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LIFELONG LEARNING PROGRAMME

COMENIUS

Application Form 2009 for 

COMENIUS ASSISTANTSHIPS

(Host Schools)

Please note that the tables referred to in certain fields of this form can be found in the annex.

1. Submission Data

	LLP Sub-Programme 
	Comenius
	Action 
	Assistantships

	Call
	2009 

	Submitted to
	CMEPIUS, Šole gostiteljice,
 Ob železnici 16, 1000 Slovenia


	Name of the Applicant Institution
	


General Information
Before completing this form, please read the relevant sections in the Lifelong Learning Programme Guide for Applicants and the 2009 Calls for Proposals published by the European Commission. Please consult also the website of your National Agency, which contain additional information on closing dates, National Agency addresses to which the application must be sent, and specific priorities for that year. Links to all these documents and further information such as frequently asked questions can be found on the Lifelong Learning Programme website:
 http://ec.europa.eu/education/programmes/llp/index_en.html
This form is to be used by schools wishing to host an Assistant under Comenius. There is a separate form for individuals to apply to be assistants. The deadline for schools to submit this form to their National Agencies is 30 January 2009.
As from 2009, adult education institutions have to apply for a Grundtvig Assistantship, which requires a specific application form.
The host school does not receive any financial support as it will benefit from the presence and the work of the assistant. Assistants receive a grant to help to cover travel costs and to contribute towards subsistence costs. The grant amounts are fixed by each National Agency within a European framework. 

checklist

Before submitting the application, please make sure that it fulfils the requirements listed below.

Please check with your National Agency or consult the Lifelong Learning Programme website for further details.
	· The original application form and 2 copies are submitted to the National agency.
· The electronic version of the application is submitted either to the e-mail address: comenius@cmepius.si or is submitted on the CD Rom, DVD, USB key, floppy disc or external disk.

· The application has been submitted by the applicant by the published deadline. 
· The application has been submitted using the correct application form.

· The application has been submitted according to the instructions published by the National Agency.

· The form is not hand written.

· The form is completed in full.

· The application has been completed using one of the official languages of the EU, or, in the case of the EFTA/EEA or candidate countries, in the national language of the country concerned.
· Either the country of origin or the country of destination is a Member State of the EU.
· Your institution is located in one of the countries participating in the Lifelong Learning Programme. Please consult the Part I of the LLP Guide 2009, section "Which countries participate in the programme?"
· You have checked with your National Agency that your institution/organisation belongs to one of types of institutions eligible to host a Comenius Assistant. 
· The form has been signed by the legal representative of your institution or a person duly authorised by the legal representative.

· The activity takes place within the eligible period (1 August 2009 to 31 July 2010)




2. Host Data

2.1 Organisation  

If the application is successful, all correspondence will be sent to this address.

	Full Legal Name
	In national language and characters

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

	Type of Organisation

[see Table A "Type of org."]
	

	Legal Status
	( Private 
	( Public 
	Size (staff)
[see Table B "Size"]
	

	 Commercial Orientation
	( Profit  
	( Non profit  
	Size (students)

[see Table B "Size"]
	

	Address 
	Street – Number

	Postcode
	 
	 City
	

	Country
	
	Scope
[Table C "Geographical Scope"]
	

	Region
	

	Telephone
	
	Fax
	

	E-mail address
	
	Website
	


2.2 Department and Contact person 

This person will supervise the Comenius Assistant if the application is successful. If need be, this person may be contacted at his/her private address during school holiday periods.

	Title
	
	First name
	

	Family name
	

	Department (if relevant)
	

	Position (if relevant)
	

	Work Address
	 Street – Number (if different from 2.1)

	Postcode
	
	City
	 

	Country
	

	Telephone 1
	
	Telephone 2
	

	Mobile
	
	Fax
	

	E-mail address
	

	Private address
	

	Private telephone
	


2.3
Context of the Host organisation

How would you describe the context in which your institution operates?

For example: is your institution located in a socio-economically disadvantaged area? Is it confronted with specific needs from pupils or staff (for example pupils at risk of exclusion, pupils with disabilities, children of migrants, refugees)? If so, please explain.

	


2.4
Experience in European cooperation activities

Does your institution already have experience in European cooperation activities? Please indicate former projects in which you were involved in the last five years (for example those funded by the LLP programme and/or its predecessors (e.g. Socrates, Leonardo, Youth)

	Start Year
	Programme or Initiative
	Type of Action
	Identification number
	Contracting organisation
	Title of the project 
	Website

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Add rows if necessary.

2.5 Location

	Location size and area

[see Table D "Locations"]
	

	Can your institution be easily reached by public transport? 
	( yes, by:

( no, explain:



	Can you help the Assistant to find suitable accommodation?
	( yes, we can  find accommodation and take care of the practical arrangements 

( yes, we can give information on potential accommodation, but we cannot take on any practical arrangements




2.6 Head of institution 

The person who is legally authorised to represent the host institution.

	Title  
	 
	First name
	

	Family name
	

	Position
	


Signature

To be signed by the person legally authorised to sign on behalf of the applicant institution/organisation. 

	I, the undersigned, certify that the information contained in this application form is correct to the best of my knowledge. I confirm that my institution has the financial and operational capacity to complete the proposed project.

Institution (Full legal name): 

Place:






Date :

Name:

Signature:







Stamp (if applicable):




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 any time (http://www.edps.europa.eu/00_home.htm).

3. Description Of The Planned Assistantship

3.1
Description 

Motivation to host an Assistant. Please explain why you want to host an Assistant, and how you will make the best and most imaginative use of the assistant’s skills.

In your explanation, please cover all the following questions: 
· What are your reasons for wanting to host an Assistant?

· In which areas of the curriculum will the Assistant be involved and how?
· How will the Assistant be involved in extra-curricular activities of your institution and, if applicable, in other activities of the local community?
· If your institution is to share the Assistant with other institutions, how will his/her workload be managed and monitored?
· Will the Assistant have an opportunity to teach his/her culture and mother tongue?
Please indicate whether you intend to deliver a Europass mobility certificate

http://europass.cedefop.europa.eu/europass/home/vernav/InformationOn/EuropassMobility/navigate.action
	


3.2
Aims and outcomes

· Please describe the benefit that will be derived from the Assistantship for your institution.

· Which concrete outcomes would your institution like to achieve by hosting an Assistant?
	


3.3
Profile of the assistantship
Please indicate in descending order (1 = top priority, maximum 3) your preferences for each of the aspects listed below. 

Please note that the assistant’s actual work programme and working hours must be negotiated with the assistant.

	3.3.1 Type of activities [see Table E "Types of Activities"]

	1
	

	2
	

	3
	


	3.3.2 Age range of pupils [see Table F "Age range of pupils"] 

	1
	

	2
	

	3
	


	3.3.3 Subject taught [see Table G "Educational fields"]

	1
	

	2
	

	3
	


	3.3.4 If subject taught is a language, please specify [see Table H "Languages"]

	1
	

	2
	

	3
	


	3.3.5 Teaching language. Please specify the language in which the assistant should be able to teach his/her subject/s [see Table H "Languages"]

	1
	

	2
	

	3
	


3.4
Indicate your preferences for dates

The period can start at the beginning of August 2009 at the earliest, and must finish by the end of July 2010 at the latest. Minimum duration: 13 weeks – maximum duration: 45 weeks.

	Starting earliest (dd/mm/yy)
	Ending latest (dd/mm/yy) 
	Preferred Duration (in weeks)

	
	
	


3.5
Indicate your preferences for profile of assistant
	Country of origin 

It is only possible to either fill in option a) or option b)
a) If you have no preference for the country of origin of the Assistant, tick the following box (this will increase your chance of finding an Assistant):   (. 
b) If you do have a preference, please complete the table below listing up to 6 countries of origin (in order of preference) of the Assistant.

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	


	Mother tongue [see Table H "Languages"] 

It is only possible to either fill in option a) or option b)

a) If you have no preference for the mother tongue of the Assistant, tick the following box (this will increase your chance of finding an Assistant):   
(. 
b) If you do have a preference, please complete the table below listing up to 6 languages (in order of preference):

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	


3.6
Which of the aspects mentioned in 3.3, 3.4 and 3.5 are the most important to you, and why?  
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Annex to the 2009 Comenius Assistantships Application Form – LLP Reference Tables

The tables below should be used when filling in the 2009 Comenius Assistantships (Host) 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. Type of organisation 
	EDU-SCHNur - Pre-primary school

	EDU-SCHPrm - Primary school

	EDU-SCHSec - General secondary school

	EDU SCHVoc - Vocational or technical secondary school

	EDU-SPNeed - Establishment for learners/pupils with special needs

	OTH - Other


B. Size

	S1 - 1 to 20

	S2 - 21 to 50

	S3 - 51 to 250

	S4 - 251 to 500

	S5 - 501 to 2.000

	S6 - 2.001 to 5.000

	S7 - more than 5.000


C. Geographical Scope

	L - local

	R - regional

	N - national

	E - European

	I - international


D. Location

	LCTY -  large city (over 300.000 inhabitants)

	TWN  -  town/city (50.000– 300.000 inhabitants)

	SMLTW - small town (10.000- 50.000 inhabitants)

	VILL - village (less than 10.000 inhabitants)


E. Type of activities
	INF
	Provide information on countries of origin

	INTGR01
	Support for less advantaged learners

	INTGR02
	Support for learners who have difficulties in learning

	LANG01
	Improve learners comprehension and expression in a language

	PRACT04
	Produce teaching material

	PREP01
	Prepare a European project/partnership

	PREP02
	Prepare learners and teachers/trainers for mobility

	TRN04
	Teach assistant's mother tongue


F. Age range of pupils

	A - 3-5 years

	B - 6-10 years

	C - 11-15 years

	D - 16-19 years

	E - 20-26 years


G. Educational fields

	0103 - Arts and Crafts

	0104 - Music

	0105 - History

	0106 - Religion/Ethics

	0107 - Civics

	0108 - Mother Tongue

	0109 - Foreign Language

	010a - Mathematics

	010b - Physics

	010c - Chemistry

	010d - Biology

	010e - Geography

	010f - Environmental Education

	010g - Health Education

	010h - Sports

	010i - New Technologies

	010j - Economy and Business

	010k - Vocational subjects

	010l - Other basic programmes


H. Languages

	BG - Bulgarian

	CS - Czech

	DA - Danish

	DE - German

	EN - English

	ET - Estonian

	FI - Finnish

	FR - French

	GA - Irish

	IS - Icelandic

	EL - Greek

	HU - Hungarian

	IT - Italian

	LV - Latvian

	LT - Lithuanian

	MT - Maltese

	NO - Norwegian

	NL - Dutch; Flemish

	PL - Polish

	PT - Portuguese

	RO - Romanian

	SK - Slovak

	SL - Slovenian

	ES - Spanish; Castilian

	SV - Swedish

	TR - Turkish
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