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BREXIT ADVICE 

At the time of writing, there is still a great deal of uncertainty around Brexit. 

As of now, you should make sure that all participants, staff included, 

have at least 6 months left on their passports before travelling out on 

placement. You should also check whether EU nationals from outside the UK 

have applied for ‘Settled Status’. 

In the event of a ‘no deal’ exit, the UK government has committed to financially 

supporting all current mobility projects until the end of 2020 from the UK 

Treasury. 

There is no agreement in place at the moment for the UK to continue being 

involved in Erasmus+ if and when we leave the EU. However, the UK 

government has said that it wants the UK to continue being part of Erasmus+, 

but the terms of our involvement post-Brexit still need to be negotiated and 

agreed upon. 

There is also no certainty yet whether UK citizens will continue to be covered 

by the EHIC. It is advisable to check your college insurance policy to see 

whether this covers sickness and accident whilst on a trip. We will discuss 

health and travel insurance with you on a college-by-college basis. 

We will endeavour to update all of our partners as things progress over the 

coming months. Please also regularly check the Brexit Update page of the UK 

Erasmus+ National Agency: 

erasmusplus.org.uk/brexit-update 

http://www.erasmusplus.org.uk/brexit-update
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About REY Europe 

REY Europe is a not-for-profit social enterprise based in London. Since 2009 we have 

facilitated international work experience and training placements for thousands of UK 

students. We are an Erasmus+ Vocational Education & Training (VET) Mobility Charter 

Holder, and are involved in strategic and knowledge-sharing projects in the fields of 

vocational education and training, and youth mobility. We currently offer Erasmus+ work 

experience placements in Spain, Portugal, Greece, Cyprus, Malta, France (including La 

Réunion) and the Czech Republic. We also work on strategic projects with partners in 

Ireland, Portugal, Spain, Italy, Greece, Croatia and Poland. We work with a range of UK 

Further Education and Sixth Form Colleges, training providers and youth organisations, and 

are always keen to hear from new potential partners. 

About Erasmus+ 

Erasmus+ is an initiative of the European Commission, fostering cultural, educational and 

vocational links and exchanges between European Union countries, and non-EU countries 

within Europe. In the UK, Erasmus+ is led by a consortium of the British Council and Ecorys. 

How to use the Tutor Handbook 

We’ve based this handbook on years of feedback. Every college and mobility activity is 

different, but it provides a guide to each stage of the tutor’s role, from the set-up stage at the 

start of the academic year, right through to the review phase at the end. 

You should read this guide from start to finish at least once, at the start of the set-up stage, 

and then dip into it from time to time. You should also watch the accompanying ‘Erasmus+ 

Mobility Tutor Journey’ video, which is available on our website: www.reyeurope.org 

http://www.reyeurope.org/


 

 

How to plan for a successful Erasmus+ mobility 

Before the mobility During the mobility After the mobility 

 Decide how many learners you want to 

send, and when you want to go. 

 Organise information sessions for 

students and parents. 

 Get students to apply, and hold realistic 

interviews. 

 Gather competency-based CVs to help 

with recruitment and job matching. 

 Start preparing your learners. 

 Discuss possible Learning Outcomes 

related to the course and assessments. 

 Make sure students log into the OLS and 

take their language assessment. 

 Make sure students then start their online 

language course. 

 Once students are matched, review their 

Learning Outcomes. 

 Decide how the students will record and 

evidence their learning. 

 Set some personal development goals. 

 Organise Pre-Departure Training, or 

integrate this into your Tutorials. 

 Gather information on medical conditions 

and allergies, and identify support needs. 

 Make sure students have their passports, 

EHIC, and know all the travel details. 

 Make sure Learning Outcomes are 

included in a Learning Agreement. 

 Visit each workplace, and check that 

Learning Outcomes are realistic and 

achievable. 

 Visit the accommodation, and help 

students to settle in. 

 Flag any Health & Safety or Safeguarding 

concerns. 

 Post photos, videos and tweets from your 

location. 

 When you’re back in the UK, keep in touch 

with students to make sure they are 

progressing. 

 In the final week, visit each workplace 

again, and check that Learning Outcomes 

have been achieved. 

 Check that Learning Logs are complete, 

and that students have gathered the 

required evidence. 

 Sign off the Learning Agreement with the 

student and host employer. 

 Make sure that each student gets an 

employer reference. 

 Remind students that they MUST complete 

the Participants’ Survey, sent via email. 

 Make sure students log into the OLS to take 

their 2nd language assessment. 

 Do your dissemination – produce articles, 

presentations, displays, videos or post on 

social media. 

 Celebrate your students’ achievements on 

placement. 

 Review the experience, share with 

colleagues, and think about next year. 

 Reflect on how your own teaching and 

assessment practice has developed as a 

result of the mobility. 

 Speak to REY Europe – offer yourself as a 

tutor case study for our website and social 

media. 
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Before the mobility 

It’s true that there’s a lot to think about. However, REY Europe can help with your 

planning and activities before, during and after the mobility. We are a small not-for-profit 

based in London, and have an established track record in working with UK colleges. We do 

this in two main ways. We work with colleges to send students on placement using our own 

Erasmus+ funding; or we support colleges with their own Erasmus+ funding with the 

practical aspects of organising placements. Before you begin, you need to understand 

whether we’ll be sending your students out as part of a REY Europe project, or whether 

we’re working to support your college (in which case, your own college management will be 

leading the project). 

Decide how many learners you want to send, and when you want to go. Within each 

Erasmus+ project there will be a fixed allocation of learners for each curriculum area and 

country, for each academic year (projects normally run for two years). Decide as early in the 

year as possible (ideally by the end of September) when you want to go. The earlier we 

receive these details, the more chance there is that we can agree your preferred dates with 

our local Implementing Partners (IPs). 

We strongly advise you to send students out well before the end of their course. The 

whole point of the mobility is to enable students to apply and evidence experiential 

vocational learning which can potentially count towards their qualification aim(s). It should 

not be seen as an ‘add on’, or as a reward for good students once their course is over. 

Because the mobility is an integral part of the course, it should be included within your 

Scheme of Work and assessment planning. However, it is very unlikely that you will be 

sending all the students in your group, so you’ll need to think about how it will impact on the 

teaching and learning of the whole group. Colleges often minimise the impact of this by 

using some or all of the half term or Easter holidays for the placements, or by requiring 

students to complete assignments electronically whilst out of the country. 

Organise information sessions for students and parents. You should organise this as 

early as possible to ensure that students – and their parents – have a chance to think about 

whether the opportunity is for them or not. We have a FAQs document we can make 

available on the evening, and we can also come along and answer any questions if your 

college is new to Erasmus+. However, please speak to us well in advance, since we can’t 

guarantee to attend at short notice. 

Get students to apply, and hold realistic interviews. How you select your students is up 

to you, since you know them best, but we can recommend what works. You could ask 

students to fill in an application form where they give their reasons for applying, and state 

what they want to learn from the experience. Some tutors ask students to give presentations, 

or to make a short video using their phone, pitching why they should go. You will certainly 

want to look at data on attendance, punctuality and submission of work, but try to avoid 

personal bias creeping in, since students can often surprise you once they’re on placement. 

It can help to get the involvement of colleagues who are less familiar with the students and 

therefore less prone to bias, e.g. a tutor or Head of Department from a different vocational 

area. However you do it, try to make the interview as realistic as possible. Some colleges 

book out a room in HR and ask students to dress as they would for a formal job interview. 

Ask standardised questions and use scoring criteria. Again, some colleges collect evidence 
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from the application and interview process as evidence towards an Employability unit, 

whether students go out on placement or not. 

Only offer a place if you know the student is ready. Once the student is registered as an 

Erasmus+ participant, they need to commit 100%, so if students are unsure at the 

application stage, it is best not to offer them a place. It’s also better to send out a smaller 

group of students who are ready to commit, rather than making up the numbers with 

students who are less committed, or whose behaviour and overall maturity might cause 

problems. Students will only be allowed to drop out in exceptional circumstances, e.g. 

serious illness or bereavement. Once students’ flights and accommodation are booked and 

paid for, they will have to reimburse us if they drop out, either before or during the 

placement, and it’s important you make this clear. 

Gather competency-based CVs to help with recruitment and job matching. You should 

do this after you have selected your participants, although you may have already done this 

during the application stage. A competency-based CV puts a priority on skills and attributes 

– what students can do – rather than their school, college or work history. For example, they 

might be skilled in customer service, or can use a programming language, or know how to 

care for older people. Mismatched job placements are often the result of students not 

adequately describing their own skills and personal attributes. Once done, gather the 

participants’ CVs, send them to us at REY Europe, and we’ll share them with our IPs in the 

relevant host country. CVs lacking in adequate detail, or with poor spelling and grammar, will 

be sent back to you for more work. 

Start preparing your learners. REY Europe will take care of liaising with IPs on job 

matching, but some periods are especially busy for the IPs, so it may take a while for the job 

matches to come through. We’ll also book all flights, transfers and accommodation, including 

for Accompanying Persons (APs), i.e. staff going out for the first and last weeks. Once this is 

done, you’ll receive a Welcome Letter to give to each student, with information on their travel 

and accommodation arrangements once confirmed. Please be aware that you and the 

students will have to fill in various documents so we can gather the required 

information, and like all paperwork, it’s sometimes a pain. The sooner you complete 

this, the sooner you can focus on preparing your learners. 

Discuss possible Learning Outcomes (LOs) related to the course and assessments. 

Ideally, you will have thought about how the mobility fits into your course and assessment 

planning already. Even if job matches haven’t come through yet, start discussing what skills, 

knowledge and competencies students could acquire, what work tasks will help them in this, 

and how they can evidence this learning. There may be common LOs you want all students 

to achieve so you can count this towards a unit or assessment task. See the guidance on the 

ECVET process on the REY Europe website. 

Make sure students log into the OLS and take their language assessment. OLS stands 

for ‘Online Linguistic Support’. It is only available to Erasmus+ participants on placements 

lasting 3 weeks or more and contains online language courses for every official language 

of the European Union. Students will be sent a link for an assessment to see how much of 

the language they already know. If they don’t know anything they should still take the 

assessment, and will most likely be placed at Level A1- (Initiation). 
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Make sure students then start their online language course. The OLS contains online 

activities, video lessons, and interactive lessons with online tutors which students can sign 

up for. Learning the local language is an extremely important part of the Erasmus+ 

experience. Whilst English will be spoken in the workplace, learning some of the local 

language will help students to settle in, find their way around, go shopping, access services, 

and keep them safe. It might also broaden the tasks students are asked to undertake on 

placement – and restrict them for those who make no effort to learn. 

We strongly advise you to timetable weekly OLS sessions in an IT room. Whilst 

students can do their assessment and study their online course at home, it works best if they 

take the assessment, and do the course, at least partly as a group. Not only can you ensure 

they’re all doing it, you can also set up role-plays, get students trying out the language 

they’ve learned, and discuss any challenges and difficulties. Students should ideally spend 

at least 3 hours per week on their OLS course. You can get access to the OLS page for your 

project so you can monitor who is using it, and how successful they’ve been. Note that you’ll 

need access to an IT room which can stream video and audio content, and have access to 

headphones and webcams. 

Once students are matched, review their Learning Outcomes. The job descriptions 

should give you an indication of what students will be doing, and you can start to formulate 

some LOs for each role. These may be directly linked to an assessed unit, but they could be 

supplementary to your course and show the wider acquisition of vocational knowledge, skills 

and competencies. Learning Outcomes should be SMART and agreed with the student. For 

example, depending on your vocational area, you might decide that by the end of their 

placement, a student will be able to plan a bathroom installation during a renovation; book 

guests in and out of a hostel using company software; design a page for a marketing 

website; or give advice to tourists on local attractions. If you and your students go with a 

clear idea of what they want to learn, it’s more likely that the local employer will be able to 

offer tasks relevant to their needs. 

Decide how the students will record and evidence their learning. Following on from this, 

you’ll need to agree how you and the student will gather the evidence which shows the 

extent of their learning. All students should complete a Learning Log every day where they 

note down what they did, and the skills they learnt or applied. Using the examples above, 

further evidence of learning could take the form of written plans, explanations or instructions; 

an online blog; photos or videos showing tasks being carried out; or signed witness 

statements. If you plan to ask students to gather evidence for an assessed unit, there will be 

guidance in your Specifications Document on the relevant acceptable evidence. 

Set some personal development goals. Some of the biggest changes you will see in your 

students will include things like their ability to budget, to live independently, time 

management, co-operating in teams, working with people from different backgrounds, etc. 

These ‘soft skills’ are as important as vocational skills. You should negotiate some specific 

personal development goals, especially those which will help them to become better 

students once they return. In this way, the mobility will help them to become more successful 

on their course, and boost your success rates. 

Organise Pre-Departure Training, or integrate this into your Tutorials. We can come 

and deliver a half-day training session to your group(s) approximately a month before 
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departure. This covers all the practical aspects of their trip, such as what to pack, and it 

equips students to solve common problems which can occur whilst on placement. We 

particularly emphasise emotional wellbeing, staying safe, and managing homesickness, and 

we also ask that students sign a Code of Conduct. If you have some experience of 

Erasmus+, you can run this yourself and/or integrate the content into Tutorials, using the 

resources REY Europe has developed. However, if you are new to Erasmus+, it’s best that 

we come and run this, but please give us a few months’ notice. You could also set research 

tasks on the country or locality for students to complete, or ask them to give presentations to 

the group on topics such as local festivals, free-time attractions, cuisine, climate, prices, key 

dates in history, etc.  

Gather information on medical conditions and allergies, and identify support needs. If 

students have physical health conditions, or are taking medication, this information needs to 

be shared, on a strictly ‘need to know’ basis, as part of basic student safeguarding. You 

should also encourage students to disclose any mental health conditions, especially anxiety, 

depression and panic attacks. It may be necessary to ask them to get clearance from a GP 

or other medical practitioner before committing to going on placement. Similarly, please note 

down any allergies, especially food allergies and conditions like asthma, which can 

potentially be life threatening. REY Europe will gather all of this information and share it with 

our local IPs, and seek students’ consent to do this. The only reason we do this is to 

safeguard students, and GDPR data protection rules apply. 

Make sure students have their passports, EHIC, and know all the travel details. This is 

easily overlooked. Some students may not have valid passports, whilst students with non-EU 

passports might need visas to travel to the placement. Equally, all students need to get a 

European Health Insurance Card (EHIC) to cover them for emergency medical treatment 

whilst abroad. You’ll be asked to send us photocopies of all passports and confirm that all 

students have an EHIC card, and if students can’t provide these documents, they won’t be 

allowed to travel out. Students going out on placement as part of a REY Europe project will 

be covered by the REY Europe travel insurance policy, but if your college is leading the 

project, it’s more likely they’ll be covered by the college insurance policy. Before you travel, 

you’ll need to complete the final admin for the trip: check in all students with the airline, 

including for the students’ return journey; print off all boarding passes; make sure students 

know to pack within the baggage restrictions; and make sure they all know where to meet, 

and what time the coach will be picking them up. We may ask you for your contact details so 

we can pass this on to the coach driver. These last few details are crucial in getting you and 

the students ready for departure – without any unnecessary stress. 

During the mobility 

Your local hosts will look after your students, but your role is still crucial. REY Europe 

will book all flights and accommodation for Accompanying Persons (APs). As an AP, you will 

also be paid an allowance in full, into your bank account, several days before travel 

(amounts vary between countries). This is to cover all expenses you incur, including taxis 

(when travelling without students) and all meals. Wherever possible, you should plan for one 

Accompanying Person (AP) per 10 students. It is not normally possible for one AP to support 

more than 10 students. APs are usually tutors, but if you are an AP, you might be supporting 

students you don’t usually teach, and don’t know that well. APs should travel out with the 
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students, and have an important role to play during the first and final weeks of the mobility. If 

any students are under 18, an AP should always accompany the group back. Your first 

responsibility is to make contact with the local Implementing Partner (IP), preferably before 

you travel, and you should liaise with them when setting up workplace and accommodation 

visits. The IP will meet you at the airport, and you and the students will be taken to your 

accommodation. Depending on your time of arrival, the IP will arrange orientation activities 

either on the same day, or the following day. 

Make sure Learning Outcomes are included in a Learning Agreement. Visit each 

workplace, and check that Learning Outcomes are realistic and achievable. You should 

schedule to visit each student at their workplace, so you can meet with the student and their 

line manager to finalise a Learning Agreement. You should check that the provisional 

Learning Outcomes already discussed before travelling are realistic and achievable, and that 

the tasks the student will be doing will enable them to meet these outcomes. The Learning 

Agreement should be a three-way document, agreed by you, the student and the line 

manager. If you have concerns about the placement you should try to resolve these at the 

workplace meeting, but if this is not possible, you should discuss your concerns with the 

local IP. It’s worth emphasising that whilst the majority of students are suitably matched, a 

perfect match is not always possible, and it’s important that students’ expectations are 

realistic regarding the tasks they will be doing. The most important thing is that the 

placement enables them to acquire or apply the appropriate knowledge, skills and 

competencies, and progress towards their personal development goals. 

Visit the accommodation, and help students to settle in. The majority of students will be 

staying in shared apartments or hostels. You should visit all the students, check that they’ve 

settled in, and that the accommodation is clean and adequately equipped. Students are 

sometimes asked to sign an inventory, and if anything is broken or missing, you should 

contact the IP immediately. Be mindful that whilst most students have spent time together in 

class, they may not know each other well, or might never have spoken before, and they 

might not be used to sharing a room with other people. You should also check that students 

have familiarised themselves with the local area, know how to keep themselves safe 

(especially after dark), and know where the local shops and amenities are. Some students 

might have to commute to their placement further than they are used to, and you should 

check that they are familiar with the local transport. All students receive an allowance, paid 

into their bank account (amounts vary between countries), and you should check that 

students have received this. The allowance is paid in full, immediately before travel, so 

students will need to be able to budget for their essential costs. The allowance is calculated 

to be sufficient to cover basic living expenses such as food and travel. If a student drops 

out whilst on placement, they will need to fund their own return flight out of their 

allowance, and pay the remainder back to REY Europe. 

Take immediate action on any Health & Safety or safeguarding concerns. When visiting 

workplaces and students’ accommodation, you should follow your own college policies and 

procedures regarding Health & Safety, and safeguarding. We would normally expect that UK 

Health & Safety law (or similar standards) is applied within workplaces. If you have any 

concerns, discuss this with the placement line manager, and if this doesn’t solve the issue, 

contact the local IP and REY Europe immediately. You should similarly check that students’ 

accommodation is safe. In the case of homestays, hosts are subject to national police 

checks. If you have any safeguarding concerns, or students make a disclosure, contact your 
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college Safeguarding Lead immediately, and inform the IP and REY Europe. Similarly, 

students are expected to abide by a Code of Conduct whilst on the mobility. Students under 

the age of 18 are prohibited from drinking alcohol at any point, regardless of the local laws. 

Students over 18 are permitted to consume moderate amounts of alcohol, but under no 

circumstances should APs consume alcohol or be intoxicated whilst with a group of 

students. Please don’t ignore any issues, or fail to report an incident. This could 

constitute negligence or misconduct, and lead to disciplinary action if found out. 

Post photos, videos and tweets from your location. Dissemination activities are an 

important requirement of Erasmus+ funding. We will ask you and the students to sign a 

Consent Form before you travel so we can share any photos, videos or tweets on the REY 

Europe website and social media channels. During the first and final weeks, take photos or 

videos of the students performing tasks at their workplace, and send them to us. Encourage 

students to set up a blog, and to contribute text and visuals. If you or the students post on 

social media, use hashtags, and make sure you mention both the college and REY Europe 

(we are on Facebook, and our twitter handle is @europerey). Share all your disseminated 

content with your college marketing team. However, please be aware that this isn’t a holiday, 

so selfies on the beach are not really appropriate material for dissemination. We want to see 

them working, and being immersed in the local culture. 

When you’re back in the UK, keep in touch with students to make sure they are 

progressing. If you plan and carry out the AP role effectively during the first week, 

everything should be well set up, but you should still make contact whilst back in the UK to 

see how they are getting on. Tutors often do this via phone or skype, or through a WhatsApp 

group. Your local IP should also visit them, and they may be in contact with you if they have 

any concerns about your students, especially regarding behavioural issues. If students are 

contacting you in the first instance to resolve an issue, refer them back to their line manager 

or local IP – the point of the mobility is that they should be developing their independence, 

and solving most problems by themselves first. It’s important not to ‘parent’ them. 

In the final week, visit each workplace again, and check that Learning Outcomes have 

been achieved. Check that Learning Logs are complete, and that students have 

gathered the required evidence. Hopefully students will have kept a log, and gathered 

evidence to show how they have met their Learning Outcomes. This final meeting needs to 

happen before the placement ends, so that the student or employer still has time to gather 

any final evidence, or set additional tasks, if anything is missing. This is particularly important 

if you are using the placement as evidence towards an assessed unit. You should therefore 

schedule meetings to take place as soon as possible after you land. 

Sign off the Learning Agreement with the student and host employer. If students have 

recorded and evidenced their learning, then you, the employer and the student can sign off 

their Learning Agreement. Make sure you also have a copy of this, since we may ask you to 

send this to us. 

Make sure that each student gets an employer reference. Every student should have 

some form of recognition of their learning. Workplaces or IPs may issue certificates, and 

colleges sometimes issue their own certificates. All students should receive a signed 

reference from their employer, and this should clearly state the Learning Outcomes met (as 



 

11 
 

outlined in the Learning Agreement), and an outline of the key tasks and responsibilities. 

Again, make sure you keep a copy of this, because we might ask you to send this to us. 

After the mobility 

Remind students that they MUST complete the Participants’ Survey, sent via email. A 

few days after they arrive home, students will be sent a link via email requiring them to 

complete an online Participants’ Survey. Check that the email they gave at the start of the 

project is the one they’re using now. The best way of ensuring survey completion is to book 

an IT room so that all students can complete this together. However, prior to this, it’s a good 

idea to get them together to review and reflect on their experiences on placement. The 

survey is best seen as the culmination of an evaluation process, enabling genuine reflection, 

rather than as a tick-box exercise. Some colleges ask for a deposit from students earlier in 

the year, and give this back once the survey has been completed. Erasmus+ requires 

100% of students to complete the survey, and failure to complete this could put future 

funding in jeopardy. 

Make sure students log into the OLS to take their 2nd language assessment. We expect 

that all students will have followed an OLS course both before and during their placement, 

and that they have made an effort to use the language. Students will differ in their linguistic 

abilities, and will acquire the language at their own speed, so we don’t expect students to 

end up speaking fluently. The second assessment will help them to see how much they have 

learnt, and what level they are at now. It’s important to stress this is not a pass/fail test. 

Speaking a new language gained through experience within the country is a really valuable, 

‘stand out’ skill to put on a CV or talk about in an interview. 

Do your dissemination – produce articles, presentations, displays, videos or post on 

social media. Celebrate your students’ achievements on placement. Hopefully by now 

you’ll have done a fair amount of dissemination already. Now that you’re back, it’s time to 

pull it all together, and really shout about what you and the students have achieved. It’s 

helpful to think about this well in advance, and involve your college marketing department in 

your plans. In the past, dissemination has been done by: contacting journalists and getting 

articles published in the local press and trade magazines; publishing features and case 

studies on the college website, or in the college prospectus; producing classroom and 

corridor wall displays; producing short films; holding presentation ceremonies and themed 

college events; contributing to exhibitions; and giving formal presentations, or speaking 

informally, to the next Erasmus+ round of participants. Whatever you plan to do, get your 

students involved, keep us informed, share on social media, and include REY Europe in any 

posts. 

Review the experience, share with colleagues, and think about next year. Not only will 

your students be able to give lots of advice to the next round of students, you’ll also have 

ideas about what could be better, or done differently next time. Soon after you return, we’ll 

contact you to carry out a structured evaluation over the phone. This will help us in our final 

reporting to Erasmus+. You might also have colleagues in other vocational areas who’d like 

to get involved next time, and if so, ask them to contact us. By reviewing the mobility, you 

can start to plan an even better experience for next year’s students. 
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Reflect on how your own teaching and assessment practice has developed as a result 

of the mobility. Tutors have previously told us that, following the mobility, they were much 

more aware of emerging career opportunities in their field; or they used the placement 

companies as assessment case study templates; or that they intended to do more work on 

academic study skills the following year. If you approach the mobility as a piece of 

educational action-research, you are bound to develop your knowledge of work-based 

learning, work-based assessment, and international and intercultural learning. Sharing this 

with colleagues at a team meeting can inspire other tutors and vocational areas to take 

advantage of Erasmus+. 

Speak to REY Europe – offer yourself as a tutor case study for our website and social 

media. We regularly gather student case studies to feature on our website, but we are 

always on the lookout for tutors who have really developed professionally as a result of their 

involvement. If this is you, get in touch with us. 

Finally, have a well-earned rest, and see you next year! 

Participant FAQs 

We’ll send you this as a separate document, addressed to students, but it’s also handy to 

refer to this so you can respond to students’ questions before, during and after the trip. 

Preparation 

 What travel documents will I need? You’ll need a valid passport, and a European 

Health Insurance Card (EHIC), which is available online via www.ehic.org. If you are 

a non-EU citizen you might also need to apply for a visa. 

 Will I have to pay for a return flight? No, this is covered. REY Europe books all 

flights. Your tutor will check you in and print your boarding card. All you have to do is 

turn up, and pack within the baggage restrictions for your airline. 

 Why do I have to do the OLS assessment and course? Being able to speak some 

of the local language is an important part of the Erasmus+ experience. Even if you 

find languages difficult, learn as much as you can before you go, and whilst you’re 

away. It will really make a difference to your experience, and something you can talk 

about to a future employer. 

The work placement 

 When will I start my work placement? You’ll generally start on your second day, 

unless you arrive late, in which case you’ll start on the third day. 

 What will I be doing? You should already have an idea from the job description. 

You, your employer and your tutor will meet in the first few days to finalise your 

Learning Agreement, and what tasks you’ll be doing. If you show enthusiasm and 

speak some of the language, you’re more likely to get some interesting tasks. 

 How long is the working week? Working hours vary from country to country, but 

you should usually be working 5 days a week. Some placements might require you to 

work evening or weekend shifts, but you’ll get the same amount of time off as 

everyone else. Working hours can usually be negotiated within the first few days of 

your placement. 

https://www.nhs.uk/using-the-nhs/healthcare-abroad/apply-for-a-free-ehic-european-health-insurance-card/
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 Will I have to travel to my work placement? It depends. Some people will be able 

to walk to their placement, whilst others will have to take public transport. You’ll be 

shown which routes to take and how to buy a ticket when you arrive. 

 What happens if I’m ill and can’t go to work? You must phone your employer as 

soon as possible, explaining the nature of your illness. You should also contact the 

local organisation overseeing all the work placements. Under no circumstances 

should you stay off work without contacting your employer and giving a valid reason. 

 What happens if I don’t like the work placement? You should give it a few days 

and try your best. If you think you have too much work, or too little, speak to your line 

manager. Keep a positive attitude. Your employers are experienced at hosting 

students from across Europe, and they want to support you. Some students have 

gone to a workplace they didn’t enjoy at first, but by the end, they didn’t want to 

leave! If it’s really not working out, speak to the local partner organisation. It might be 

possible to change your placement, but we cannot guarantee this. 

 Will my colleagues speak English? Your line manager will definitely speak English, 

but it’s possible that quite a few of your colleagues won’t. This is why it’s important to 

continue with your OLS course. Generally, people will be much friendlier towards you 

if you make an effort to speak the local language. 

 Can I be sacked? Yes – although rare, this has happened in the past. 

 Can I take time off to go back to the UK for a few days? Usually the answer is 

‘no’. You are not allowed to miss any days of your placement. 

 Why do I need a Learning Agreement and have to complete a Learning Log? 

We want you to have a chance to apply what you have learnt in the classroom, or to 

learn new things, so it’s important that you note down each day what tasks you have 

done, and what skills and knowledge you have learnt. Your tutor might be planning to 

use the evidence gathered on your placement to count towards your final 

qualification. Sometimes photos and videos can be used as evidence towards your 

qualification, but your tutor will tell you what you need to do. If you don’t record this 

learning whilst you are there, it’ll be too late once you get back!  

 Will I get a reference? You should get a reference at the end of your placement, if 

your line manager and tutor both agree that you have met your Learning Outcomes. 

Money and accommodation 

 Will I get paid? You’ll get paid a basic allowance, which is paid in full into your bank 

account a few days before you travel. Be very careful with your allowance, especially 

if you are going out for a longer period. If you run out of money, you won’t get more. 

 What will I need to budget for? The allowance should cover basic expenses such 

as food and local transport. If you want to spend more money, for example on clothes 

or buying presents, you should bring your own money to cover this. 

 Will I be responsible for all my own meals? Yes. Cooking and sharing a meal 

together as a group is a great way of keeping the costs down. 

 What happens if I don’t like the accommodation? It’s not usually possible to 

change the accommodation once this has been allocated, since it will have been paid 

for in advance. You’ll most probably be staying in accommodation which lots of 

students have stayed in before. If anything is broken, or there are problems with your 

accommodation or living arrangements, speak to the local partner organisation. 

 Will I have to share a bedroom? In some locations, yes. 
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 Will the accommodation be single sex? Yes, accommodation is usually single sex. 

Sometimes we used mixed sex accommodation but only if this is acceptable to the 

college, tutors and students, and all students are over 18. If you’re sharing a room 

this will always be with someone of the same sex. 

Free time 

 Will activities be organised during our free time? In most locations, you’ll take 

part in some orientation activities soon after you arrive, to help you settle in. There 

will be some activities organised for you later on during the placements, and these 

vary from country to country. Sometimes they include other Erasmus+ students from 

the UK or other countries. 

 Will we have to organise our own activities and trips? In many cases, yes – don’t 

expect everything to be planned out for you. If there’s a place you’d really like to visit, 

and there’s nothing organised, do the research and organise a trip yourself! 

 Will there be language classes when I arrive? In some countries, yes, our local 

partners will arrange these. However, this won’t be more than a few hours in total, 

and they are not a substitute for starting your OLS course early. 

 Can I drink alcohol? You cannot drink alcohol if you are under 18 years old. If you 

are over 18 years old, you can drink small amounts of alcohol, but you are not 

allowed to drink excessively or get drunk. 

 What counts as ‘bad behaviour’? We expect you to behave like an adult. 

Remember that you are representing REY Europe, your college, and your country, so 

be polite and respectful to local people and colleagues at all times. You should abide 

by the Code of Conduct you’ve signed, and abide by any rules given to you by local 

partners and employers. If you go with an adult attitude, you’ll be fine. 

 Can friends, family, boyfriends or girlfriends come out to visit? We can’t stop 

anyone from visiting you. However, it’s not a good idea for people to come and see 

you. You won’t be able to take full advantage of being in a new country and meeting 

new people. The placements are only a few weeks long, and it’s important you take 

advantage of the opportunity to become more independent. 

Emergencies and staying safe 

 Should I always carry my passport? Unlike the UK, most EU countries require 

citizens to carry ID Cards. We don’t have ID Cards in the UK so a passport is an 

acceptable alternative. If you don’t feel safe carrying your passport around with you, 

carry a photocopy. 

 What should I do if I lose my passport? Contact the British Embassy or nearest 

British Consulate immediately (or the Embassy or Consulate of your country if you 

are not a UK citizen). You won’t be able to fly home without a replacement passport 

being issued. A photocopy of your passport will not be accepted by airlines. 

 What should I do if I’m a victim of crime (or accused of a crime)? The local 

partner organisation will give you a 24-hour Emergency Contact, and you must 

phone them on this number immediately. Don’t worry about phoning during the night. 

They will advise you on what to do. Most of the time this will involve contacting the 

local police, or, in exceptional cases, the British Embassy or Consulate. 

 What should I do if I need medical treatment? You should go to your nearest 

hospital for emergency treatment. Carry your EHIC card with you at all times in case 



 

15 
 

you need to present this. This will cover you for free emergency treatment. Don’t 

ignore slips, falls, food poisoning, sunburn, sunstroke, sea urchin or jellyfish stings, 

etc. – get them treated straight away. 

Returning home early 

 What happens if I decide I want to go home? We expect you to make a 

commitment to your placement, and to stay until the end. If you go home early, you’ll 

need to repay your allowance to REY Europe, and you won’t get an employer 

reference. It reflects very badly on you, and on your college. 

 Can I go home if I’m unwell or there’s an emergency back home? In very 

exceptional cases, we can agree for you to return home, and we will organise to get 

you back to the UK safely. Exceptional cases include things like bereavement or 

serious illness, and you’ll need to provide proof of a genuine reason for returning 

home. Being homesick, or not liking the work placement, are not usually acceptable 

reasons for coming home early. 

 Can I travel home on my own if I am under 18? No, we cannot agree to this. If you 

need to leave early for any reason, and you are not yet 18, your tutor must arrange 

for a parent or guardian to fly out and collect you. 

After the placement 

 Do I have to do the Participants’ Survey and 2nd OLS assessment? Yes, this is a 

requirement of the funding. We need to hear about how the experience has benefited 

you, so that we can make it better for future students. In the same way, we need to 

know how much your language skills have improved through spending time in the 

country. If you don’t complete the Participants’ Survey and OLS assessment, it could 

make it difficult for REY Europe or your college to secure Erasmus+ funding in the 

future. It costs on average €2,500 to send each student out on each placement – it’s 

not much to ask in return. 

 What types of activities count as dissemination, and when should I do them? 

You should be sharing your experience on social media and the internet whilst you 

are out in the country and after you return. You’ll have time off to enjoy yourself, so 

post photos and videos of the local area. However, remember that this is not a 

holiday, so you should also post photos and videos of yourself at work. Use 

hashtags, and include your college and REY Europe in your posts. When you come 

back, we might contact you and ask you a few questions so we can feature you as a 

case study on our website. Your tutors will also arrange other activities, such as wall 

displays, exhibitions, or articles in newspapers, magazines and the college 

prospectus. Giving presentations about your experience to students going out on 

placement is a great way to share your experience. 

Whatever you do, let us know at REY Europe. Send your dissemination to your 

relevant Partnership Manager: james@reyeurope.org or lisa@reyeurope.org. Link 

with REY Europe on Facebook, or tweet using our twitter handle @europerey. 

 

 

 

 

mailto:james@reyeurope.org
mailto:lisa@reyeurope.org
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Erasmus+ Tutor Planning Schedule 

Before Placements  

Participants recruited & selected 
Student/parent information sessions take place 

Oct/Nov 
Oct/Nov 

Dissemination Plan finalised with tutors and/or Marketing Teams Dec 

Job Descriptions circulated to tutors 12 weeks 

Participants provisionally mapped to placements 
Competency-based CVs sent to host companies (via REY Europe) 
Participant Information Sheet completed 
Participant Documents completed, signed and returned 

10 weeks 
10 weeks 
10 weeks 
10 weeks 

Placements provisionally confirmed by host companies 
Participants take OLS Initial Assessment 
Participants undertake their OLS course (online or via App) 

8 weeks 
8 weeks 
8 weeks 

Provisional Learning Outcomes formulated 6 weeks 

Provisional Learning Agreements issued to participants 
Provisional Learning Agreements shared with host companies 
Recording and evidencing methods agreed 
Pre-Departure Training takes place 
Participants meet host employers over phone/skype 

4 weeks 
4 weeks 
4 weeks 
4 weeks 
4 weeks 

 During Placements  

Orientation activities take place 
APs visit student accommodation 
Placements start and workplace induction takes place 
APs visit workplaces and finalise Learning Agreements 

1st week 
1st week 
1st week 
1st week 

Participants gather & record evidence of learning & tasks During 

APs visit workplaces to sign off Learning Agreements 
APs ensure References & Declarations of Attendance completed 

Final week 
Final week 

 After Placements  

Participants & APs gather for debrief session 
Participants complete online survey - 100% COMPLETION 
Participants complete OLS Final Assessment 

1 week 
1 week 
1 week 

Monitoring, Evaluation & Review (MER) meetings held - REY Europe & 
Tutor(s) 

2 weeks 

Post-activity dissemination output completed 
Documents collated and sent to the Contract Holder (i.e. REY Europe or 
College Lead) for secure storage: 

 Application forms & recruitment notes/scores (signed originals) 
 Final Learning Agreements (signed originals) 
 Employer References (signed copies) 
 Declarations of Attendance (signed originals) 

 

4 weeks 
4 weeks 
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Key documents 

Highlighted documents must be made available at short notice in the case of an audit by Erasmus+. Signed originals may need to be collected from 

you in person by a REY Europe member of staff, but you must collate and organise all documents before handing them to us. 

 

Document or resource Format Who should do this? What happens next? Done? 

1 Skills, Knowledge & Competencies 
Planning 

Word Completed by tutors & sent to REY Europe Sent to in-country partners by REY Europe  

2 Application Documents 

 
Word or online Completed by participants Emailed to REY Europe & originals securely stored  

3 Participant Information Request Form Word Completed by students & collated by tutor Emailed to REY Europe & originals securely stored  

4 Participant Contract Word Completed by students & collated by tutor Emailed to REY Europe & originals securely stored  

5 Participant CVs Word Completed by students & collated by tutor Emailed to REY Europe  

6 Passports & EHIC Originals Collated by tutor Copies scanned & emailed to REY Europe  

7 Welcome Letter Word Sent by REY Europe to each tutor Printed by tutor & given to students  

8 Job Descriptions (once matched) Word Sent by REY Europe to each tutor Printed by tutor & given to students  

9 Learning Agreement (provisional) Word Completed by students & tutors Emailed to REY Europe  

10 OLS Initial Assessment Web Sent by OLS via email to each student Assessment completed by student  

11 OLS Course Web Sent by OLS via email to each student Course to be followed by student  

12 Learning Agreement (finalised) Word Completed by students, tutors & line managers Emailed to REY Europe & originals securely stored  

13 Employer Reference Word Completed by students, tutors & line managers Signed copies sent to REY Europe & securely stored  

14 Participants’ Survey Web Sent by Erasmus+ via email to each student Survey completed by student online  

15 OLS Final Assessment Web Sent by OLS via email to each student Assessment completed by student 
 

 

16 Declaration of Attendance 

 
Word Completed by tutor & IP final week of mobility Emailed to REY Europe & originals securely stored  
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