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LIFELONG LEARNING PROGRAMME

COMENIUS

Application form 2008 for

IN-SERVICE TRAINING

for staff involved in school education

	PLEASE NOTE THAT THE TABLES REFERRED TO IN CERTAIN FIELDS OF THIS FORM CAN BE FOUND IN THE ANNEX 
Text in angular brackets [] is only an instruction and should be replaced by your information.


1. Submission Data

	LLP Sub Programme 


	 Comenius
	Action Type 
	In-Service Training

	Call 2008
Please tick the relevant submission date.


	( 31.1.2008 for training starting between 1.4.2008 and 30.6.2008
( 31.3.2008 for training starting between 1.7.2008 and 30.9.2008
( 30.6.2008 for training starting between 1.10.2008 and 31.12.2008
( 30.9.2008 for training starting between 1.1.2009 and 31.3.2009



	Submitted to


	CMEPIUS, “Comenius – IST”, Ob železnici 16, 1000 Ljubljana

	Date

	 
	Application language 
	[See Table A "Languages"]


	Name of the applicant
	


	Contact e-mail

(for all further communication with National Agency in connection with the application)
	


general information

Before completing this form, please read the relevant sections in the Lifelong Learning Programme Guide for Applicants and the 2008 Calls for Proposals published by the European Commission and by your National Agency, which contain additional information e.g. National Agency addresses to which the application must be sent, and specific priorities for that year. 

The 4 fixed application deadlines for the year 2008 are the following:

31/01/2008 (for training starting between 1 April 2008 and 30 June 2008)

31/03/2008 (for training starting between 1 July 2008 and 30 Sept 2008)

30/06/2008 (for training starting between 1 Oct 2008 and 31 Dec 2008)

30/09/2008 (for training starting between 1 Jan 2009 and 31 March 2009)

Links to all relevant documents and further information such as "Frequently Asked Questions" can also be found on the Lifelong Learning Programme website:

 http://ec.europa.eu/education/programmes/llp/index_en.html  
and on the web page of your National agency (CMEPIUS):

http://www.cmepius.si/razpisi/llp_0810.aspx
checklist

	· The application is being submitted to the National Agency of Slovenia (CMEPIUS). The application procedures are fulfilled and the closing dates set out in the Call for Proposals are respected.

· An electronic copy of the application has to be sent via e-mail to the following address: comenius@cmepius.si or on CD rom /floppy disc to be sent with the application.

· The applicant is a national or permanent resident of a country participating in the Lifelong Learning Programme. The eligible countries are the 27 Member States of the European Union, Norway, Liechtenstein, Iceland, Turkey. Persons registered as stateless or holding refugee status in a country which participates in the Lifelong Learning Programme are also eligible for funding.

· The training activity must take place in one of the countries participating in the Lifelong Learning programme (see above) and can not take place in the country of residence (Slovenia).
· The form has been completed in Slovene or English language.

· The form is typed using a word-processor and printed from a computer.

· The form has been completed in full. All pages are marked with consecutive page number.
· The original form submitted to the National Agency bears the signature of the applicant and has been signed and stamped by the person authorised to enter into legally binding commitments on behalf of the applicant institution concerned (or a person duly authorised by the legal representative).
· The form must include a grant request in Euro, and the amount cannot be increased at a later stage. 

· The original form with obligatory enclosure (programme of the training activity), 2 copies and an electronic version are prepared to be submitted to the National Agency (1 original + 2 copies). 


2. Application Data

2.1
Home institution 
	Full Legal Name
	[In national language and characters]


	
	[In Latin characters (where originals are not in Latin characters)]


	Type of Organisation
	[see Table B "Type of Organisation"]

	Legal Status of Organisation
	( Private 
	( Public 
	Size (staff)

see Table D "Organisation size"
	

	Commercial Orientation
	( Profit  
	( Non profit  
	Size (pupils/ students)

- if applicable -
	

	Address
	[Street – Number]

	Postcode
	
	City
	

	Country
	
	Scope of the organisation


	[see Table C "Geograph. Scope"]


2.2     Applicant person 

	Title
	
	Sex (m/f)
	

	First name
	

	Family name
	

	Department
- if applicable -
	

	Position 


	

	Address 
	[Street – Number (private address)]

	Postcode
	
	City
	 

	Country
	

	Telephone 1
	
	Telephone 2
	

	Mobile
	
	Fax
	

	E-mail
	


2.3
Special needs of the applicant person 

If you have special needs, please give details of any additional arrangements that are necessary to enable you to take part in the training activity. Please note that in justified cases the grant amount can be increased.

	


2.4    Previous Grants

Please indicate if you have received financial support under the Lifelong Learning programme or its predecessor programmes Socrates and Leonardo da Vinci in the past two years 

( No

( Yes

If "yes", please fill the table below.

	Programme
	Type of activity
	Date of grant award
	Reference no. of the grant

	
	
	
	

	
	
	
	

	
	
	
	


(Add rows if necessary)

2.5
Theme of training requested

Please indicate if you are applying for a training activity in the field of language learning or for any other thematic area (general in-service training). 

( General in-service training activities

( Language training activities
· Training in the methodology or pedagogy of language teaching

· Training in pure language skills
2.6     Category of educational staff that you belong to
Please indicate to which of the following categories of staff you belong:

	(
	Teacher (including those in pre-primary education and vocational training)

	(
	Trainer

	(
	Head teacher, Director, Rector

	(
	Education manager

	(
	Administrative or other non-teaching staff

	(
	Inspector

	(
	Advisor

	(
	Counsellor or career advisor

	(
	Educator/ mediator/ learning facilitator

	(
	Staff involved in intercultural education or working with children of occupational travellers, migrant workers, Roma and travellers.

	(
	Staff working with pupils with special educational needs

	(
	Other (please specify): 




If you are applying for training in the methodology or pedagogy of language teaching please indicate to which of the following categories of staff you belong:

	(
	A qualified and practising language teacher

	(
	A trainer of foreign language teachers

	(
	A teacher re-training as a foreign language teacher

	(
	A primary or pre-primary teacher whose responsibilities include or will include teaching foreign languages

	(
	A language teacher re-entering the profession after a period away from teaching

	(
	An inspector or adviser in the field of language teaching

	(
	School staff participating in a Comenius Partnership and requesting training in the partnership language

	(
	A school teacher requesting training in a less widely used and less taught language

	(
	Other (please specify): 




Only if you are applying for TRAINING IN PURE LANGUAGE SKILLS (i.e. not methodology), please indicate to which of the following categories you belong:

	(
	Person teaching another subject in schools through the medium of a foreign language (CLIL)

	(
	Teacher retraining as a foreign language teacher

	(
	School staff participating in a Comenius Partnership and requesting training in the Partnership language

	(
	School teacher requesting training in a less widely used and less taught language for teaching purposes


2.7     Language in which the training activity will be delivered
	Language in which the training activity will be delivered  
	[see Table A "Languages"]


2.8  Applicant's signature

	I, the undersigned, certify that the information contained in this application form is correct to the best of my knowledge. I request a grant from the Lifelong Learning Programme for the activities set out in this application. 

PROTECTION OF PERSONAL DATA
The grant application will be processed by computer. All personal data (such as names, addresses, CVs, etc.) will be processed in accordance with Regulation (EC) No 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. Information provided by the applicants necessary in order to assess their grant application will be processed solely for that purpose by the department responsible for the programme concerned. On the applicant's request, personal data may be sent to the applicant to be corrected or completed. Any question relating to these data, should be addressed to the appropriate Agency to which the form must be submitted. Beneficiaries may lodge a complaint against the processing of their personal data with the European Data Protection Supervisor at anytime. (http://www.edps.europa.eu/00_home.htm).

Place:






Date:

Name:

Signature:









Endorsement by the legal representative of the home institution 

	I, the undersigned, certify that the applicant person is a staff member of the organisation and I endorse this application.

Place:






Date:

Name  and position:

Signature:

Stamp of the home institution:



3. Training Activity Details

3.1
Contribution to European priorities 

Please indicate in the table below the European priorities that your training activity will address (if any).

	(
	implement early language learning and Content and Language Integrated Learning (CLIL)

	(
	collaborative working methods, in order to reinforce the teaching of transversal competences 

	(
	prepare for positions of functional responsibility within the school or to develop competences of existing school leaders

	(
	teach heterogeneous groups 

	(
	develop innovative pedagogic approaches involving the creative arts


3.2
Training activities

Please indicate the type of training you want to follow and provide related information under the relevant point.

	(
	Training course

	(
	Job-shadowing

	(
	European conference or seminar


3.2.1
Training courses

	Course title


	


	Is the training activity contained in the "Grundtvig-Comenius In-service training database"?

https://webgate.ec.europa.eu/llp/istcoursedatabase/search.cfm 
	(  Yes

(  No


If yes, please indicate:

	Reference number of the training in the " Grundtvig-Comenius In-service training database"
	

	Session number of the training in the " Grundtvig-Comenius In-service training database"
	


If the training course is not in the "In-service training database", please provide information on the institution organising the training course:

	Full legal name
	[In national language and characters]


	
	[In Latin characters (where originals are not in Latin characters)]


	Type of organisation


	[see Table B "Type of organisation"]

	Legal Address 
	[Street – Number]

	Postcode
	
	City
	

	Country


	

	Website
	


When sending your application, please include a copy of supporting documents on the activity, e.g. brochure, course programme, etc. (only for courses that are not in the database)

3.2.2
Job-shadowing or work placement

Institution and the person to be shadowed

Please provide contact details of the head of the institution and the person to be shadowed and a day-to-day programme of planned activities.

	Full legal name
	[In national language and characters]

	
	[In Latin characters (where originals are not in Latin characters)]

	Type of organisation
	[see Table B "Type of organisation"]

	Legal Address 
	[Street – Number]

	Postcode
	
	City
	

	Country
	

	Website
	


Head of the host institution

	Title  
	
	First name
	

	Last name
	

	Department 
	

	Position 
	

	Address 
	[Street – Number] 

	Postcode
	
	City
	

	Country
	

	Telephone 1
	
	Telephone 2
	

	Mobile
	
	Fax
	


Person to be shadowed

	Title  
	 
	First name
	

	Last name
	

	Department 
	

	Position 
	

	Address 
	[Street – Number]

	Postcode
	
	 City
	

	Country
	

	Telephone 1
	
	Telephone 2
	

	Mobile
	
	Fax
	


Please provide a day-to-day activity plan

	Day
	Activity type
	Description

	
	
	


You must include an invitation from the host organisation with this application which states that your host organisation is willing to support you in your training activity and to take the necessary organisation measures. 
3.2.3 European Conferences and Seminars

	Conference/ seminar title


	


Please provide information on the institution organising the European Conference or seminar:

	Full legal name
	[In national language and characters]


	
	[In Latin characters (where originals are not in Latin characters)]


	Type of organisation


	[see Table B “Type of organisation”]

	Legal Address 
	[Street – Number]

	Postcode
	
	City
	

	Country


	

	Website
	


When sending your application, you must include a copy of supporting documents on the activity, e.g. brochure, conference/ seminar programme, etc.

3.3
Themes of the training activity
	
	Theme (see Table E “Topics”)

	1
	

	2
	

	3
	


3.4
Dates and place of training activity 
	Country
	

	Town
	

	Dates

(dd/mm/yyyy)
	Start:
	
	End:
	


3.5
Preparation for the training 

How will you prepare for your participation in the training activity? In the case of job-shadowing, please give details on the cooperation between you and your host organisation prior to your stay.

Please give details of your fluency in the working language(s) of the training, indicating for example: qualifications obtained, language courses followed, time spent in the foreign country. 

Please indicate any language preparation courses to be taken.

	


3.6
Aims
Please explain the expected impact of the proposed training on your personal and professional competences, including language and intercultural benefits. 

Please explain how you expect the training to contribute to improving the way you perform your current job. 

Please explain how the training course you have selected matches your training needs.
	


3.7
European added value

Please show that the selected training activity abroad will have a greater potential value than similar training in your country.

Please indicate whether your participation in the training activity will contribute to give a European dimension to your institution.

If you intend to use any of the Europass tools please give details. If you need more information on Europass, please consult the following web site.
http://europass.cedefop.europa.eu/europass/home/vernav/InformationOn/EuropassMobility/navigate.action
	


3.8 
Outcomes and impact

Please explain the expected impact of your participation in the training activity on : a) your home institution; b) your  pupils or learners

How and to whom will you provide feedback on the outcomes of the training and the new knowledge/skills you have acquired?

How do you intend to use and disseminate (multiply) the results of your training?

How do you intend to evaluate your participation in the short and in the long term?

	


4. Budget

Please note that no changes to the budget request will be accepted and that no transfers can be made later between different budget items. Before filling this table, please consult Annex 2 “Grant rules”.

	Item
	Details
	Requested EU grant 
(in Euros)



	Travel 
(including visa costs)


	From (place): …………………………………………

To (place): ………………………………………………

Type of transport: …………………………………

Travel cost:

Visa cost (if applicable):

Total travel:
	EUR …………………

EUR …………………
EUR  ……………….

	Subsistence 


	Date of departure: ………………………………………

Date of return: ……………………………………………

Total duration of training activity: ……………

Total number of overnight stays abroad: ……

Requested subsistence grant:


	EUR …………………

	Fees (for courses, conferences or seminars; if applicable and already mentioned in 3.2.1 or 3.2.3)


	Name of course/ conference/ seminar: ………

……………………………………………………………………

Real estimated costs: EUR……………………………

Grant requested:
	EUR …………………



	Language preparation (if applicable and already mentioned in point 3.5)


	Real estimated costs: EUR…………………

Grant requested:
	EUR …………………

	Special needs (if applicable and already mentioned in 2.3)


	Real estimated costs: EUR…………………

Grant requested:
	EUR …………………

	Total EU funding requested


	
	EUR …………………




Nb: If individuals reside in one of the overseas countries and territories or have one of these territories as destination, real incurred travel costs shall be reimbursed in total, independent of the duration of the mobility activity.
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Annex 1 to the 2008 Comenius In-Service Training Application Form – LLP Reference Tables

The tables below should be used when filling in the 2008 Comenius In-Service Training application form. Whenever a field in the application form refers to a table, the options available for filling the field can be found in the tables below. If a code is provided, please type in both the code and the description.

A  Languages

	Bulgarian

	Czech

	Danish

	German

	English

	Estonian

	Finnish

	French

	Irish

	Icelandic

	Greek

	Hungarian

	Italian

	Latvian

	Lithuanian

	Maltese

	Norwegian

	Dutch

	Polish

	Portuguese

	Romanian

	Slovak

	Slovenian

	Spanish; Castilian

	Swedish

	Turkish

	Other, please specify


B Type of organisation

	Institution for in-service teacher training

	Institution for initial teacher training

	Pre-primary school

	Primary school

	General secondary school

	Vocational secondary school

	Establishment for learners/pupils with special needs

	Non-profit association

	Non-governmental organisation ("NGO")

	Public authority (local)

	Public authority (regional)

	Public authority (national)

	Other


C  Geographical Scope

	local

	regional

	national

	European

	international


D  Organization size (staff)

	1 to 20

	21 to 50

	51 to 250

	251 to 500

	501 to 2.000

	2.001 to 5.000

	more than 5.000


E  Topics

Please type in both the code and the name of the topic when filling the relevant section of the form.

	Tpc-01 Active citizenship

	Tpc-02 Addressing target groups with special needs

	Tpc-03 Artistic education

	Tpc-05 Basic skills

	Tpc-07 Career guidance & counselling

	Tpc-08 Combating failure in education

	Tpc-09 Comparing educational systems

	Tpc-10 Consumer education

	Tpc-12 Cultural heritage 

	Tpc-15 Economics, business, industry and commerce

	Tpc-16 Education  of specific target groups: (occupational travellers, migrants, travellers, gypsies)

	Tpc-17 Education in prisons or for social reinsertion of offenders

	Tpc-19 Environment / sustainable development

	Tpc-20 Ethics, religions, philosophy 

	Tpc-21 European citizenship and European dimension

	Tpc-22 European project management

	Tpc-24 Fight against racism and xenophobia

	Tpc-25 Foreign language teaching and learning 

	Tpc-26 Gender issues, equal opportunities 

	Tpc-27 Geography

	Tpc-28 Health education

	Tpc-29 History and social science

	Tpc-30 Inclusive approaches

	Tpc-32 Intercultural education

	Tpc-38 Mathematics

	Tpc-39 Media and communication

	Tpc-40 Methods to increase pupil motivation

	Tpc-41 Natural Sciences

	Tpc-42 New technologies, ICT

	Tpc-44 Pedagogy and didactics

	Tpc-45 Pedagogy of Environmental education

	Tpc-46 Pedagogy of Less Widely Taught and Less Used Languages (LWULT)

	Tpc-47 Pedagogy of Sciences and Technology

	Tpc-48 Pedagogy of Special needs education

	Tpc-49 Physical education and sport

	Tpc-53 Quality and evaluation of education

	Tpc-54 Quality assurance strategies / indicators and benchmarking

	Tpc-55 Raising pupil achievement

	Tpc-58 Reinforcing links between education and working life

	Tpc-59 School cooperation with the local community

	Tpc-60 School management, school autonomy

	Tpc-62 Social integration/exclusion

	Tpc-68 Training for inspectors

	Tpc-69 Violence in school - peace education

	Tpc-53 Other
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Annex 2 to the 2008 Comenius In-Service Training Application Form

Grant rules

This information complements the Guidelines for Applicants. Therefore, please also read carefully the section on Comenius in the Guidelines for Applicants.
The grant will make a contribution towards travel, subsistence costs, course fees and, if applicable, language preparation costs and visa costs. Your National Agency will decide on the actual grant amount; the decision will be determined by the budgetary resources available, which will depend on the budget of each participating country and the number of applications submitted.

The grant may be increased in the case of disadvantaged persons, i.e. persons who are disadvantaged for socio-economic reasons, and disabled persons who have special needs when travelling and staying abroad (e.g. an accompanying person). Your National Agency will assess the need for an increased amount against the information given in section 4 (budget summary and financial request) of the application form.

Travel costs

Travel costs are based on real costs incurred. The grant will cover 100 % of all travel costs, provided the cheapest rates are used. Travel costs include local/regional travel from the place of departure in the home country and to the destination in the host country. The National Agency will check that the cheapest rates have been used in all travel.  You will have to submit receipts to your National Agency.

Air travel may be used only for journeys of more than 400 kilometres unless a sea crossing is necessary. In the case of travel by car, the eligible amount shall be based on the cheapest equivalent travel fare (e.g. air travel, bus, train etc) but shall at any rate not exceed the cost of one equivalent first class rail fare regardless of the number of people travelling in the car.

Travel insurance costs are not covered. They can be supported from the standard subsistence amount.

Nb: If individuals reside in one of the Overseas countries and territories or have one of these territories as destination, real incurred travel costs shall be reimbursed in total, independent of the duration of the mobility activity.

Subsistence rates

Subsistence rates will be calculated and paid on the basis of daily or weekly rates, depending on the duration of the training activity:

· For training up to and including 6 overnight stays, daily rates will be used to calculate the contribution to subsistence;

· For training lasting between 1 and 6 weeks, weekly rates will be used. These weekly rates fall over time.

The rates for Slovenia are shown in the tables below. 
Grantholders do not have to keep receipts for subsistence costs.

Example 1 (training in Germany lasting 6 nights):

6 overnight stays x 146 € (daily rate in Germany) = 876 €
Example 2 (training in UK lasting 2 weeks/14 nights): 

(1 x 1st weekly rate at 1.019 € + 1 x 2nd weekly rate at 560 €) = 1579 €
Example 3 (training in France lasting 2 weeks and 5 nights):

(1 x 1st weekly rate at 865 € + 1 x 2nd weekly rate at 475 € + 5 nights of 3rd weekly rate at 271€) 

(3rd weekly rate = (271 €: 7) x 5 days = 194 €) = 1.534 €
Course, seminar or conference fees

A contribution will be made to the real costs of course, seminar or conference fees based on a maximum of 150 EUR per day. 

The details of the course, seminar or conference must be set out in point 3.2.1 and 3.2.3.

Language preparation

You can apply for a contribution towards the real costs of language preparation, unless you intend to participate in a language training activity. Language preparation may include self-study or participation in language classes, for example. Details must be set out in point 3.5 of this form

Special needs of the applicant person

You can request a grant to support the additional cost of provision necessary for you to participate in the training activity. Details must be set out in point 2.3 of this form.

For additional information refer to Part II of the Call, Annex III – Actions managed by the National Agency under section III.1 where the information on Slovene specifics of financing the program Comenius is given.
2008 SUBSISTENCE RATES PER DESTINATION COUNTRY, €

(Reference to the Part II of the Call: Annex III – Actions managed by the National Agency and Annex V – Scale of unit costs and lump sums, Table 5a: Lifelong Learning Programme 2008 - Mobility – Subsistence – Maximum rates per host country and category of duration of stay)tc "Table 5a: Lifelong Learning Programme 2008 -  Mobility – Subsistence – Maximum rates per host country and category of duration of stay" \f C \l 3
	HOST COUNTRY
	Mobility duration of 3 months=12 weeks or less

(travel excluded)

	
	Daily rate
	Weekly rate

	
	
	1st week
	2nd week
	as of 3rd week

	Belgique/Belgie - BE
	146
	732
	403
	230

	Balgarija- BG
	94
	469
	258
	148

	Ceska Republika - CZ
	125
	623
	342
	196

	Danmark – DK
	202
	1008
	554
	317

	Deutschland - DE
	146
	732
	403
	230

	Eesti – EE
	116
	581
	319
	182

	Ellas – EL
	137
	683
	375
	215

	Espana –ES
	150
	749
	412
	235

	France – FR
	173
	865
	475
	271

	Eire/Ireland – IE
	179
	893
	491
	281

	Italia – IT
	165
	823
	452
	258

	Kypros – CY
	134
	669
	368
	210

	Latvija – LV
	112
	560
	308
	176

	Lietuva – LT
	111
	553
	304
	174

	Luxembourg - LU
	146
	732
	403
	230

	Magyarorszag - HU
	111
	557
	306
	175

	Malta – MT
	132
	662
	364
	208

	Nederland – NL
	161
	805
	443
	253

	Oesterreich – AT
	156
	781
	429
	245

	Polska – PL
	112
	560
	308
	176

	Portugal – PT
	134
	672
	370
	211

	Romania- RO
	95
	473
	260
	149

	Slovensko –SK
	129
	644
	354
	202

	Suomi – FI
	171
	854
	469
	268

	Sverige – SE
	168
	840
	462
	264

	United Kingdom - UK
	204
	1019
	560
	320

	Island – IS
	168
	840
	462
	264

	Liechtenstein - LI
	176
	879
	483
	276

	Norge – NO
	204
	1019
	560
	320

	Türkiye – TR
	109
	546
	300
	172
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