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This Brochure is the final product of the project PLACET - 2013-1-IT1-LEO04-04235.  

It gathers all the tools and instruments developed between 2013 and 2015 within the 

project in order to support quality internships in a framework where intermediary and 

hosting organization work together in complementarity. 

The structure of this Brochure is the following: 

 

1. The Project ________________________________________________________ 3 

2. The Partnership ____________________________________________________ 4 

3. Needs and Opportunities for Host Organizations in Hosting Transnational Mobilities 

- SWOT Analysis ___________________________________________________ 5 

4. Transnational Internship Communication Tool _____________________________ 8 

5. Hosting Mobilities – information on European Programmes __________________ 11 

5.1. Erasmus+ _____________________________________________________ 11 

5.2. Erasmus for Young Entrepreneurs __________________________________ 13 

6. Transnational Internship Checklist For Mentors/Tutors To Organize Quality 

Transnational Internships ____________________________________________ 14 

7. Mentoring & Tutoring: Short Guide on Essentials to Quality Mentoring and Tutoring 

of an International Internship _________________________________________ 23 

8. Intercultural and Intergenerational Aspects: Short Guide on Elements to be Aware 

of in a Transnational Internship _______________________________________ 31 

9. European Instruments for Competencies and Certification __________________ 39 

10. Other Placet Outcomes _____________________________________________ 44 

 

 

 

 

PLACET project has been funded with support from the European Commission - Leonardo da Vinci 

Partnerships, with code 2013-1-IT1-LEO04-04235. This communication reflects the views only of the 

author, and the Commission cannot be held responsible for any use which may be made of the 

information contained therein. 
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1. THE PROJECT 

 

The Project PLACET aims to contribute to the quality of internships done in the context of 

mobilities, mainly through the Programme Erasmus+, which have replaced Erasmus and 

Leonardo Da Vinci Programmes. It will focus on the role of the institutions that receive 

internships, trying to understand their needs, and expectations. After this, the project will 

propose tools and concrete support to facilitate their intervention with the coordination of 

internships.  

 

PLACET aims to:  

 PROMOTE the potential of hosting an European trainee; 

 SHARE intermediaries’ difficulties and best practice with hosting companies; 

 INVOLVE entrepreneurs and managers in a data collection of needs, best practice and 

a SWOT analysis; 

 ALLOW the sending promoters to better know the sector peculiarities and labour 

market situations of partners’ territories and the most required job profiles, for better 

matching the trainees’ needs or for preparing them;  

 IMPROVE a better knowledge to properly read applicants’ CVs. 

 

The project lasted from September 2013 to June 2015. 
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2. THE PARTNERSHIP 

 

The partner organizations that promote this project are: 

 

Xena 

Italy 

coord@xena.it 

www.xena.it 

 

ALFMED 

France 

leonardo.projects@alfmed.com 

www.alfmed.com 

 

EUROYOUTH 

Portugal 

info@euroyouth.org 

www.euroyouth.org 

 

IDEUM Arvidsjaur Kommun 

Sweden 

jerry.renberg@arvidsjaur.se 

www.arvidsjaur.se 

 

Quarter Mediation 

Netherlands 

info@qmediation.eu 

www.quartermediation.eu 

 

 CONTACTS 

 

▪ TALK TO US 

Give us feedback on this checklist, we always want to improve.  

Please find a partner close to you and don’t hesitate to write us to the contacts above. More 

info on the partners on: 

www.placet.org/#!about/cjn9  

 

▪ VISIT OUR WEBSITE 

www.placet.org 

  

mailto:coord@xena.it
http://www.xena.it/
mailto:leonardo.projects@alfmed.com
http://www.alfmed.com/
mailto:info@euroyouth.org
http://www.euroyouth.org/
mailto:jerry.renberg@arvidsjaur.se
http://www.arvidsjaur.se/
mailto:info@qmediation.eu
http://www.quartermediation.eu/
http://www.placet.org/#!about/cjn9
http://www.placet.org/
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W 

O T 

S 

3. NEEDS AND OPPORTUNITIES FOR HOST ORGANIZATIONS IN 

HOSTING TRANSNATIONAL MOBILITIES - SWOT ANALYSIS 
 

Our first step was to involve entrepreneurs and managers of hosting companies to collect 

data, needs and best practices.  

The PLACET partners did a survey among different host organizations in the Netherlands, 

France, Sweden, Portugal and Italy. Therefore we set up a questionnaire in order to have a 

global vision about their needs and expectations; all these information have been analyzed 

through a SWOT analysis. In this SWOT-analysis we can see the strong points and the 

weak points, of these two we need to pay attention to the weaknesses and try to improve 

them when having another questionnaire. As well as be aware of the threats. 

We created 3 different SWOT-analysis, first of all, because in order to do a proper analysis 

you have to analyze the instrument you used to gain the data, in this case the 

questionnaire. The first SWOT-analysis is about the questionnaire and shows the strengths, 

weaknesses, opportunities and threats of the questionnaire, see figure 1. 
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For the goals 

 Helpful Harmful 

In
te

rn
a
l 

Strengths  
 

1. Many companies from different          
sections. 

2. 83% of questioned entities 
receive national and European 
internships and are familiar with 
the EU-program 

3. 94% of the questioned 
companies want to host trainees 
and want to receive proposals 

 

Weaknesses 
 

1. Number of questioned companies 
vary in each country 

2. Not statistically solid  
3. The organizations that have been 

questioned are already established 
partners of intermediary 
organizations.  

 

E
x
te

rn
a
l 

Opportunities 
 

1. New EU-program (Erasmus+) 
2. Brussels is working on 

increasing the awareness of the 
importance of European 
cooperation.  

Threats 
 

1. Guidelines for hosting national and 
European students  

2. Aptitude of host organizations, do 
they have to resources to host 
(several) international students 

 
Figure 1: SWOT-Analysis Questionnaire  

 

In addition, the content of the questionnaire would not fit into one SWOT-analysis, because 

in the questionnaire respondents are asked to evaluate several subjects. We have divided 

the subjects in to the expectations of the host companies (so what do they want from 

intermediaries) see figure 2 and the procedures the host companies currently have (what do 

they do when they host an intern) see figure 3. 
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Figure 2: SWOT-Analysis Results for the expectations of companies 

 

Expectations:  The outcome of the SWOT-Analysis for the expectations show we need to 

improve several points when working with a host company, because right now they do not 

have  

Most companies find it (very) important or obligatory to know the profile of the trainee and 

period of the internship. In addition, they value linguistic preparation, administrative 

assistance (contract, insurance, evaluation documents, internship certificate). At the end of 

the internship, companies appreciate any feedback students are willing to give. 

In addition, sometimes the organization and the student have different motivation / ambition. 

In order to create the best experience possible it is important the intern and the organization 

are on the same level. 
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For the goals 

 Helpful Harmful 
In

te
rn

a
l 

Strengths  
 

1. Linguistic preparation  
2. Administrative support 
3. Feedback from the intern on his 

/ her experience 
4. Complementary information 

trainees profile 
 

Weaknesses 
 

1. Post internship follow-up by the 
intern  

2. Personal assistance for the intern  
3. Regular contact INT-PA and 

company  
4. Professional preparation trainee 
 

E
x
te

rn
a
l 

Opportunities 
 

1. New EU-program (Erasmus+) 
2. Support from intermediary  
3. Informing more companies 

about the possibilities of hosting 
(international) students 

4. Increase of number of 
international students  

5. Improve language skills of 
hosting organization 

6. Help to open new markets 
abroad 

 

Threats 
 

1. Changing guidelines for hosting 
international students. 

2. Different level of motivation and / or 
ambition of host and student  

3. Differences in cultural views of host 
and student  

4. Discrepancy in the abilities of the 
student and the work available  

5. Number of students willing to study  
(or intern) abroad 
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W S 

O T 
Figure 3: SWOT-Analysis Results for the procedures of companies 

 

Procedures: In this SWOT analysis you see the procedures the questioned companies 

follow when hosting a European trainee. The most common (and the strong points) are:  

 Introduce the intern to the team 

 Weekly feedback meeting between mentor and intern 

 Assigning a contact person (mentor) in the company 

 A tour of the company  

The least common procedures (and therefore the weaknesses) companies follow are:  

 Handing the intern a specific document describing the company and its rules  

 Dividing the internship period in different departments of the company  

 Setting up a work plan with the intern  

 Interviewing the intern and coordinating organization 

It is important to work together to improve the procedures that are not very common at the 

moment. The organizations can play a very important role in improving the procedures and 

making them easier to handle for the hosting companies. 

As you can see from the SWOT-analysis a recurrent threat is due to the guidelines change 

for hosting international students and the resources availability.  

In conclusion it could be said the analysis shows that linguistic preparation is a vital part of 

getting ready for a placement abroad, as it will ease communication and integration into the 

company. Moreover, for host companies it is very important to have professional support 

from an intermediary organisation.  
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For the goals 

 Helpful Harmful 

In
te

rn
a
l 

Strengths  
 

1. Introducing the intern to the 
team 

2. Weekly feedback meeting 
between mentor and intern 

3. Assigning of contact person 
(mentor) 

4. A company tour 
 

Weaknesses 
 

1. Specific document describing your 
company and its rules to the intern 

2. Dividing the internship period in 
different departments of your 
company 

3. Setting up a work plan with the intern 
4. Interview with the intern and the 

coordinating organization 
 

E
x
te

rn
a
l 

Opportunities 
 

1. New EU-program (Erasmus+) 
2. Creating documents that can be 

presented to the intern 
3. Increasing the assistance of the 

intermediary organization 

Threats 
 

1. Changing guidelines for hosting 
international students. 

2. Not enough resources to guide 
interns  

3. Expectations of students not 
matching the reality 
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4. TRANSNATIONAL INTERNSHIP COMMUNICATION TOOL 

 

This communication tool visualizes two important aspects for a good cooperation between 

you as the hosting organization or entity and the intermediary organization which will help 

all participants to make the internships successful. First of all, essential communication 

keystones are outlined which are seconded by a clarification of the different tasks between 

the several internship entities.   

 

▪ COMMUNICATION KEYSTONES 

Sharing INFORMATION & COMMUNICATION on both sides IS ESSENTIAL for a good and 

successful cooperation between you and the intermediary organisation 

 

Take initiative of 
communication!  

Do not hesitate to contact us in doubts, 
difficulties, problems and conflicts! 

   

Send all necessary 
information!  

Inform us on your logistic capacity, tutors 
profile, internship requirements, participant 

selection interests, duration, tasks and 
departments! 

   

Give each other 
feedback!   

Feedback is essential to learn and to develop 
with each other.   

   

Keep information 
updated!  

Up-to-date information makes it possible to 
work more effective! 

   
Ensure good 

communications with the 
interns! 

 Everyone will benefit from a good relationship! 

 

 

▪ Roles/tasks for the intermediate and hosting organization 

The second aspect of good communication is to clarify the different roles of the participating 

entities.  

There are certain benefits in using an intermediary hosting organization in order to make 

sure the internship can be a good experience for both you and the person you will host. 
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The following clarification visualizes the different tasks which can be or are supposed to be 

done by the different organizational entities*. 

 

*Please note, that certain points may have different regulations regarding different transnational project 

agreements 

 

The intermediary organization: 

 provides a proper introduction to the process of hosting a transnational intern 

 arranges most of the administrative aspects and may help you to organize your 

paperwork concerning the international internship 

 organizes all the contact with the sending organization 

 organizes and monitors the work placements 

 coordinates weekly & monthly evaluations or follow-ups with the participants 

 has worked out an emergency plan and procedures if a crises situation occurs 

 sets up and monitors all contracts that are needed 

 arranges all insurance issues for the intern  

 consults and contacts partners for any question and issue as long as there are incoming 

and ongoing internships 

 completes the final certification for each participant 

 arranges and monitors the final evaluation 

 collects documentation (from program implementation to certification and evaluation) to 

make a final report which is send to the sending organization 

 

ON REQUEST: The intermediate organization might: 

 advise in the selection process 

 organizes transportation from and to the airport 

 especially in cases of special needs, handicapped persons, etc 

 arranges sleeping facilities for the interns 

 organizes local transportation (cards, tickets, maps, route planers, etc) 

 organizes the language training and social-cultural programs 

 help you to prepare for the interns arrival  

 act as mentor for the hosting organization  

 assist in case of any emergency  

 inform the partners on major changes concerning the internship 

 follow the intern to doctor appointments, hospitals or dentist if needed 

 supports companies to complete their final certifications 
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You as hosting organization are supposed to: 

 plan the participants arrival 

 inform the involved staff at your company about the arrival of the participant and his/her 

skills and tasks 

 provide a proper introduction to the participant 

 prepare the physical working place 

 provide appropriate tasks, working places and equipment for the intern  

 support the intern with knowledge and advice:  

optimal support and feedback can be offered through a tutor <-> trainee relationship  

 inform the partners on major changes concerning the internship  

- you cannot dismiss an intern without consulting the intermediate organization 

- likewise, an interns cannot abandon their internship without consulting the respective 

entities 

 

ADDITIONALLY: You might: 

 offer your own facilitation on sleeping arrangements 

 help the intern on travelling issues.  

 be a support for the intern in her/his free time 

 follow the intern to hospitals/dentist if needed 
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5. HOSTING MOBILITIES – INFORMATION ON EUROPEAN 

PROGRAMMES 
 

 INTRODUCTION 

Is your company or institution considering to receive participants of mobility programmes 

that aim to give opportunities for training, education, exchange and volunteering? 

Here you can find some info to help you to: understand the content of these programmes, 

where to find more information, partners and to decide what suits you best. 

 

 REASONS TO HOST MOBILITIES 

Before we start, it is important to remind the advantages acquired by a hosting institution: 

 Discovery of new working methods; 

 Networking and contact making that can enlarge partnership and open new markets; 

 Dynamization and modernisation of the organizations’ culture; 

 Consolidation of linguistic skills within the staff; 

 Experience and work capacity at European or world level; 

 Greater potential of innovation in work with new views and perspectives. 

Be aware that in this leaflet we present general information on the Programmes. It is always 

useful to read more about them; that is why you will always find links and references.  

The information we focus here is: programme identification, profile of participants, content 

of programmes, financial support and length. 

 

 PROGRAMMES 

1. Erasmus+ (>>) 

2. Erasmus for Young Entrepreneurs (>>) 

 

55..11..  EERRAASSMMUUSS++  

 
Budget: €14.7 billion of euros for 2014-2020 

Site: http://ec.europa.eu/programmes/erasmus-plus/index_en.htm  

Objectives:  Improve the level of key competences and skills; 

 Foster quality improvements, innovation excellence & internationalisation in 

education and training; 

 Promote the awareness of European lifelong learning; 

 Enhance the international dimension of education and training. 

 Improve the teaching and learning of languages and promote the EU broad 

linguistic diversity and intercultural awareness; 

 Promote excellence in teaching & research activities in European integration. 

 

http://ec.europa.eu/programmes/erasmus-plus/index_en.htm
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TYPE 
PARTICIPANTS’ 

PROFILE 

MOBILITY 

CONTENT 
DURATION SUPPORTS 

CURRICULAR 

INTERNSHIPS 

Higher Education 
Students  

Related to 
professional sector 
of participant 

2 to 12 months 

Subsistence 
Travelling 

Vocational Training 
Students  
level IV and V 

Subsistence 
Travelling 
Linguistic 
preparation (<4 
weeks) 

POST-

GRADUATES 

INTERNSHIPS 

Higher Education 
Graduated 
<12 months before 
mobility Related to 

professional sector 
of participant 

2 to 12 months 

Subsistence T 
Subsistence 
Travelling ravelling 

Vocational Training 
Graduated 
<12 months before 
mobility 

Subsistence 
Travelling 
Linguistic 
preparation (<4 
weeks) 

PROFESSIONAL 

EXCHANGES: 

Job Shadowing, 

Training & 

Internships 

Superior Education 
Staff 

Thematic: about 
Superior Education 

2 days to 2 months 
Subsistence 
Travelling 

Vocational Training 
Staff 

Thematic: about 
Vocational Training 

Adult Education 
Staff 

Hosting entity has 
to be related and 
active in the 
professional topic 

Youth Workers  

Hosting entity has 
to be related and 
active in the 
professional topic 

School Staff 
Thematic: general 
education 

VOLUNTARY 

WORK 

Youth In General 
From 17 to 30 
years  

  

Subsistence 
Travelling 
Linguistic support 
(<2 months) 

 

NOTES: 

 Most mobilities envisage extra support for specific cases; special needs, distant 

territories, etc.; 

 Many details (e.g., duration, destination, professional sectors) are defined in the 

application of the sending institution. Therefore often they cannot be negotiated or 

changed. 

 

REQUIREMENTS FOR HOSTING ENTITIES: 

 Registration in the Participant Portal; 

 Work plan and learning agreement negotiated and signed before mobility starts; 

 Support and follow-up during mobility; 

 Assuring evaluation and certification at the end. 
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WHO TO CONTACT TO RECEIVE PARTICIPANTS: 

For Erasmus + you have several ways of finding partners, depending also on the 

programme: 

 contacting National Agencies that manage the programme at national level; (>>) 

 contacting project promoters to propose partnerships; 

 keeping contact with intermediary organizations that give support to promoters placing 

participants and/or overseeing the programmes in the destination. 

 
 

55..22..  EERRAASSMMUUSS  FFOORR  YYOOUUNNGG  EENNTTRREEPPRREENNEEUURRSS    

 
Budget: 4.650.000 euros (2013 call) 
DG: European Commission DG Enterprise and Industry 
Site: http://www.erasmus-entrepreneurs.eu 
Objectives:  on-the-job-training for new entrepreneurs in SMEs elsewhere in the EU; 

 exchanges of experience and information between entrepreneurs; 

 enhance market access and identification of potential partners; 

 networking by building on knowledge and experience. 

 

NEW 
ENTREPRENEUR 
PROFILE 

MOBILITY CONTENT DURATION FINANCIAL SUPPORT 

To have residence in 
EU 
Own his/her business 
for less than 3 years or 
to have firm plans of 
starting one 
From any sector 
No limit of age 

Exchange 
Participatio n in hosting 
business project 

1 to 6 months Contribution for traveling 
and subsistence 

 

REQUIREMENTS FOR HOSTING ENTREPRENEUR: 

 To have residence in EU; 

 Own or manage a SME; 

 Have knowledge and experience; 

 Assure quality in learning programme. 

 

STAGES TO MATCH ENTREPRENEURS: 

 Application, partner finding, commitment and preparation, implementation. 

 

MORE INFORMATION: 

 Host Entrepreneur Flyer (>>)  

 Local Contact Point – you can require support to these IO - Intermediary Organizations 

that are managing the programme at local level and matching entrepreneurs (>>) 

 

http://ec.europa.eu/programmes/erasmus-plus/national-agencies_en.htm
http://www.erasmus-entrepreneurs.eu/
http://www.erasmus-entrepreneurs.eu/upload/H840-290%20ERASMUS-Leaflet-2011-HE.pdf
http://www.erasmus-entrepreneurs.eu/page.php?cid=5#.U38zh_ldWSo
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6. TRANSNATIONAL INTERNSHIP CHECKLIST FOR 

MENTORS/TUTORS TO ORGANIZE QUALITY 

TRANSNATIONAL INTERNSHIPS 

 

 INTRODUCTION 

This CHECKLIST aims to help and facilitate the way hosting institutions prepare, support, 

monitor, evaluate and certify transnational internships. We believe that if hosting institutions 

allocate some time and resources for a strategic and inclusive planning of the internships, 

their success and quality will rise proportionally. 

Therefore, what this CHECKLIST proposes is a comprehensive and sequential list of steps 

and actions that we, in PLACET consortium, consider fundamental and/or desirable for 

everyone to follow, in order to better organize a transnational internship, as a tutor or as a 

person in charge of a hosting institution. They are the result of many years of partners’ 

experience, during which they have matched trainees with companies, supported planning, 

monitoring and evaluation processes from both trainees’ and tutors’ points of view. 

Conciliation of interests is fundamental. Trainees have an urge to learn and do new things 

while hosting companies and tutors want to be able to do both teach and learn from 

trainees, as well as continuing to take ahead their core business, delivering quality products 

and services.  

 

 ASSUMPTIONS 

This checklist was developed by a network of partners that work as sending and hosting 

intermediary organizations, but also as project promoters. Therefore, when conceiving this 

checklist, some conditions and requirements were taken for granted. It is important to clarify 

them for a deeper reading and understanding of this CHECKLIST. 

 

▪ SELECTION PROCESS 

We assume that any trainee that is engaged in a mobility scheme, in this case transnational 

internships, had to apply and participate in a selection process. Here, social and personal 

skills as well as professional profile were appreciated, among other specific requirements. 

This means that this trainee has for sure a minimum set of characteristics that assure a 

basic positive starting point for all parties involved.  

Some of the items that you can evaluate and take into consideration can be: motivation, life 

plans, internship expectations, training needs, language skills, intercultural skills, autonomy, 

and resilience. The means to asses these aspects can be, among others, motivation letters, 

specific application forms, CVs and interviews. 
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▪ PRE-DEPARTURE PREPARATION  

It is also taken for granted that trainees of mobility programmes had, before departing, a 

preparation session that focused not only on logistic issues, but also internships and 

mobility connected topics like: what is an internship, how to behave in an internship, cultural 

shock, intercultural aspects to consider, etc. If it is a funded initiative, it is useful to inform 

the participants on its framework, on the Programme goals and on the specific project 

objectives and characteristics. 

This aspect is seen as fundamental in Erasmus +, as it was in the previous E.U. 

Programmes, as e.g. the Lifelong Learning Programme, where Leonardo da Vinci and 

Erasmus where developed among others. 

 

▪ INTERMEDIARY HOSTING ORGANIZATION SUPPORT 

It is also assumed that there is a intermediary organization at the destination, taking care of 

a series of issues, not only tutoring, but also accommodation, local transports, paperwork, 

health and insurance aspects, support for emergencies, etc.. This gives the important 

advantage to let the trainee concentrating on the internship. 

 

 THE CHECKLIST 

Please be aware that this checklist tries to be detailed and at the same time to cover the 

diversity of possible internships, namely when it comes to duration and professional sector. 

Although there are common aspects, it is, for example, quite different to organize an 

internship for an administrative assistant than for a veterinary. The same applies to the 

internship duration: 1 week is different from 1 year. 

We will present this checklist in 2 parts: 

The checklist on short version to tick off steps – In the first part you will find a short 

version of the checklist, with the “name” of the step or procedure only, with a check box, 

you can tick off (); 

Extensive step-by-step overview of the checklist - in this second part, you will find an 

extensive checklist, with some details on what each step means. 

 

As we acknowledge that sometimes tutors and/or hosting organizations do not have all the 

time, resources or information to go through all the steps, we highlighted the ones we 

consider essential. You will find in the checklists a column called Type. With this we mean 

the level of importance given to each step. To keep this checklist simple and user friendly 

we defined only 2 scales: Fundamental (represented by an “F”) and Optional (represented 

by an “O”). 
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▪ CHECKLIST – TICK OFF 

F Before Get to know interns’ profile  

F Before Europass CV  

O Before Application Form   

O Before Motivation Letter  

O Before Portfolio  

O Before Health Form  

F Before National Legislation  

O Before Host Organization Benefits  

O Before Inform or involve the organization  

F Before Reference Persons  

F Before Identify a tutor  

O Before Identify co-responsible person(s)  

F Before Special equipment  

F Before Internship acceptance and work plan  

F Before Prepare the work place  

F Days before Presentation Interview  

F First day Training Agreement  

F First day(s) Welcome and integration  

F First day(s) Meeting with the tutor  

O First day(s) Future opportunities in the organization  

F First day(s) Present the organization  

O First day(s) Specific procedures  

O First day(s) Hand out a welcome folder  

F First day(s) Present team(s) and department(s)  

O Beginning Daily record  

F Beginning Daily monitoring / initial evaluation  

F Middle Intermediary evaluation  

O Middle Register the evaluation  

O During Make publicity  

F During Make regular checks  

O During Bring the trainee to the social life of the organization  

O During Challenge the intern  

F End Final evaluation of the internship and of the trainee  

F End Register the final evaluation  

O End Evaluate the hosting organization  

O End Ask the trainee a self-evaluation  

F End Certificate  

O End Recommendation letter  

O End Farewell  

O After Evaluate with the team  

O After Keep contact  

O After Add trainee to your networks  
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▪ CHECKLIST STEP BY STEP 

 

TYPE WHEN WHAT DESCRIPTION  

F Before Get to know interns’ 
profile 

Study the profile of the trainee that is being proposed.  

F Before Europass CV Use the CV to get to know who the trainee is: technical 
skills, studies, hobbies, language skills, previous 
experiences, life path... If you require/receive CV’s in 
Europass format, it will be easier for you to read through 
and compare CV’s. 

 

F Before Application Form This form is very important and most common among 
Intermediary Organizations, as it systematizes 
fundamental information for the whole programme. 
In this form, there are details as aims, expectations, 
needs and tasks desired for the internship that can help 
you establishing a plan (in complement or not of the 
Motivation Letter).  

 

O Before Motivation Letter You can also ask a motivation letter in order have a 
greater insight into the trainee’s expectations, 
preferences and personal plans. 

 

O Before Portfolio If you work in an artistic sector or other that use 
portfolios, ask for it. This way you can better appreciate 
the fit of the trainee with your organization, in terms of 
aesthetic, style and choices. 

 

O Before Health Form The Health Form is also important and common among 
Intermediary Organizations. 
This form contains information on aspects like allergies, 
limitations; diseases that are fundamental to be known 
in order assure the safety and well being of the 
participant. As it contains sensitive information, it has to 
be protected and dealt with carefully. 

 

F Before National Legislation Check your national regulations to be sure you comply 
with everything when it comes to internships, namely 
insurance, payment, timetable, social security, etc. 

 

O Before Organization Benefits In case your organization gives special benefits to 
workers, verify if they are applicable to interns. If yes, 
prepare them: e.g., canteen, keys/ 
entrance/identification cards, personal email and 
transport support. This will give him/her a feeling of 
acceptance and belonging. 

 

O Before Inform or involve the 
organization 

According to your organization culture, you can: 
Inform the team of the arrival of a trainee, her/his skills 
and expectations and of the work plan; 
Consult the team for the need of a trainee and what they 
envisage as tasks so you can integrate their proposals 
and suggestions in the work plan and internship 
acceptance.  
Anyway, raise awareness to the fact he/she is a 
foreigner and this demands tolerance and extra 
attention to what he/she might need from everybody, not 
only the tutor. An internship should be a collective 
responsibility. 

 

F Before Reference Persons Clarify the trainees’ reference persons.  
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TYPE WHEN WHAT DESCRIPTION  

F Before Identify a tutor You can do this in conversation with the team. It is 
important to choose someone that can make time for 
the trainee, that is patient and attentive and that is 
trained / experienced in the professional area where the 
trainee will work. 

 

O Before Identify co-
responsible person(s) 

It is important to name a second person - a reference - 
to whom the trainee can turn to in case the tutor is 
absent or if he/she meets difficulties in the relation with 
the tutor. 

 

F Before Special equipment Does he/she needs to bring any special equipment, e.g., 
computers, clothes, etc.? Or everything is provided by 
the organization. This information should be included in 
the internship acceptance and work plan. 

 

F Before Internship 
acceptance and work 
plan 

Officially inform about the acceptance of the internship. 
Send a proposal of the work plan that you specifically 
designed for the trainee. Be clear that it is a proposal 
that can, within some limits, be negotiated to meet the 
trainee’s needs and expectations. 
This plan should be as clear as possible regarding the 
work objectives, tasks and techniques to apply, 
departments involved, etc.  
Keep it open and flexible in order to fit in trainee’s 
suggestions and adjustments needed in face of the 
actual developments of the internship. 
Include in the plan the formal/official evaluation 
moments (see ahead). 
Probably you have already a general proposal that fits 
all interns. Anyway, be sure you verify and adapt it to 
the person you are expecting to receive. 

 

F Before Prepare the work 
place 

Prepare the physical place were the trainee will be: e.g., 
clear up a working space; have minimum equipment like 
notebook, pen, pencil, post-it, clips; configure specific 
software, like email account and signature, Skype, etc. 

 

F Days 
before 

Presentation 
Interview 

Some days before the start of the internship, after the 
trainee has arrived in the country, meet him/her. 
This is a good moment to review the work plan agreed 
and check details like timetable, free time, etc. For this, 
you need to ask about personal plans, tasks preferred 
or hated, what benefits he/she expects of working in this 
organization, what improvements are needed in his/her 
CV. 
Use this time to make fundamental clarifications like the 
culture and values of the organization, behaviours 
expected (organizations can value more or less 
individualist/collective attitudes, competitive/cooperative 
behaviours, value or not change/status quo, etc.). 
Re-evaluate and adjust the plan after this introduction. 
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TYPE WHEN WHAT DESCRIPTION  

F First day Training Agreement Do not forget that in the first day a Training Agreement 
should be signed. This is fundamental for the 
transparency of the internship, but alto to officially 
recognize the trainee towards public authorities 
responsible for work related issues and for insurance 
purposes. 
Some programmes require specific templates. In any 
case, you can ask the intermediary organization to 
provide general and specific programme templates of 
internship agreements. 

 

F First 
day(s) 

Welcome and 
integration 

Of course this step of welcoming and integration of the 
trainee has to be prepared before the 1

st
 day of the 

internship. 

 

F First 
day(s) 

Meeting with the tutor Prepare a meeting with the tutor to welcome and give all 
the relevant information and to take him/her on a tour to 
the places and persons considered fundamental (see 
next steps). 

 

O First 
day(s) 

Future opportunities 
in the organization 

If there is the possibility or interest in case of success to 
extend the stay of the trainee, either within a new 
internship or as a worker, you can make it clear from the 
beginning. This might motivate the trainee to work 
harder and raise his/her satisfaction. 

 

F First 
day(s) 

Present the 
organization 

Extensively present the organization - services/ 
products, history, strategy and ambition, mission, 
values, culture, dimension, other offices or teams (in 
case the organization is spread in different places). 

 

O First 
day(s) 

Specific procedures Information about specific procedures, safety 
regulations and other relevant information that help the 
trainee to behave adequately and integrate the team 
and organization rhythm should be given in the first day. 

 

O First 
day(s) 

Hand out a welcome 
folder 

Besides all the information passed, prepare a folder with 
all relevant information. It might be essential for the 
trainee to read calmly afterwards or to come back to it 
when necessary. 
In this folder, you can include all information mentioned 
previously: organization presentation, information about 
team and departments, important contacts, work plan, 
etc. 

 

F First 
day(s) 

Present team(s) and 
department(s) 

Personally go with the trainee and introduce him/her to 
all the persons of the team/department, telling who is 
who and who does what, so he/she knows who to go to 
for support. In case of small organizations, you probably 
will present the whole team. 
Be sure the trainee has all the contacts (tutor and other 
reference persons) that are important for the general 
internship matters and for specific tasks. 
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TYPE WHEN WHAT DESCRIPTION  

O Beginning Daily record You can have an instrument that helps keeping a record 
of the evolution of the internship. Some fundamental 
items are: assiduity/punctuality, tasks performed, 
problems faced, changes introduced, learning results. 
This can be filled by the trainee, by you or by both. It will 
be important in the evaluation sessions. 
It is also important to have and presence list, signed by 
you and the participant that clarifies the dates and 
timetable of internship.  
You can ask the intermediary organization working with 
you to provide templates.  

 

F Beginning Daily monitoring / 
initial evaluation 

In the first days (or in the first period, depending on the 
length of the internship), be sure you take at least 5 
minutes per day to be with the trainee and check his/her 
initial feelings, reactions, doubts, challenges, etc.  
Do not forget that this first period is mostly about getting 
to know, integrating and training. 

 

F Middle Intermediary 
evaluation 

Have an official/formal evaluation of the internship 
between the tutor and the trainee. If relevant, at a later 
stage, you can bring into the meeting the rest of the 
team to contribute to evaluate the work done, the 
performance, if the plan needs to be changed for the 
remaining time.  
Note: This moment should be integrated in the 
internship plan. Use the daily record for this step. 

 

O Middle Register the 
evaluation 

Fill out a form to register the most important evaluation 
items and reflections. This form can be the same of the 
final evaluation. The intermediary partner can provide a 
template. 

 

O During Make publicity If you can, publicize the internship and recognize 
publicly its added value. You can use a website, social 
networks or newsletters. 

 

F During Make regular checks Each 2 weeks (of course this regularity depends on the 
duration of the internship) meet the trainee to talk about 
the internship, his/her stay in a new country/city, 
novelties and learning outcomes already gained, 
problems and challenges, wishes and suggestions for 
improvement, relation with colleagues. 
By doing this you might solve issues and problems as 
soon as they show up, avoiding them to grow and 
install. To introduce needed changes on due time is the 
key to make the best use of the internship and benefit 
from it. 

 

O During Bring the trainee to 
the social life of the 
organization 

Integrate the trainee in the social life of the company: 
informal meetings, lunches/dinners, celebrations, 
games, parties. Make sure workers are aware of the 
importance of this aspect. Many times they are the 
organisers of socialisation and events within and outside 
the company that the tutor or head of the organization 
might ignore. 
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TYPE WHEN WHAT DESCRIPTION  

O During Challenge the intern Never forgetting initial talks, be aware to recognize 
opportunities to develop new and different tasks and 
projects that can be important for you and that can 
please the trainee. Probably this extra help can allow 
you to develop actions you have lost in your tray, 
waiting for you to have time and resources. 

 

F End Final evaluation of 
the internship and of 
the trainee 

This moment is fundamental. Going back to the 
planning stage and working plan, you will have the items 
to discuss and evaluate the trainee and the internship.  
Some transversal evaluation items are: autonomy, 
initiative, work load organization, punctuality, assiduity, 
social skills, motivation, etc. 
Note: This moment should be integrated in the 
internship plan. Use the daily record for this step. 

 

F End Register the final 
evaluation 

Have a grid to write and deliver the trainee your 
appreciation, covering both professional skills and social 
and personal aspects. Give this evaluation signed and 
stamped (if applicable) to the trainee. 
This form can be yours or it can be facilitated by the 
intermediary or sending organization.  

 

O End Evaluate the hosting 
organization 

Ask the trainee for his/her opinion on the hosting 
organization. Be curious about what he/she thinks of the 
plan/work, people and hosting structure and strategy. 
This will be fundamental for you to improve. To avoid 
evasive feedback, you can create a simple 
form/questionnaire around particular topics. You can 
use the ones of this checklist and/or others that are 
relevant to your organization. 

 

O End Ask the trainee a self-
evaluation 

Ask the trainee to make a self-evaluation (oral or 
written) regarding all items under evaluation (work plan, 
organization, etc.), but especially regarding his/her 
efforts, contribution, motivation, relationships with 
colleagues, relation with tutor. 

 

F End Certificate At the end, give the trainee a certificate (e.g. attendance 
certificate, Europass mobility certificate) so he/she can 
attach it to his/her CV, proving this experience and the 
new skills/knowledge acquired.  
Be detailed on it: dates, tasks, organization information 
and contacts, tutor and/or responsible name, 
department, date, signature, stamp. 
You can also require templates to the intermediary 
organization working with you. 

 

O End Recommendation 
letter 

If you and the organization consider the internship has 
been a success, due to the contribution and integration 
of the trainee, you should consider giving this extra 
support to the trainee, as it might help him/her to 
improve his/her career opportunities. 

 

O End Farewell Prepare a farewell moment, involving at least the people 
that were more important for the internship. It does not 
need to be big, but it has symbolic value. It can be 
enjoying some snacks or drinks at the end of the work 
day and/or giving a small gift/souvenir. 
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TYPE WHEN WHAT DESCRIPTION  

O After Evaluate with the 
team 

Meet the team in order to evaluate the internship from 
the team’s side and from the organization point of view: 
what did the trainee bring, what did he/she gained, did 
the initial plan worked, what did we do good, what 
should we improve for the next trainees. 

 

O After Keep contact Plan to exchange communication with the trainee 
regularly, especially in the first period. The stress of 
arriving to a new place is well known, but the stress of 
leaving and going back to the departure place as a 
different person is also a reality. Your support can make 
a difference. 

 

O After Add trainee to your 
networks 

Include the trainee in your social or professional 
networks and in the networks of the organization (e.g. 
Linkedin). In this way you can both take a look at each 
other progresses and pathways taken after the 
internship ended. 
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7. MENTORING & TUTORING: SHORT GUIDE ON ESSENTIALS 

TO QUALITY MENTORING AND TUTORING OF AN 

INTERNATIONAL INTERNSHIP 
 

A mentor is commonly described as a 

critical friend, or guide who is 

responsible for overseeing the career 

and development of another person 

outside the normal 

manager/subordinate relationship. 

Clutterbuck and Sweeney (1997) 

Mentoring taps a basic instinct most 

people share  

– the desire to pass on their learning, 

to help other people develop and fulfil 

their potential. 

Zulfi Hussain (2009) 

 

 INTRODUCTION 

The main objectives of this brochure are: to promote the potential of hosting a European 

trainee and to create support materials for the hosting companies. You will find more 

information about PLACET at http://www.placet.org.  

With this document we intend to SYSTEMIZE AND SHARE REFLECTIONS, IDEAS AND 

TIPS FOR A POSITIVE PLANNING AND SUPPORT FOR YOUR EUROPEAN 

TRAINEES. We will present ideas and reflection in a short format. We hope this will help to 

improve the internships you will host and for which you are responsible for. They are the 

results of many readings, but also of our work in supporting entities and companies that 

host foreign people in internships within transnational mobility projects. 

 

▪ INTERNSHIPS1 

In the present brochure we’ll use the term “internship” referring to learning on the job 

programmes in general. Before starting, let us list some elements we consider peculiar, in 

order to share a common understanding on internships: 

 They are integrated in learning strategies and experiences for the participants / 

trainees within formal or non-formal training programmes; 

 They provide a context that facilitates the acquisition and consolidation of job specific 

skills and generic/soft/transversal skills, as personal and social skills; 

 They sustain the entrance into active life, making the change from school/university to 

work smoother, as for many participants these internships are their first job experience; 

 They can be an obligatory step/condition to have access to a recognized qualification; 

 They may represent an opportunity for participants to have some practice/previous 

experience or a specialization in their professional sector; 

                                                           
1
 Please be aware that there are several schemes for training/learning in work context, such as: Traineeship, Internship, Informal 

Apprenticeship, Workplace Learning and Apprenticeship. ILO proposes a distinction according to: Wage, Legislative framework, 

Workplace based, Programme of Learning, On/Off-the-job training, Formal assessment, Recognized certification and Duration. (ILO,2012). 

http://www.placet.org/
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 They contribute to career guidance, developing knowledge on specific work activities so 

to get information and awareness to make further decisions.  

In the case of programmes co-financed by public authorities, European Commission or 

National/Regional Governments, these programmes are part of public policies with rules 

and objectives that demand a wide cooperation and commitment among diverse actors: 

public authorities, education institutions, labour market/employers and trainees. 

 

▪ HOSTING ENTITIES ALSO BENEFIT FROM A GOOD PLACEMENT 

Hosting institutions are asked to take time and resources in order to allow trainees to learn, 

test, practice, discover… It may sometimes look like too much work for little gain; however, 

companies that are used to receive people in internships highlight them as a valuable 

contribution to the company’s objectives and mission. They recognize that it is a win-

win process for both sides that: 

 Gives access to up-to-date knowledge, techniques, skills taught in schools and 

universities, bringing interest in continuous learning and helping institutions to 

update and adapt themselves to changing needs and environments; 

 Brings new perspectives on work and its challenges, contributing to potential 

innovation within the working teams; 

 Allows companies to deeply meet and interact with human resources they might hire, 

because they are able to verify they are in line with their organizational cultural and 

professional needs; 

 And, while being integrated, trainees help the production processes and therefore 

create richness in the company, compensating the investments initially made. 

Therefore, it is for the benefit of all parts to assure that a trainee has a good mentor/tutor! 

 

 MENTORING & TUTORING 

 

▪ MENTORING VS. TUTORING 

We chose to talk simultaneously of mentoring and tutoring, because most of the times, 

these roles are assumed by the same person, especially in SMEs.  

There are different definitions for their specificity, here we will share those which are mostly 

applied in European training projects: 
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 A mentor is more oriented to give advice to the mentee in a general way like career 

guidance, professional relations and networking, personal development, professional 

specialization choices, among others according to its professional and life path. 

Mentoring can be more informal, trust based and longer in duration; 

 A tutor would be more focused on professional improvement of the trainee, acting more 

as an expert that can teach, supervise, help solving problems, share techniques and 

strategies, etc. according to its professional experience and in order to attain more 

defined objectives and expectations. Tutoring would be more formal and time framed. 

 

▪ THE ROLE OF THE MENTOR/TUTOR 

The support by a qualified and competent reference person proved to make the 

difference in quality and successful internships resulting in professional, social and 

personal development, especially when trainees’ profiles present lack of work experience 

and expertise, young age, lack of maturity, anxiety towards the new role and tasks. 

In the context of mobility, the fact that trainees are living far from their cities/countries of 

origin and of their cultures, customs and traditions may represent the loss of a safety 

network and cause cultural shock. On the other hand, the fact that most of the time they are 

travelling and living on their own for the first time may put on them much pressure for 

autonomy and decision making that might lead to insecurity and self-esteem problems. For 

all this, the choice and clarification of the role of the Mentor/Tutor is even more crucial. 

Being a Mentor/Tutor is not an easy role and some characteristics and behaviours enhance 

the possibility of good support to the trainee. Among others, we can highlight trustworthy, 

honesty, reliability, assertiveness, emotional and physical availability, tolerance and 

capacity to look from others’ perspectives, life experience and maturity, generosity, 

cooperative, and relational abilities.  

The fundamental roles and functions required are multiple, from leading trainees to 

face/confront reality to give motivation, from criticizing to help decision making. Kram 

(1986), organized the different roles of the mentor in 4 blocks: role modelling, giving 

counsel, providing acceptance and confirmation, and offering friendship. In any case, the 

capacity of giving negative feedback, causing confrontation by telling the truth or giving 

criticism are most often the hardest parts of the mentoring process. This cannot be avoided, 

because these are important aspects of the trainees’ development that will benefit from this. 

Eventually, knowing that the mentoring and tutoring are relations that can be long, 

intense and with different stages, the mentor/tutor has to be able to recognize the 

different stages of this relation, including the moment to let the trainee proceed on his/her 

own. Along with this relationship, different needs can appear leading the mentor to use 

different styles and approaches adequate to each moment. Normally, there will be a 

moment of creating the connection between mentor/tutor and trainee and negotiating 

objectives, rules and expectation. It is only after this that ascension and full wind progress 

can happen until the moment has come for each part to follow on different directions. 
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FIRST MEETINGS 

Pay attention to this moment, as 

first impressions are collected. 

There should be a sharing 

moment where each party sets 

its expectations and objectives.  

Choose a cosy place, be open-

minded and friendly.  

More regular meetings are 

advisable in the beginning of the 

internship.  

Do not forget, you are the one 

who is at ‘home’. 

CLOSE BUT NOT TOO MUCH 

To be friendly and attentive to a 

trainee does not mean you are 

friends for life. Empathy, respect 

and intensity are possible in 

other frameworks. Also, sharing 

personal information is not about 

telling one’s life story. It can be 

simply to convey personal 

information that facilitates 

empathy, like life paths, where 

you have lived, studied, worked 

or what are your hobbies, 

interests... It is a hard balance. 

SELF- AWARENEES 

Before the meeting, mentor/ 

tutor and trainee should reflect in 

order to achieve greater self-

knowledge and clarity on their 

life plans, because parts of this 

will be fundamental for the 

development of the relation. 

Some items are: my strengths, 

needs and objectives; what I 

expect from the other; what 

communication suits me best; 

what do I want to share/offer. 

BE CLEAR AND CLARIFY 

Make sure you both understand 

the same, repeat and 

reformulate agreements and 

decisions, until you are sure. 

Ask for opinions, intuitions, and 

preferences even before you 

share yours. A trainee should 

have space to cultivate his/her 

autonomy, self-esteem and 

empowerment. 

ATTENTION TO DETAILS 

Your follow-up cannot be strictly 

professional or task related.  

Attention should be put on 

issues like integration in the 

institution, relations with 

colleagues, satisfaction, fears 

and challenges, personal 

balance, leisure time, life plans 

on short and long term. 

NON VERBAL 

COMMUNICATION 

Be sure you ask the right 

questions and that you use all 

the senses to collect information 

and answers. 

Not all information is conveyed 

with words. Body language, the 

tone of voice, speaking too 

much or too little, delays or lack 

of energy can also send a 

message, which might be the 

strongest one. 

 

▪ FUNDAMENTAL MENTORING/TUTORING STEPS 

 MEET - After you get to know the trainee. You should promote meetings with him/her. 

These should be more regular in the beginning, to transmit a sense of support and 

availability. In these meetings, verify the working plan, life project, emotional and 

personal balance. Write down conclusions and decisions to make sure you have a good 

starting point in the next meetings; 

 INFORMAL PRESENCE – Be sure that you are not only present in the formal moments, 

pass by the trainee from time to time and say – Hi! How are you?. Note however, that 

you have to do this with the real intention of stopping and taking action if the trainee tells 

or gives you a hint that he/she needs to talk or is facing problems; 

 GO BEYOND WORDS – Observe the trainee, care for his/her body language, notice the 

silence or changes in the way of talking, see if and how he/she interacts with the team. 

For several reasons, a trainee might not call for help, and it is also up to you to 

anticipate and avoid to overlook issues that could cause problems at a later stage; 
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 PUT YOURSELF IN THE TRAINEES’ SHOES – There are always differences between 

people, and bridging gaps and differences is fundamental for good discussion and 

resolutions, as they allow to share meaning. With a trainee, differences might be of age, 

culture, life style, stage in life, among others. Not losing your perspective, try to 

understand from which perspective and world vision the trainee speaks so you can 

reach him/her better; 

 BE CONSISTENT, PLAYING ROLE MODELS – Common sense tells us how ‘actions 

speak louder than words’, this is so, because coherence is connected with 

trustworthiness, reliability, credibility and reputation. The more your advices, reflections 

and tips correspond to facts and past experiences, the more your trainee will pay 

attention to you; 

 THE MENTOR IS NOT ALONE – The fact that you are the mentor, does not exclude 

that other people and knowledge to be involved in the relationship to support your 

mentoring efforts. It is the case not only for specific knowledge or perspectives, but also 

to diversify and open possibilities to the trainee. Imagine that a trainee says he/she got 

curious about techniques, professional expertise or company departments other than 

the ones you master. This can be a good timing to open the mentoring process, 

introducing and sharing contacts of other people that can also act as references or by 

sharing thematic books, authors or blogs; 

 BE A CRITICAL FRIEND – Reinforcing behaviours, giving compliments or support 

decisions or actions are precious abilities and tasks required to a mentor. Sometimes 

you need to tell negative truths, too. Honesty and a critical perspective are equally 

important for development, just like support and understanding are. Do not avoid these 

moments. Be emotionally caring when time has come to say negative things, be 

assertive and focus on change and solutions; 

 GIVING FEEDBACKS – When giving feedbacks, especially the negative ones, never 

judge the person or use general expressions, just focus on the specific action; do it 

promptly, don’t wait for days to pass. This is a matter of fairness, mistakes should be 

tackled as such, not as personal issues; but also a matter of making it possible for the 

trainee to understand and assimilate the critics done, with no bias created by bad 

feelings or resistance to listen; 

 OPINIONS AS LAST RESOURCE – It is easy to give opinions, advices and solution to 

trainees dilemmas and problems, however, it is more relevant for his/her autonomy and 

growing process to develop reflection skills, decision making and scenario projecting. 

Therefore, transform your support in discovering pros and cons of scenarios and 

hypothesis, in guiding the trainee to understand his/her needs and objectives and to 

accept and manage his/her feelings; 

 SUPPORT AND ENCOURAGE – In the internship, service or products are to be 

delivered, the mission of the hosting institution has to be achieved; as well as 

procedures, codes of conduct and rules are to be followed. Nonetheless, innovation and 

change only come with experimentation, trials, errors and risks. Support the sharing of 

opinions and proposals, consider the contributions of the trainee, give them continuation 

and recognition whenever it fits the future of your institution; 
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 INTERNSHIP AS PART OF A BIGGER SCENARIO – You should create an 

atmosphere where the career plans and future choices of the trainee can be debated, as 

it will be important to use the experience and the lessons of the internship to guide 

choices, preferences and options. Do not shorten the visions of the future of the trainee, 

keep his/her horizons wide open, stimulate their interests, help them breaking 

stereotypical ideas on job descriptions; 

 CARE ABOUT LIFE – For a trainee and persons in general, and for someone in 

mobility in particular, life goes much beyond the internship. Leisure time, weekends, 

occupation, tips on shopping, tourism and culture discovering, housing, local transports, 

are some of the several issues that might preoccupy the trainee and make him lose 

focus and efficiency in the internship. If you can help or advise the trainee than, do it. 

You might gain more commitment and motivation to work. 

 

▪ CHECK RESULTS REGULARLY 

If you dedicate real efforts to mentoring/tutoring, you and the trainee will benefit. Among 

others, some improvements and achievements might be: 

 More motivation and ownership of work and results; 

 Increased possibilities of status and influence; 

 New relationships and better abilities in creating and maintaining interpersonal 

connections; 

 Satisfaction with the process of growing and self-esteem; 

 Ability to change, adapt and accept challenge; 

 Chance to make contacts and network; 

 Opportunity to learn and to improve. 

 

▪ THERE IS NO MENTORING WITHOUT PREPARATION 

Quality and success of an internship depend also on other issues that should be prepared 

in advance, before the arrival of the trainee:  
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 A clear work plan specifying objectives, strategies, content, dates, roles, actors, 

integration in the team, etc; 

 Description of the mentoring and tutoring strategy; 

 Presentation of the mission, culture, ethics, code of conduct and procedures of the 

organization; 

 Risk assessment and prevention plan for health and security; 

 Identification of a third independent party apt to provide support when there is the 

feeling that there are deviations from the initial plans or specific competencies are 

required. This third party can be, for instance, an intermediary organization, a member 

of the board of the company or the responsible for human resource management. 

For these reasons, a contract or agreement should be negotiated and signed before the 

starting date. In some specific cases, trial and mutual observation of skills and areas of 

interest are to make the working plan more complete and detailed. Following decisions 

made within these first days of trial, a new contract or an amendment can be signed. In the 

case of skills accreditation under ECVET or ECTS, the objectives, contents, points and 

process have to be previously agreed also in a document support. 

Among other things, make sure that: 

 You meet the trainee before the start of the internship for a final confirmation of the 

planned agreements and which learning needs have to be approached. This depends 

on knowing and discussing them with several actors that are involved, even before you 

meet the trainee face-to-face; 

 You take time on the first day of the internship for a complete welcoming and 

integration. This should include: a tour in the facilities, team presentation, organization 

and department presentation, health and safety at work information; 

 The trainee gets to know the institution: history, code of conduct, strategic plan, 

organization chart, etc; 

 During the first weeks (at least in the first two ones), you have an official meeting per 

week. Try to get in contact with the trainee every day. The first period is fundamental, 

because most of the difficulties will appear during adaptation and integration. Your 

intervention should rather be sooner than later; 

 The trainee knows when you will meet and work together and how he/she can reach you 

outside these agreed times and that he/she knows the documentation, rules and the 

purpose of your mentoring/tutoring, matching expectations and assuring a constant 

support network; 

 The work plan is verified and evaluated regularly, and changed if necessary, as the 

learning process, skills and capacities, interests and needs of the trainee may have 

been misunderstood or changed; 

 There is public recognition of the trainee’s contribution and that positive feedback is 

explicitly transmitted to him/her, reinforcing positive behaviours; 

 You foresee formal and written evaluation, certificate and recommendation letter (if 

adequate) in order to assure that he/she can use this experience as a leverage in future 

work experiences. 
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▪ MENTORING IS ENHANCED WITH FOLLOW-UP 

Many of the impacts from the mobilities and internships become visible a long time after 

they finished. This happens because the learning process is long. We need to assimilate, 

practise, test and sometimes face new situations in order to apply the things that have been 

learnt into a new context. Time is needed to make changes in our personal and social skills 

after the internship has ended. Professional challenges are needed to make the best use of 

what was acquired. 

We told before, and we reinforce, a mentor/tutor/trainee relationship does not need to give 

space to friendship, even if this has happened many times. Most likely, it can be maintained 

and transformed after the internship has finished; heading towards a relationship among 

equals, as the trainee will become a professional with his/her own experience.  

An ex-mentor/tutor can benefit from news and reflections from the trainee in the same way 

the trainee still might want to share, discuss and listen to opinions from a person he/she 

respects and that has been fundamental at a point in his/her life. 

Why not to keep in contact? From time to time you can check Linked In, Facebook or other 

social networks that you both share. But attention, here we have to repeat some of the 

ideas already stated above: taking a look at one’s life is not the same as caring about it. 

Once every six months you can send an email or a message and have direct contact and 

interaction with your ex-trainee(s). And you will be fascinated to see how a life story evolves 

and how much you could bring a positive difference into it! 

 

 FURTHER READINGS 

 
 CEDEFOP (2013). The Mentor Handbook - A Practical Guide for VET Teacher Training 

 CEDEFOP (2014). Developing apprenticeships (Briefing Note). ISSN 1831-2411 

 EUROPEAN PROJECTS 

 European Quality Charter on Internships and Apprenticeships. www.qualityinternships.eu. 

 First (2007). Mentoring Guide. 

 Hemstead K.L., Cates, R.L. & Cadwallader T. A Mentor‐Intern Handbook for Dairy and Livestock 

Farmers  

 International Labour Organization. (2012). Overview of apprenticeship systems and issues 

 Mobility Coach - http://www.coach4mobility.net. 

 Q-Mentor - http://www.q-mentor.eu. 

 Q-Placements - A handbook for the Quality of International Workplace Training for Initial Vocational 

Training Students + User’s Guide - http://www.q-placements.eu. 

 T-Tactic@school - Transfer of tools for managing and mentoring the international work placements 

to guarantee the recognition of the competences acquired and the quality of the learning process in 

the school system - http://www.tacticschool.eu. 

 Wiley, Tonya & Schineller Kate. The Wisdom of Age - a Handbook for Mentors. 

 Zulfi Hussain (2009). The Good Mentoring Guide. Global Synergy Solutions  

http://www.qualityinternships.eu/
http://www.coach4mobility.net/
http://www.q-mentor.eu/
http://www.q-placements.eu/
http://www.tacticschool.eu/
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8. INTERCULTURAL AND INTERGENERATIONAL ASPECTS: 

SHORT GUIDE ON ELEMENTS TO BE AWARE OF IN A 

TRANSNATIONAL INTERNSHIP 
 

 INTRODUCTION  

This brochure main objectives are: to promote the potential of hosting a European trainee 

and to create support materials for the hosting companies.  

You will find more information about PLACET at http://www.placet.org/.  

With this document we intend to improve awareness on intercultural and intergenerational 

aspects implied when hosting a trainee by a company; this is especially important when the 

people working together come from different countries and backgrounds.  

 

 COMPANIES: THE HUMAN FACTOR 

The survival and the success of businesses nowadays is more and more related to the 

appropriate management of people: the human factor gains importance notably on the 

labour market. The companies need skilled, creative, autonomous and experienced people 

who are able to work together on common results and goals. Managers still too often 

consider diversity as just a source of problems and conflicts. On the other hand diversity, in 

spite of the challenges it raises, can stimulate creativity, innovation and new approaches to 

problem solving, consisting therefore in a richness for the team.  

Moreover, in a World that is more and more global and interconnected, when it comes to 

work and business, diversity is an unavoidable part of our professional life. 

 

▪ How can young people improve their skills and become an added value for the 

enterprises?  

One of the greatest chance young people have nowadays is to do an internship abroad, a 

job experience in a foreign country.  

This is a great opportunity because it allows them: 

 to be more competitive on the labour market; 

 to learn and improve a language different from their mother tongue; 

 to confront themselves with unfamiliar life styles; 

 to grow up as individuals; 

 to increase tolerance and flexibility; 

 to do things in a different and creative way; 

 To share and acquire new working methods; 

 To contact with different ways of behaving and being in the work place. 

http://www.placet.org/
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Still geared to a mere production and an engine of economic development, the companies 

become a new place of learning where the individuals have the opportunity to increase their 

awareness, verify their aptitudes and ambitions and acquire specific technical skills.  

This experience helps them to reconfirm their professional choices as well as to sensitize 

their understanding of the relation of supply and demand on the labour market. 

 

▪ Why should a company welcome students from abroad? 

Promoting the mobility of young people in Europe by encouraging them to undertake a 

training experience in a foreign country is an action which can bring benefits to both, young 

people and enterprises.  

It gives voice to the value of lifelong learning. 

Welcoming students from abroad offers the possibility to: 

 meet and socialize with new people bringing along different mentality, habits and 

practices; 

 open up to different cultures and life styles; 

 enlarge and improve opportunities of learning; 

 exchange theoretical knowledge and practical know-how; 

 expand recruitment policy of staff; 

  think about a possible insertion of foreign personnel; 

  open up a business to new frontiers and opportunities; 

 develop management skills in junior employees by giving them an intern to mentor and 

supervise; 

 improve the abilities in diversity management and the creation of an open-minded and 

harmonious work environment. 

Interns from abroad may bring energy and new perspective to companies by:  

 seeing things from another point of view; 

 comparing different ways of performing the same job; 

 doing analysis or research on new and foreign markets; 

 improving work aspects and details that normal staff can’t take care of, due to lack of 

time; 

 updating techniques and technologies in companies as they came recently out of 

training and are therefore up-to-date with professional developments and fresh visions 

on “how to do the job”. 

 
“Having interns around keeps your regular staff on its toes. Your employees want to set a good example 

for the students. The interns will ask a lot of questions, and your employees want to be helpful, able to 

provide answers and share their knowledge and experience. Having an intern around puts everybody on 

a slightly higher plane of operation” (See reference 1) 
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 CULTURAL DIVERSITY: a source of exchange, innovation and 
creativity 

 
Article 1 – Cultural diversity: the common heritage of humanity  

Culture takes diverse forms across time and space. This diversity is embodied in the uniqueness and 

plurality of the identities of the groups and societies making up humankind. As a source of exchange, 

innovation and creativity, cultural diversity is as necessary for humankind as biodiversity is for nature. In 

this sense, it is the common heritage of humanity and should be recognized and affirmed for the benefit of 

present and future generations. 

UNESCO Universal Declaration on Cultural Diversity 

 

▪ How to get the best experience? 

 

El artista hace de la diversidad la Unidad || The artist makes Unity out of diversity || César Monterroso 

 

Hosting a foreign trainee requires some special attention related to intercultural aspects in 

order to take advantage of all the potential and positive aspects of the experience. 

We would like to give some useful hints to help the companies to: 

 stimulate an environment where diversity is considered a richness and can be exploited 

for developing maturity in the team and contribute to the company’s success; 

 prevent misunderstandings and problematic situations; 

 prevent the application of prejudices and the confirmation of stereotypes and 

generalizations; 

 expect and praise the practise of sharing, changing, giving, testing, failing, exchanging 

experience. 

 

▪ Some premises: culture and diversity. 

 Culture is not only ethnic. 

When we talk about culture we refer to the set of behaviour, values, beliefs, knowledge and 

intellectual practices of a particular group: 

 - when the group corresponds to the inhabitants of a country or region or belongs to a 

single ethnic group , we are talking about "ethnic" culture; 

 - when we cross-compare a group we can determine culture by other elements like: 

generational (youth culture), political (right or left culture), religious (Christian or Islamic 

culture ) and so on. 

 Diversity is not just cultural. 

We need to distinguish between what can be attributed to a specific culture and what can 

be explained as a personal trait or a certain social condition or situation. 

When we deal with a foreign person we tend to attribute any differences or any 
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characteristic to his ethnic culture: being a foreigner is somehow the aspect that strikes us 

more (more than being young or old, rich or poor, student or worker, etc.). 

 That could create misleading images and assign the characteristics of a single person 

to an entire nation or ethnic group. 

These misleading images are connected with the prejudices that we all have, riskful for their 

impact on behaviours and often at the basis of discriminations. 

This is the reason why it’s really important not to give anything for granted: 

i.e: "Is the Finnish trainee silent because he/she is shy or is it a Finnish characteristic?” or 

“Are the German trainees precise because they are motivated and prepared or because 

accuracy and precision are deeply rooted in the German culture?” 

 

What are the real reasons for a certain behaviour? 

It is important to remember that each person is different and unique and that culture is a mix 

of variables that surely influence his/her behaviour, so please:  

 be curious and open-minded about people; 

 be aware of the different ways of thinking; 

 start from cultural awareness:  

- How much are you able to recognize your own stereotypes and biases?  

- How well do you know your own cultural background? 

 be tolerant (“recognize and respect the opinions, practices or behaviour of others”); 

 at the same time set a clear communication so to prevent tolerance and respect to be 

used as an excuse to justify inappropriate behaviours; e.g. clarify using specific 

indications on what is expected in a certain context (in this way you’ll go over questions 

as “is that lack of punctuality linked to a cultural factor or is it a subjective lack of 

responsibility and professionalism?); 

 gain knowledge of cultural history and heritage; 

 be aware of the other’s perceptions. 

 (Source: Ref 2) 
 

▪ Managing Cultural Diversity  

Understand, communicate with, and effectively interact with foreign people at the workplace 

means to take into consideration some essential variations between cultures:  

 

 Communication: 

 Voice’s tone: Does a high tone mean aggression or rudeness? Does a low tone mean 

shyness and discretion? 
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 Distance between people and physical contact: how much is large or small distance 

between people related to intimacy?   

Depending on culture it is different what’s expected: shaking hands, kissing or hugging; 

e.g. some people could feel really uneasy, embarrassed or even harassed if forced to 

kiss, others could feel offended if you just shake hands. Should you just say Hi or should 

you stop to say Good morning and ask if everything is OK? 

 Gestures: are they comprehensible to a foreigner? Can they create misunderstandings? 

 Interruptions and comments: are they signals of attention and approval or of roughness 

and intrusiveness? 

 Silence: is it normal or an indication of embarrassment and discomfort? 

 Linguistic skills: is he/she impolite/rude or is it possible that the trainee doesn’t know 

how to express himself correctly? 

 

 Team-work and individualism: Does the trainee like to work alone because he/she is 

shy or egoistic?  

Does the trainee like to work in a team because he/she is extroverted and engaging?  

Or is it also linked to the background culture, more individualistic or more social? 

In this sense please consider that the distance from family and friends, who are far during 

transnational internships, may affect people used to rely very much on them, so as the need 

of the team’s feedback and support (interacting e.g. with professional life and self-esteem). 

Something connected to cultures and organisational cultures can also be the limit between 

personal and professional life. For instance, how much are we expected to tell about our 

lives, how is it expected for us to know and ask about others, how to know when we are 

interfering with people’s privacy. Those involved in this kind of projects, on both sides, have 

to be aware that it is not obvious that colleagues become friends and how long this process 

could take. 

 

 Time: how does the intern manage time?  

Does he/she understand the exact meaning of a deadline? Is he/she able to balance 

between work and social behaviour inside the company? And between work and private 

life?  

 

 Calendars: are there differences between the trainee’s and our holidays? 

These variations affect the workplace as each person is different and unique. Getting to 

know somebody requests time and an open minded attitude. If you remember it, you will get 

an enriching experience. 
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“Every man is more than just himself; he also represents the unique, the very special and always 
significant and remarkable point at which the world's phenomena intersect, only once in this way, 
and never again. That is why every man's story is important, eternal, sacred; that is why every man, 
as long as he lives and fulfills the will of nature, is wondrous, and worthy of consideration.” 
Hermann Hesse, Demian (See ref. 3) 
 
 

 MANAGING DIVERSITY: INTERGENERATIONAL COOPERATION 

Hosting a foreign young trainee requires some special attention also related to the 

intergenerational integration in the company. 

When it comes to intergenerational cooperation, the transfer of knowledge is usually 

understood as a unidirectional process where the novice learns from the experts’ tacit 

knowledge. 

It’s important to keep in mind that both aged/expert and young staff/novice have knowledge 

to share:  

 the first one owns an evident technical and practical knowledge due to the consolidated 

working experience,  

 the second can bring creativity, innovation and open-mindedness.  

The best environment for intergenerational integration and cooperation will be generated by 

a permanent dialogue between colleagues where older and younger work in the same 

team. 

 

▪ How to create this environment?   

Through: 

 knowledge-friendly working conditions; 

 openness; 

 trust and freedom from prejudices; 

 personal interaction; 

 time and socialization; 

 a defined framework. 

To obtain a successful result that can impact work quality, it’s necessary to manage and 

define the framework in which the learning process will take place. This includes: 

 the corporate culture;  

 the entire system of organization and personnel management.  

An unclear training strategy could lead to incomprehension and conflicts.  

This is also valid for small and medium-sized enterprises, where the training process and 

the knowledge exchange are facilitated by smaller organizational structures, which means 

more direct personal contact. 
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▪ What elements interfere with a good intergenerational dialogue?   

 Stereotypes; 

 Value judgments;  

 Prejudice; 

 Discriminating attitudes. 

A 2011 research performed in 28 different countries from Europe, Nord/South America and 

Far East has pointed out that age-based discrimination (ageism) is the most relevant cause 

of prejudice towards workers, followed by gender and ethnic discrimination. 

The indicators of a discriminating attitude can be various, i.e.: 

 we tend to consider a professional performance or a mistake made by a different-aged 

person as a probable stable characteristic of his personality; 

 tasks and responsibilities assignment are not planned according to the real 

competences but to the competences that we ascribe at each age in accordance to the 

stereotype; 

Finally, the influence of the prejudice above the competences may cause to either 

encourage or demotivate the worker by providing (or not) training and update on specific 

topics, or offering a training of higher or lower quality.  

There is the risk that low expectations from the company bring about a low investment on 

the young trainee, so as on older workers, resulting in his/her demotivation. 

 

▪ Methods and tools  

There are a lot of methods and tools that may be useful to implement the training 

management, and particularly the inter-generative transfer of expertise depending on the 

company’s aim: 

 

 Job rotation, coaching, mentoring, promoting informal meetings and creating age-

heterogeneous discussion forums:  

These methods promote the reduction of the prejudice and the optimization of the meeting 

process between different generations through veritable strategies, “bridges” between 

generations. Researches have proved the benefits of planning a work placement (for 

example in the business context), considering some actions that can reduce the probability 

that a generational conflict will emerge. 

 

 Cooperative actions:  

The direct and prolonged contact amongst different generations may lead to a positive 

result, especially in the presence of certain conditions; such as engaging together in 

cooperative action, helping the recognition of each other's ability to reach a goal together.  
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 Mental simulation: 

 Not only direct contact, but also the “imagined contact" with people from another 

generation may reduce prejudice. It was demonstrated that benefits and better behaviours 

may be produced even by the mental simulation (assisted by an expert) of a contact before 

it really happens; the exercise consists in imagining a person of a different age and later 

trying to figure out if his/her characteristics were based on realistic data or on stereotypes; 

that may: reveal new aspects, encourage the objectivity and the openness to a real and 

positive meeting.  

 

The chosen method should promote: 

 learning from experience; 

 the novice’s development. 

The expert should not: 

 simply transfer his expertise to the novice;  

 make the learning process become a repetition of expertise models that can be quickly 

outdated. 

Beginners should receive adequate, prompt and explicit feedback when possible, in order to 

be aware of the reasons that lead them to either failure or success and so look for 

improvements.  

It is important also to consider that there is not only a technical and practical knowledge to 

be transmitted, but older and expert workers can also gather very valuable qualities like: 

 efficiency; 

 personal balance; 

 a mature mind; 

 problem solving ability.  

 

▪ REFERENCES AND FURTHER READINGS 

 Chuck Williams - Dean, Butler University College of Business  

http://www.insideindianabusiness.com/contributors.asp?id=1968   

 http://www.state.sc.us/dmh/multi_culture/home.html  

 www.diversityresources.com/cultural-diversity-workplace.htm  

 Mucchi Faina A. “Troppo giovani, troppo vecchi – Il pregiudizio sull’età” , p.64, Roma, Editori 

Laterza, 2013 

 

http://www.insideindianabusiness.com/contributors.asp?id=1968
http://www.state.sc.us/dmh/multi_culture/home.html
http://www.diversityresources.com/cultural-diversity-workplace.htm
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9. EUROPEAN INSTRUMENTS FOR COMPETENCIES 

AND CERTIFICATION 
 

EQF 
European Qualifications Framework  
Describes and compares qualification levels in 
national, international or sectoral qualification 
systems  

ECTS 
European Credit Transfer and Accumulation 
System 
Helps to design, describe, and deliver study 
programmes and award higher education 
qualifications 

EUROPASS 
European Passport 
 
Makes skills and qualifications clearly and easily 
understood in Europe 

ECVET 
European Credit System for VET 
Facilitates the development and the recognition 

of learning outcomes acquired through non-

formal and informal learning 

 

 INTRODUCTION  

 

This section aim to summarize in an unique document the main information regarding the 

documents and tools available at European level for validation of competencies, as well as 

for the certification process. 

 

▪ EQF - European Qualifications Framework  

 

EQF is a reference tool for the description and comparison of qualification levels in 

qualifications systems developed at national, international or sectoral level. The EQF’s main 

components are a set of 8 reference levels described in terms of learning outcomes (a 

combination of knowledge, skills and/or competences) and mechanisms and principles for 

voluntary cooperation. The eight levels cover the entire span of qualifications from those 

recognizing basic knowledge, skills and competences to those awarded at the highest level 

of academic and professional and vocational education and training. EQF is a translation 

device for qualification systems. 

 

Definition CEDEFOP: 

The European Qualifications Framework (EQF) is a common European reference framework. 

It acts as a translation grid which links countries' qualifications systems/framework. It covers 

qualifications at all levels and in all sub-systems of education and training (general and adult 

education, vocational education and training as well as higher education). Its main role is to 

make qualifications more readable and understandable across different countries and 

systems. In close cooperation with the European Commission, CEDEFOP provides analytical 

and coordination support for the implementation of the EQF and carries out a number of 

comparative studies and analysis on issues related to the implementation of the framework 

at EU, national and sectoral level. 

 



PLACET Project Supporting PLAcement Companies in European Training 

Final Project Brochure – Complete Version                                                                                                            Go To INDEX  

p. 40/44 
Leonardo da Vinci Partnerships 

2013-1-IT1-LEO04-04235  
This project has been funded with support from the European Commission. This communication reflects the views only of the author, and the Commission cannot be held 
responsible for any use which may be made of the information contained therein. 

 

Go To INDEX    

The main role of the European Qualifications Framework is to make qualifications more 

understandable across different countries and systems, in order to support cross-border 

mobility of learners and workers and lifelong learning across Europe. 

 
For more information see http://ec.europa.eu/ploteus/en/content/descriptors-page. 
 
 

CEDEFOP has played a key role in all EQF activities since 2003. It has carried out a number of 

comparative studies and analysis on issues related to the implementation of the framework at EU, national 

and sectoral level. It cooperates closely with the European Commission and provides technical and 

analytical support to the EQF Advisory Group - the main body at European level, responsible for providing 

coherence and transparency of the process of relating national qualifications systems to the EQF. 

 

An important part of the implementation of the EQF is the development of national 

qualifications frameworks (NQF). NQFs are developed by all countries, being important 

tools to support the referencing of national qualifications systems to the EQF and are 

increasingly considered by Member States as tools supporting national reforms and 

coherent lifelong policies. NQFs play a key role in promoting the use of a learning outcomes 

approach as well as in addressing barriers between vocational education and training and 

higher education. 

 

▪ EUROPASS -  European Passport 

The five Europass documents aimed to make ones skills and qualifications clearly and 

easily understood in Europe are:  

 

 Europass Curriculum Vitae  

a brief biographical summary of a person's education, qualifications and previous jobs 

made by each individual and usually sent with a job application or with a request for an 

internship. 

For guidance on how to make your own Curriculum Vitae see the dedicated section on CEDEFOP 
webpage file:///C:/Users/my%20asus/Downloads/CVInstructions.pdf. 
 

 Europass language passport  

a self-assessment description based of the language skills and competences of an 

individual in that your language proficiency regardless of whether that proficiency was 

attained formally or informally. 

For instruction for completing your own Europass Language Passport see the dedicated section on 
CEDEFOP webpage file:///C:/Users/my%20asus/Downloads/ELPInstructions.pdf. 
 

 Europass mobility  

a personal document, which is used to record an organised period of time (a 

mobility experience) that a person spends in another European country for the purpose 

of learning or training.  

a document to record knowledge and skills acquired in another European country, in 

http://ec.europa.eu/ploteus/en/content/descriptors-page
file:///C:/Users/my%20asus/Downloads/CVInstructions.pdf
file:///C:/Users/my%20asus/Downloads/ELPInstructions.pdf
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one of the following situations:  

- a work placement in a company;  

- an academic term as part of an exchange programme;  

- a voluntary placement in an NGO. 

For information on how to obtain the Europass mobility document one has to contact his/her sending 
organisation entitled to contact the National Europass Center 
https://europass.cedefop.europa.eu/en/about/national-europass-centres. 
 

 Europass Diploma Suplement  

an European Union document attached to a higher education diploma aiming at 

improving international transparency and facilitating the academic and professional 

recognition of qualifications; 

is issued to graduates of higher education institutions along with their degree or 

diploma. 

 Europass Certificate Supplement  

is provided to people who hold a vocational education and training award;   

provides additional information regarding the award which is not available on the official 

certificate such as the skills and competences acquired, the level of the certificate, entry 

requirements and access opportunities to the next level of education etc. in order to 

make it more easily understood, especially for employers and institutions outside the 

issuing country. 

The information contained on the Europass Certificate Supplement is provided in a 

standardized format and is supplied by the relevant awarding body which makes the 

award. 

For more information on how to receive the Europass Certificate Supplement it is recommended to 
check the National inventories of Certificate Supplements  
 https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-
supplement/national-inventories   
or contact your National Reference Point 
https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-
supplement/national-reference-points.  
 

▪ ECVET - European Credit System for VET 

ECVET facilitates the development of flexible and individualised pathways and also the 

recognition of those learning outcomes which are acquired through non-formal and informal 

learning. 

 

The Council and the European Parliament have placed a strong emphasis on the necessity 

to test ECVET, the European Credit System for Vocational Education and Training, in 

practice, done in view of creating a pool of information and experience with the practical 

application of the tool on national level, which would eventually feed back into future policy 

strategies – both on national and EU-level. Among other initiatives, a series of transnational 

European pilot projects was established. 

In 2008, the European Commission issued a call for proposal to finance international 

https://europass.cedefop.europa.eu/en/about/national-europass-centres
https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-supplement/national-inventories
https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-supplement/national-inventories
https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-supplement/national-reference-points
https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-supplement/national-reference-points
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partnerships under the Lifelong Learning Programme, whose aim was to test the 

implementation of the ECVET process in the context of learners’ geographical mobility in 

the period 2009-2012. As a result, eleven pilot projects with lead partners from five 

countries (Belgium-fr, France, Germany, Italy, and Luxembourg) were selected.  

In 2010, the European Commission issued a new call for proposals to finance a new 

generation of pilot projects. A specificity of this call for proposals was its focus on 

supporting national implementation. Eight projects with lead partners from five countries 

(Belgium-fr, France, Germany, Italy, and Malta) were funded in the period 2011-2014. The 

projects were required to include the support of system-level implementation of ECVET in 

their objectives. Moreover, the projects were regarded as an important part of Member 

States’ efforts to create the necessary conditions to develop and test measures for the 

gradual implementation of ECVET. 

(source http://www.ecvet-projects.eu/)  

 

For applying ECVET to learning outcomes achieved in a non-formal and informal learning 

context, the competent institution which is empowered to award qualifications or units or to 

give credit should establish procedures and mechanisms for the identification, validation 

and recognition of these learning outcomes through the award of the corresponding units 

and the associated ECVET points.  

The main challenge for the introduction of a common methodological framework like 

ECVET in the European VET environment is the broad range of bodies involved with the 

different functions of qualifications systems such as: national or regional ministries, social 

partners, VET providers. 

To overcome this complexity, ECVET refers to the different functions of a qualifications 

system rather than to the types of institutions involved. Institutions involved in implementing 

and running ECVET are referred to as competent institutions. 

 

The aim of the European Credit system for Vocational Education and Training (ECVET) is: 

 to make it easier for people to get validation and recognition of work-related skills and 

knowledge acquired in different systems and countries – so that they can count towards 

vocational qualifications; 

 to make it more attractive to move between different countries and learning 

environments; 

 to increase the compatibility between the different vocational education and training 

(VET) systems in place across Europe, and the qualifications they offer; 

 to increase the employability of VET graduates and the confidence of employers that 

each VET qualification requires specific skills and knowledge. 

 

IMPORTANT! 

http://www.ecvet-projects.eu/
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ECVET points are not to be confused with credit. While credit designates the learning 

outcomes the learner has achieved, ECVET points provide information about the 

qualification and the units. In other words while credit is related to a person and his/her 

personal achievement, ECVET points are linked to the qualification structure and 

description (independent of whether someone has achieved the qualification or not). 

Credit can be transferred and accumulated if the competent institution recognises that the 

credit the learner has achieved is relevant and can be taken into account as part of the 

qualification the learner is preparing (or seeks recognition for). ECVET points provide 

information about the credit the learner has transferred and accumulated (e.g. what is the 

relative weight of units the learner has already achieved). 

 

▪ ECTS - European Credit Transfer and Accumulation System 

 

The European Credit Transfer and Accumulation System is a tool that helps to design, 

describe, and deliver study programmes and award higher education qualifications. The use 

of ECTS, in conjunction with outcomes-based qualifications frameworks, makes study 

programmes and qualifications more transparent and facilitates the recognition of 

qualifications. 

The credit transfer and accumulation is supported by the following documents: 

 course catalog 

 learning agreement 

 transcript of records 

 diploma supplement 

ECTS makes teaching and learning in higher education more transparent and facilitates the 

recognition of all studies. 

 

▪ BIBLIOGRAPHY: 

 CEDEFOP - European Centre for the Development of Vocational Training 

http://www.cedefop.europa.eu  

 EUROPASS website https://europass.cedefop.europa.eu/en/home  

 Learning opportunities and qualifications in Europe 

http://ec.europa.eu/ploteus/en/content/descriptors-page 

 National inventories of Certificate Supplements   

https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-

supplement/national-inventories 

 National Reference Point: https://europass.cedefop.europa.eu/en/documents/european-skills-

passport/certificate-supplement/national-reference-points 

 ECVET projects http://www.ecvet-projects.eu/ 

 ERASMUS PLUS PROGRAMME http://ec.europa.eu/programmes/erasmus-plus/index_en.htm  

 EDUCATION, AUDIOVISUAL AND CULTURE EXECUTIVE AGENCY 

https://eacea.ec.europa.eu/erasmus-plus_en  

http://www.cedefop.europa.eu/
https://europass.cedefop.europa.eu/en/home
https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-supplement/national-inventories
https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-supplement/national-inventories
https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-supplement/national-reference-points
https://europass.cedefop.europa.eu/en/documents/european-skills-passport/certificate-supplement/national-reference-points
http://www.ecvet-projects.eu/
http://ec.europa.eu/programmes/erasmus-plus/index_en.htm
https://eacea.ec.europa.eu/erasmus-plus_en
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10. OTHER PLACET OUTCOMES 

 

Poster: Project Poster (») 

Leaflet: Project Leaflet (») 

Videos: Good Practices –Interviews with Hosting Company 

Tutors’ (») 

Survey: Company Needs (») – Full results 

 

http://media.wix.com/ugd/6ad98d_d1dbf3f044234090931e96d7b96ae5f9.pdf
http://media.wix.com/ugd/6ad98d_8af71e26373a46f0adf06a1624a4a693.pdf
http://www.placet.org/#!interviews/caz7
http://www.placet.org/#!company-needs/c1o3l

