies that recognise the important role of education and training
in building an inclusive and participatory society. The Erasmus+ programme forms a part of these
efforts, recognising that high quality education from the earliest age is the basis for personal fulfilment,
finding a job and becoming anactive and responsible citizen.

As part of the quality dimension of the European Education Area, the European Commission promotes
mobility opportunities for learners and teachers, and cooperation opportunities for institutions. These
efforts are aimed at making learning mobility a reality for all and thus improving the quality of
education and training at all levels. Erasmus+ is the main instrument to make these policy goals a reality
for European citizens.

Participation in learning mobility helps the development of digital competences, communication skills,
critical thinking, entrepreneurship, creativity, self-awareness, personal independence and civic
engagement. It fosters language learning and enables participants to experience Europe's cultural
diversity first hand. Learning mobility is also associated with future social mobility, higher earnings and
better employment opportunities.

A major goal of the new generation of Erasmus+ programme (2021-2027) is to provide a learning
mobility experience for more young people. Expansion of mobility opportunities for school pupils is a
part of achieving this goal: a more accessible and more inclusive Erasmus+.

! https://ec.europa.eu/education/sites/default/files/document-library-d ocs/commu nication-eu ropean-e ducation-area. pdf
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2. MOBILITY PROJECTS AND PUPIL MOBILITY IN ERASMUS+: HOW DOES IT WORK?

Erasmus+ provides funding for mobility projects as part of Key Action 1: Learning Mobility for
Individuals.

Applications for Erasmus+ projects can only be made by organisations: pre-primary, primary and
secondary schools, school authorities, coordination bodies and similar institutions. As private
individuals, pupils or their parents cannot apply for an Erasmus+ grant directly. Rather, pupils are
offered mobility opportunities through their school’s mobility project. Therefore, to send pupils on a
mobility activity with Erasmus+, a school must first successfully apply for its own Erasmus+ project by
submitting their proposal to the Erasmus+ National Agency in their country.

A mobility project is a set of mobility activities implemented by the same school as part of a broader
and systemic effort to improve the quality of its teaching and learning offer. A single Erasmus+ mobility
project can include multiple mobility activities and can combine pupil mobility activities with activities
for teachers and other school staff. The project’s participants can spend their mobility periods at one or
various hosting schools abroad.

Similarly, a mobility consortium project can offer mobility opportunities to several schools from the
same country that share similar objectives. Thanks to their strategic potential, mobility consortium
projects are often coordinated by school authorities or coordination bodies.

The defining feature of a ‘mobility project’ is therefore the existence of an overarching set of
institutional objectives. Within the project, various mobility activities serve as an instrument to work
towards those broader goals. Mobility activities do not exist on their own, they are organised as part of
a wider plan.

In practice, that means that a mobility project does not start the day pupils go abroad and does not end
the day they come back. The time they spend abroad is the most important period for the pupils
individually; however, preparation and follow-up that take place before and after each activity will play
a major role in achieving benefits for your school as an institution.

In school education, Key Action 1 includes two types of mobility projects:

— Accredited projects for organisations holding an Erasmus accreditation
— Short-term mobility projects for organisations not holding an Erasmus accreditation

The two project types include the same range of mobility opportunities for pupils and staff, so guidance
in this handbook is equally applicable to both of them.

Concepts of a ‘mobility project’, ‘mobility consortium’, ‘Erasmus accreditation” and others mentioned in
this chapter may raise further questions for you if you are not yet familiar with Erasmus+. In this case,
you should consult the Erasmus+ Programme Guide for a full description of Key Action 1 opportunities
for school education.



3. OBIJECTIVES OF PUPIL MOBILITY ACTIVITIES: INDIVIDUAL AND INSTITUTIONAL DEVELOPMENT

Within the framework of the Erasmus+ programme, organisation of a mobility activity is a form of
cooperation between the sending and the hosting school. Erasmus+ projects are granted to and
implemented by schools because an important purpose of Erasmus+ is to improve schools as providers
of education. It is a simple logic: a mobility grant for one pupil benefits one person, while an
improvement of a school benefits all of its present and future pupils.

This means that each mobility activity has a double objective:

1. To provide benefits for the participating pupils
2. To provide benefits for the sending school as the owner of the mobility project, and for the
hosting school as their partner

Before you start working on your mobility project, you should be aware that the organisational benefits
of mobility projects are one of the main reasons for existence of Erasmus+. This is reflected in the
programme’s rules and policy objectives. Erasmus+ challenges schools to think strategically, to involve
different staff members in the project, and to use the mobility activities as a way to evolve the school’s
institutional culture towards a more open, international way of working.

The secret to an excellent Erasmus+ mobility project is to keep these two objectives in balance: put the
well-being of pupils in the first place and achieve it by challenging your school and your staff to be the
very best versions of themselves, to learn, to innovate, and to evolve.

Benefits for the participating pupils

Pupils staying abroad will benefit directly by acquiring new knowledge, skills, competences, experiences,
attitudes and personal connections. Learning mobility is a practical way to trigger the pupils’ social and
personal development, increase academic achievement, as well as awareness and understanding of the
diversity of European societies.

Immersion into the hosting country’s education system is a unique experience that can be acquired only
through mobility activities and it is the main driver of the activity’s beneficial effects. Immersion enables
pupils to learn through personal experience and engagement, by witnessing and personally participating
in new ways of learning and thinking. They will be constantly encountering new situations, they will be
using a foreign language and they will need to take more responsibility for themselves. The experience
abroad will also allow pupils to gain a new perspective of their own country.

Mobility activities are particularly beneficial for improvement of transversal competences such as critical
thinking, creativity, entrepreneurship, and civic engagement. They are also likely to reinforce the values
of tolerance, democracy, and inclusion.

Benefits for the participating schools

It is easy to understand how a study period abroad brings benefits to pupils, but it is perhaps less
obvious how such an activity can benefit the involved schools.

To understand the organisational impact of mobility activities, we must consider the close cooperation
of school leadership, teachers and administrative staff at the sending and the hosting school which is



needed to set up an Erasmus+ mobility activity. In their ‘normal’ work, schools do not regularly perform
tasks such as preparing a learning programme to be implemented abroad or setting up joint monitoring
arrangements withteachers in another country.

For pupils, Erasmus+ is beneficial because it puts them in front of novel and stimulating challenges,
information and ways of doing things. It is exactly the same for schools. Overcoming implementation
challenges is what creates the institutional impact and builds the capacity of the school to work in an
international and innovative way. The long-term goal of Erasmus+ is to change the definition of ‘normal’
so that it is normal for a school to exchange pupils, staff and practices with their partnersabroad.

Cooperating with partner schools abroad brings new ideas into the school, with plenty of opportunities
to improve the methods of learning, teaching and school management through exchange of best
practices. The first Erasmus+ project often produces a firm partnership between the sending and hosting
schools, where one project leads to another, permanently enriching both institutions.

Learning to think about mobility activities as part of a wider cooperation with partner schools abroad is
extremely important on your school’s path to success in Erasmus+. You should always remember:
individual mobility activities are not the purpose of your project, they are its building blocks — each
activity should contribute something to a bigger picture.

If you are just starting your first project, these objectives may seem far away and challenging. The
solution is simple: do not rush. You should give your school time to go through the process of
organisational learning by starting slowly and then gradually increasing the ambition of your activities.
To join Erasmus+ you do not have to know exactly how to execute a cross-border mobility activity.
Rather, Erasmus+ exists to give you a chance to learn it, to build new capacity in your school that did not
exist before.



4. STRUCTURE OF MOBILITY PROJECTS: ONE-WAY, TWO-WAY AND MULTILATERAL EXCHANGES

An Erasmus+ mobility project is created through a grant agreement (a contract) between an Erasmus+
National Agency and a school or another organisation that has applied for funding and successfully
passed the selection.

In terms of financing arrangements, Erasmus+ funds are always provided to the school that is sending
their pupils abroad (‘sending school’), rather than to the school receiving the pupils (‘hosting school’).
From a formal point of view, this means that all pupil mobility activities have the same direction: from
the sending school who owns the project to hosting organisations abroad chosen by that sending school.
Variation of this structure exists in mobility consortium projects, where sending schools are not the sole
owners of the project, but members of a consortium.

At first sight, this formal shape of mobility projects may seem ‘incomplete’: it includes activities only in
one direction, even though Erasmus+ is very much about mutual exchanges! To understand this
‘incompleteness’, you should imagine that each school’s project is just one piece in a large network of
such projects across Europe. Each Erasmus+ school is a potential partner to all others. This structure give
the involved schools many more opportunities and much flexibility than a more fixed composition.

Each sending school can add, replace or remove hosting partners in their project at any time and
without need for formal modifications to their project contract. It means the school can ‘complete’ the
structure of their project as they wish, and can change and adapt during implementation. New ideas can
be implemented easily and quickly.

Most importantly, this flexibility means that schools from different countries can ‘combine their
projects’ by deciding to work together thematically and through two-way exchanges. Even schools that
do not yet have their own Erasmus+ mobility project can get involved as hosting schools. This way they
can gainexperience to then apply for their own project and join in with more activities.

When a partnership between two schools ‘clicks’, the first mobility activity is just the beginning. It can
lead to years of fruitful exchanges of pupils and teachers, online eTwinning cooperation, joint
applications for other types of projects, and essentially anything else your creativity allows you to
imagine.

What’s more, there is no limit on how many schools can work together in this way! Receiving an
Erasmus+ grant means that your school has become a member of a European community ofthousands
of Erasmus+ schools. The size and diversity of this community gives you endless possibilities for finding
new partners to work together on any topic. By doing so, you will be gradually building your school’s
international network and making Erasmus+ an integral part of your school’s activities.



Basic model: one-way mobility

v Only the sending school needs to have an Erasmus+ mobility project

v The simplest model: an excellent first experience

Bilateral model: a two-way exchange

v Both schools need to have Erasmus+ or other funds

v A well-balanced model that puts the partners on an equal footing,
allows for a deeper cooperation and is easy to manage

v Pupils canform tandems and can be staying at each other’s families

Multilateral model: unlimited possibilities

v All sending schools need to Erasmus+ or other funds
v Schools without funding can still take part as hosting partners

v There is no limit on the number of schools that can take part




The models presented here are only the basic illustrations of the possibilities available to you. These
models are not rules that you have to follow. You will not be asked to formalise them in your Erasmus+
project. However, even though there is no obligation, you may want to write down the terms and
conditions of working with your partner schools — this idea is explored further in the handbook chapter
on ‘Forging a partnership between the sending and the hosting school’.

Having reliable partners that share some of your own objectives will always make it easier to develop
new and interesting ideas, and to progress with your project. Finding partner schools that themselves
have access to Erasmus+ or other funds can be advantageous because it makes it possible to set up
bilateral or multilateral exchanges.

There is also great value in working with schools that do not yet have funds of their own, but are willing
to host participants. They may be on their way to become Erasmus+ schools themselves and helping
them get startedis a great investment into building up your Erasmus+ network.

Helping others and being active in the Erasmus+ community is a part of Erasmus quality standards — the
set principles and qualitative criteria that all schools sign up to when they apply for Key Action 1:

Active participation in the network of Erasmus+ organisations: one of the objectives of
the Programme is to support the development of the European Education Area.
Beneficiary organisations should seek to become active members of the Erasmus+
network, for example by hosting participants from other countries, or by taking part in

exchanges of good practices and other contact activities organised by the National
Agencies or other organisations. Experienced organisations should share their knowledge
with other organisations that have less experience in the Programme by providing advice,
mentorship or other support. Where relevant, beneficiary organisations should
encourage their participants to take part in alumni activities and networks.

Looking for partners around Europe can seem intimidating at first, but you should know that many other
schools are also looking for someone to work with. To help you find each other, Erasmus+ provides help,
including online partner finding tools. You can find more information on that in the chapter on ‘Finding
hosting schools for your pupils’.
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5. STRUCTURE OF MOBILITY PROJECTS: COMBINING DIFFERENT ACTIVITIES

The previous chapter dealt with direction of mobility activities and the number of schools involved. In
this chapter, we explore how to combine activities in terms of their timing, format and the synergies
that can be created betweenthem.

This handbook is written specifically for individual pupil mobility activities, including short-term and
long-term stays. Apart from individual pupil mobility activities, Erasmus+ mobility projects can also
include group mobility of pupils and mobility activities for education staff. All of these options can be
combined within the same mobility project.

If we think of individual mobility activities as building blocks of your project, then different activity
formats can be imagined like blocks of different shapes. Putting them together in the right way can
produce new and interesting results. Diversity of activity formats is usually a sign of a good quality
project — it shows that you have tackled your school’s objectives in a creative and multi-dimensional
way. At the same time, there is no obligation to make your project more complex. As always, the key is
to adapt your ambitions to your school’s needs and current capacity.

Below are only a few ideas to serve as an inspiration. The list is by no means exhaustive. As your
experience grows, your own ideas and creativity will surely surpass the boundaries of this handbook!

Concurrent activities: sending more than one pupilto the same hosting school at the same time

Work on preparation, monitoring and follow-up can be made more efficient for both the sending and
the hosting school if done for more than one pupil at the same time?2.

This way of working also allows you to create a ‘mobility window’ at your school, rather than having
different pupils away throughout the school year. For pupils themselves, accompaniment of peers can
provide academic and psychological support.

However, caution should always be applied. Ideally, not more than two or just a few pupils of the same
age should take part in a concurrent stay. The risk to avoid is that pupils create a group of their own
while abroad, rather than socialising with peers from the host country and immersing themselves into
the hosting environment.

Combining group and individual mobility of pupils

Group mobility of pupils is typically a short and thematically focused activity. Within the broader scope
of your mobility project, such an activity can be useful both before and after an individual mobility
activity at the same hosting school.

Instead of departing to the hosting school alone, a pupil who was selected (or is considered for
selection) to take part in individual mobility could first visit the hosting school together with other pupils

2 There is an important difference between concurrent activities for individual pupils and a group mobility of pupils. In individual mobility
activities, each pupil must have a tailor-made learning agreement even if they are staying at the same school at the same time and following
the same schedule. After the mobility period, they will undergo individual evaluation and their learning outcomes need to be individually
recognised. Organising activities concurrently must not reduce the quality of those activities — each pupil must receive required individual
attention from both the sending and the hosting school. For a full definition of a group mobility and individual mobility, please consult the
Erasmus+ Programme Guide.
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and teachers as part of a group activity. The group activity can take place immediately before the
individual mobility, or with a time gap in-between. The latter is a good option if the selection process
has not yet been finalised.

For the supervising teachers, the group activity can be useful to observe the pupil’s interactions with
peers from the hosting school. It can help the mentors to assess the pupil’s adaptability, to see their
language skills in practice, etc. Recruiting a hosting family can also become easier if the pupil has had an
opportunity to start friendships at the hosting school.

At the level of content, themes underlying group and individual activities can be shared. For example,
the pupil in individual mobility can be assigned project work that involves building on results of the
group activity and keeping in touch with pupils from both schools, e.g. with the help of online tools.
Thematic links are also possible if a group activity takes place after the individual mobility period.

Combining activities for pupils and staff

Organisation of pupil mobility activities is a common effort of the sending and the hosting school. For
the two organisations to enter this joint endeavour, they first need to reach a certain level of mutual
understanding and trust. Staff mobility activities such as job-shadowing and teaching assighments can
be an excellent catalyst for this process.

If a staff member from your school spends a period at the hosting school, they will become familiar with
its workings and curriculum much better than would be possible in any other way. Their experience,
insight and personal understanding with colleagues from the hosting school will be truly valuable if they
later take part in preparing mobility activities for pupils.

A point of caution here is to remember that staff mobility activities cannot be organised only as a
preparation for another activity. Staff participating in a job shadowing or a teaching assignment need to
have their own learning objectives defined and learning outcomes recognised. Existence of such
individual learning outcomes is what differentiates a ‘staff mobility activity’ from a ‘preparatory visit’.
This topic is further explained in the dedicated chapter ‘Preparatory visits to the hosting school’.

The above points taken into account, it is a fact that a staff mobility period at the hosting school and
preparation for a pupil mobility activity are highly compatible tasks. They do not need to be artificially
separated. For example, a teacher on a job-shadowing can be tasked with a comparative analysis of
curricula in the two schools. This would be both a legitimate learning assignment and a useful
contribution to the overall objectives of the mobility project.

Finally, you may also consider a concurrent stay of pupils and staff at the hosting school. Presence of a
teacher from the sending school can be reassuring for everyone involved, including the pupil and their
parents. As always, caution should be applied when making the exact arrangements. The teacher’s
involvement should be limited. It should not get into the way of pupils’ full immersion at the hosting
school and it cannot replace the role of a mentor from the hosting school itself.

It is also important to understand the difference between a teacher in a concurrent learning mobility
and an accompanying person. Teachers in learning mobility have their own learning objectives, while
the role of the accompanying person do not — their formal role is only to accompany pupils on a mobility
activity. The concept of an accompanying person is further explained in chapter 12.
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6. TRAINEESHIPS FOR PUPILS IN GENERAL EDUCATION

A school is the most common and simplest choice for hosting pupils in mobility activities. Throughout
this handbook, we therefore speak about sending and hosting schools in order to keep explanations
straightforward and concrete.

However, the Erasmus+ Programme Guide permits other types of organisations to act as hosts when
mobility activity is a ‘traineeship’. A traineeship means that pupils learn by observing and performing
tasks in a workplace environment. For example, pupils can be learning in cultural institutions (museums,
libraries, theatres, cultural centres), non-governmental and civil society organisations, media, local
government offices, public service providers, companies and small enterprises.

The main condition for non-school organisations to act as hosts is that they can offer a relevant learning
experience to the pupil, given the pupil’s age and learning requirements at their sending school.
Common examples of learning outcomes targeted in general education traineeships include
communication and digital skills, entrepreneurial competences, financial literacy, media literacy, active
citizenship, culturalawareness and interpersonal skills.

It is also possible for a mobility period to combine learning in different environments. For example, the
pupil can stay at a school as the main host, and additionally spend periods at another organisation who
is collaborating with the hosting and sending school to provide a more diverse learning programme.

Readers working in both general education and vocational education and training may wonder about
the difference between traineeships in the two fields. Of course, the general concept is the same:
learning at a workplace by simultaneously receiving training and performing practical tasks. After that,
there are two differences: formal eligibility and learning outcomes.

In terms of formal eligibility, all learning programmes in your country (with very rare exceptions) will be
sorted into either school education or vocational education and training. Based on the programme in
which the learner is enrolled at the sending school, they will be eligible for funding under school
education or vocational education and training.

The division between the two kinds of learning programmes is decided by the relevant ministries in your
country and information about it is published on the website of your National Agency. If your school
implements multiple learning programmes, you should make sure to be well informed about their
formal eligibility under Erasmus+. You canseek the advice of your National Agency if you are in doubt.

In terms of learning outcomes, the question is how the learning content of the traineeship fits with the
pupil’s existing learning requirements at the sending school. In vocational education and training, this is
usually a straightforward matter since work-based learning is a part of the curriculum. It is not the case
in general education. For general education traineeships, the question is a practical one: how will the
pupil’s learning achievements during the traineeship be evaluated, recognised and integrated into their
overall learning record once they are back at the sending school?

If you are able to address these elements, then a traineeship for pupils in general education can be an
excellent idea. The goal of this handbook is to guide the readers through reflections and actions needed
to answer the above question for any pupil mobility activity. In this sense, all the material and advice in
the handbook does equally apply to traineeships, even if they are not explicitly quoted every time.
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7. MAIN ACTORS IN PUPIL MOBILITY ACTIVITIES

The main actors in mobility activities for pupils include the sending school, the hosting school, the pupil
themselves, and their parents or guardians. Other actors such as the Erasmus+ National Agencies and
hosting families can be involved as well. This section introduces these different actorsand their roles.

Sending school

The sending school is the owner of the Erasmus+ mobility project that provides funding for the pupil
mobility activities. It means that the sending school has a grant agreement with the Erasmus+ National
Agency in their country and it will eventually report to the National Agency on the results of the
implemented activities. For this reason, the sending school is ultimately responsible for the success of
the activityand it has the most important role in setting it up.

The sending school will choose a suitable hosting school based on the type of activity they wish to
organise, shared thematic interests, the age and profile of the involved pupils, etc. Together, two
schools will define the expected learning outcomes of the mobility period and the methods that will be
used. After the pupil’s return to the home country, the sending school is responsible for the recognition
of the mobility period and reintegration of the pupil in their education programme (especially for pupils
in long-term mobility activities).

Hosting school

The hosting school is chosen by the sending school to be their partner for one or several mobility
activities. In the Erasmus+ Key Action 1, there are no applications or other procedures required to
become a hosting school. Therefore, any school can become a hosting school if they are chosen by
another school running an Erasmus+ project.

The main task of the hosting school is to welcome the pupil and implement the learning programme as
defined in the learning agreement. The hosting school will also have a major role in monitoring and
evaluation of the learning activities and it will support the sending school in follow-up tasks, such as
recognition of learning outcomes.

Becoming a hosting school is an excellent first step for schools that are interested in Erasmus+, but have
not yet received their first Erasmus+ grant. It is the easiest way to enter Erasmus+ and gain experience
before applying for your own project.

The pupiland their parents or guardians

The participating pupils are selected by the sending school and must be formally enrolled in that school.
Rules on minimum age of participating pupils are defined by the national laws in each country.

The main role of the pupil’s parents (or guardians) is to provide support before the departure and during
their stay abroad. The parents’ role is also important legally, since the schools must make sure to follow
all national regulations relating to parental consent, safety and well-being of minors, both in the sending
and in the hosting country.
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Supporting organisations

Since the purpose of the Erasmus+ mobility project is to improve your school, it is not possible to
delegate project implementation to another organisation or external persons. Only limited assistance of
other organisations is permitted. In this case, such organisations are referred to as ‘supporting
organisations’. Specific rules apply to their participation, as detailed in the Erasmus quality standards:

Core tasks - keeping ownership of the activities: the beneficiary organisations must keep
ownership of core implementation tasks and may not outsource these tasks to other
organisations.

The core tasks include financial management of the programme funds, contact with the
National Agency, reporting on implemented activities, as well as all decisions that directly
affect the content, quality and results of the implemented activities (such as the choice of
activity type, duration, and the hosting organisation, definition and evaluation of
learning outcomes, etc.).

Supporting organisations, transparency and responsibility: in practical aspects of
project implementation, the beneficiary organisations may receive advice, assistance or
services from other organisations, as long as the beneficiary organisations keep control
of the content, quality and results of the implemented activities, as described under ‘core
tasks’.

If beneficiary organisations use programme funds to pay other organisations for specific
implementation tasks, then the obligations of such organisations must be formally
defined to ensure compliance with the Erasmus quality standards and protection of the
Union funds. The following elements must be included in the formal agreement between
the beneficiary and the service provider: tasks to be carried out, quality control
mechanisms, consequences in case of poor or failed delivery, and flexibility mechanisms
in case of cancellation or rescheduling of agreed services that guarantee fair and
balanced sharing of risk in case of unforeseen events. Documentation defining these
obligations must be available for review by the National Agency.

Organisations that assist the beneficiary with specific implementation tasks (on paid or
voluntary basis) will be considered supporting organisations and must be registered in
the official reporting tools. The involvement of supporting organisations must bring clear
benefits for organisational development of the beneficiary organisation and for the
quality of mobility activities.

In all cases, the beneficiary organisation will stay responsible for the results and quality of
implemented activities, regardless of the involvement of other organisations.

If you are considering delegating any tasks to a supporting organisation, make sure to keep them to the
necessary and to create appropriate legal protections for your organisation as specified by the quality
standards above. Keep in mind that a supporting organisation is an independent service provider in the
free market. It does not answer to your National Agency or to the European Commission. This means
that it your organisation’s responsibility to set up quality control and supervision of their work. This can
create additional costs and risks that would not exist if you were to implement the project on your own.
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Host families

Accommodating pupils in a host family during their stay abroad is one of the most common ways of
providing them with a safe and supportive place to stay.

Stay at a hosting family can be an important part of the learning experience for the pupil. It helps with
language learning and provides a full immersion into the local environment and culture. It is also a way
to give pupils an ‘easy start’ in building their social contacts at the hosting country, protecting them
from feeling loneliness or isolation. The adults at the hosting family can help with the pupil’s adaptation,
support them in learning assignments and provide valuable information to the pupil’s mentors and
parents.

Accommodating pupils at a hosting family is not obligatory. It is one of the decisions to be made by the
sending and hosting school based on the different available options, and a number of considerations,
such as the age of the pupil, their existing level of language competence, previous experience with
travelling abroad, the planned duration of stay, etc. This topic is further discussed in the chapter on
‘Accommodation and host families’.

Erasmus+ National Agencies

In each Erasmus+ country, there is a National Agency in charge of selecting and managing projects
funded by Erasmus+. If your school is awarded an Erasmus+ project, the National Agency in your country
will provide you with your grant through a dedicated contract. For the duration of your project, the
agency will be acting as your main advisor and supervisor.

At the end of the project, the National Agency will receive and evaluate your project report, including
information on all activities that have taken place within the scope of the project.
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Preparation

Finding a hosting school and
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Assigning tasks and
responsibilities to your staff
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Creating the learning agreements
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administrative preparations

Preparing the pupils before
departure and facilitating virtual
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Three phases of pupil mobility activities

Implementation

Introducing pupils to the hosting
school and country
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hosting school

Monitoring the pupils’ learning
progress and well-beingduring

their stay abroad

Resolving difficulties and
unexpected situations
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PREPARATION PHASE

Preparation phase is the most important phase for any mobility activity. Good preparation will make
implementation and follow-up phases much easier, so investing time and effort in this stage is the recipe
for success.

As the managing organisation of the Erasmus+ mobility project and its funds, the sending school is the
main actor of the preparation phase. At the start of the preparation phase, the sending school is in fact
the only actor, the one that will gather all the others. For this reason, the guidance in this part of the
handbook is presented from the perspective of the sending school.

In broad lines, the preparation phase will start with finding a suitable partner school, then pupils will
need to be selected and a learning programme created for them before they are ready to go abroad for
their mobility period, which will mark the start of the implementation phase.

8. FINDING HOSTING SCHOOLS FOR YOUR PUPILS

Starting the search for suitable partner schools will be among the first steps the sending school needs to
take. Finding potential partner schools might be challenging and take time, especially if you are working
on your first project and you do not have pre-existing contacts abroad. Therefore, as a sending school,
you should start this process as early as possible, even before your Erasmus+ project is approved.

Erasmus+ also offers a lot of flexibility when it comes to hosting partners. For example, applications for
Erasmus+ mobility projects do not require a definitive list of hosting schools to be specified. This means
that as the sending school, you have a wide flexibility to choose and even change your mind about your
hosting partners.

The number of hosting partner is also your choice. You may organise all of your activities with the same
partner school. That can be a good strategy for your first project, a way to make the management
easier. But, you can also work with multiple partner schools — this would be a good strategy once you
have gathered more experience in Erasmus+. A larger network of partners will increase the quality and
diversity of opportunities you are able to offer to your pupils, and it will bring more benefits for your
school in terms of inter-institutional learning and exchange.
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Howto find partner schools for your pupils?

— Visit the European School Education Platform — it is the meeting point for school staff,
researchers, policy makers and other professionals in school education where you can encounter
like-minded colleagues and build your network of contacts. The platform is under further
development, with dedicated partner finding tools planned to be available by end 2022.

— Contact your National Agency — at different moments during the year, the agencies organise
contact events where you may be able to search for partners.

— Use your existing network — if this is not your first project, organising individual pupil mobility
can be an excellent way to follow-up and bring your partnership to a new level.

— Ask for help from colleagues — if you are new to Erasmus+, it can be useful to ask for advice
from colleagues in other schools in your area that you know have been active in Erasmus+ or
another kind of international cooperation.

— Contact your local authority — your local or regional authority may already be involved in other
types of cross-border cooperation and their existing contacts could help you identify potential
partner schools.

eTwinning

eTwinning is an online community of schools and teachers that offers a secure environment and a
variety of tools to work together online. It is hosted on the European School Education Platform and
is part of the Erasmus+ programme.

eTwinning provides opportunities for continuous professional development and meeting potential
partners during workshops, seminars and online training modules. It also allows schools to set up
joint virtual classrooms

Schools taking part in Erasmus+ projects are strongly encouraged to complement their physical
project activities with an online eTwinning component. For schools preparing a pupil mobility
activity, eTwinning is useful for partner finding and as a cooperation tool in all phases of
implementation, from pre-departure contactsto follow-up afterthe mobility period.

Teachers who register on eTwinning are verified by a national eTwinning office in order to make sure
the platform is a safe environment populated by realteachersand school staff.
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9. FORGING APARTNERSHIP BETWEEN THE SENDING AND THE HOSTING SCHOOL

Once you have found a potential partner for hosting your pupils, your two organisations will need to
invest time and work into getting to know each other’s expectations, interests, curricula and governing
rules. Sharing as much information as possible is important to prepare the content of mobility activities
and to plan for logistical challengesand administrative procedures necessary to implement it.

To cooperate effectively, the two schools need to establish regular contact by identifying the staff
members responsible for the exchanges. Agreeing on key principles of cooperation and putting them on
paper is a useful way to structure the partnerships and clarify the expectations on both sides. Even
though it is not mandatoryin Erasmus+, creating an inter-institutional agreement (sometimes also called
a ‘memorandum of understanding’) is highly recommended.

The two schools will need to find common ground on a number of different topics. We can divide them
into two broad categories: content-related questions (curriculum comparison, expected learning
outcomes, monitoring methods, evaluation methods, etc.) and organisational questions (travel,
accomodation, finances, administrative paperwork, legal framework).

To ensure that all aspects are well-covered, staff members with different profiles should be involved in
discussions with the hosting school. For example, you will need teachers to review curriculum
requirements, but you will also need adminstrative staff to foresee what kind of paperwork needs to be
prepared. For legal and recognition topics, you may also need to seek advice from outside of your
school, for example from your school authority.

Inter-institutional agreements

An inter-institutional agreement (or a memorandum of understanding) is a written agreement
between two organisations that defines the scope and objectives of a planned cooperation, together
with rights and responsibilities of each partner. It formalises a partnership in order to build trust and
make the cooperation predictable and long lasting.

An inter-institutional agreement ensures that there is commitment at partner’s organisational level,
independent from any future changes in the organisation’s leadership or staff.

An inter-institutional agreement should include administrative, financial, pedagogic, logistic and
emergency provisions that are common for all mobility activities that will take place between the
partner organisations. Its existence will make implementation of all mobility activities easier, for
example by standardising some of the evaluation and recognition procedures that can then be built
into learning agreements of individual participants (see chapter on learning agreements for further
details). In case of Erasmus+ mobility projects, the agreement should always refer to Erasmus quality
standards, which define many of the rights and obligations of the sending and hosting schools.

After a period of implementation, the inter-institutional agreement should be updated to reflect the
experience of previous exchanges, for example by specifying which curriculum requirements of
mobile pupils can be automatically recognized under certain conditions.
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10. DEALING WITH ORGANISATIONAL COSTS OF MOBILITY ACTIVITIES

Finances are among the most important topics to discuss with your hosting partner. Since the sending
school is the only one receiving an Erasmus+ grant for the activity, it is necessary to determine how this
grant will be shared with the hosting school, who will surely bear a part of the costs.

Erasmus+ funding covers the cost of travel, accommodation, subsistence, language learning, and other
expenses linked to the mobility activity. Detailed funding rules are explained in the Erasmus+
Programme guide and you need to become familiar with them before starting any activities. If your
hosting partner does not have own experiences with Erasmus+, it is very important to inform them
about these rule and conditions.

Among the different costs, Erasmus+ covers a general category labelled ‘Organisational support’. It is
paid in form of a fixed amount per pupil. Its purpose is to cover various administrative and
miscellaneous costs that are not covered by any of the other standard categories.

The Erasmus+ Programme Guide stipulates that the organisational support grant needs to be used to
cover organisational expenses both for the sending and for the hosting school. Therefore, the two
schools need to agree how the funding will be used. To ensure good cooperation, you should make sure
that this agreement is explicit and transparent.

Different arrangements can be made for the organisational costs. A part of organisational support grant
can be transferred to the hosting school or the two schools can agree that some of the expenses on the
hosting side are paid directly by the sending school.

To avoid discussion on these sensitive issues during the mobility period, it is important to tackle them in
advance by creating a list of expected expenses and establishing a clear mutual understanding on who
will pay for them. To serve as a clear reference during implementation, agreed solutions should be put
in writing, for example in an inter-institutional agreement.
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11. PREPARATORY VISITS TO THE HOSTING SCHOOL

In Erasmus+, sending schools can ask for funding for a short preparatory visit to the hosting school
before the mobility takes place. A preparatory visit is performed by staff members from the sending
school with the objective of finalising the planning with their colleagues on the hosting side, building
better mutual understanding, and getting a first-hand impression about the learning environment where
the pupil will spend their mobility period.

Preparatory visits are not a standard part of every mobility activity. Rather, they are requested when
needed to overcome specific challenges. Some of the situations where a preparatory visit is
recommended include:

- For your first few individual mobility activities if your school is new to Erasmus+ or has never
tried out this activity format before;

- When you are starting to work with a new hosting partner;

- For activities of one month or longer in duration;

- For pupils with fewer opportunities?, as well as pupils who may have a tougher time adapting in
a new environment for otherreasons, e.g. due to lower self-confidence or social skills;

- When a new staff member is joining your school’s Erasmus+ team and is preparing to mentor a
pupil in a mobility activity.

The above is not an exhaustive list. The Programme Guide permits a request for a preparatory visit
whenever it improves inclusiveness, scope and quality of mobility activities. Whichever are the reasons
for your preparatory visit, you should be prepared to explain them in