ERASMUS MOBILITY PROGRAMME 2011/2012
General guidance and key requirements for academic and professional staff 
The benefits of Erasmus
The Erasmus Mobility Programme provides financial support to help support the costs of staff visits to partner institutions or enterprises in Europe. Erasmus forms part of the EU’s Lifelong Learning Programme (2007-2013) and is the European Commission's flagship educational programme for Higher Education students, teachers and institutions (www.britishcouncil.org/erasmus).  Erasmus is a great opportunity to develop your cultural awareness and exchange best practice with other colleagues in your professional and academic field! Erasmus is open to all nationalities.
How much funding is available?
For 2011-12 BU has been granted the following amounts of Erasmus funding for these two types of activities:
Staff teaching assignments - €19,010
Staff training assignments - €4,340
How will the funding be allocated and paid?

This funding will need to be shared out across all Schools / Professional Services and to ensure that this is done fairly the following process will be used:

· Staff will be required to submit a bid by Friday 28th October 2011 for one of the above types of Erasmus funding. 
· Your School / Department must support this and be prepared to share the costs of the visit – Erasmus is only meant as a contribution towards the cost of the mobility.
· Priority for visits will be given to staff who are carrying out visits overseas for the first time.
· The Erasmus funding is for visits which take place during the period 01 June 2011 - 30 June 2012. Staff can bid retrospectively for Erasmus funding for visits which take have taken place since 1st June 2011.
· The institutional Erasmus Coordinator (Deborah Velay) will advise staff of the outcome of the bid during November 2011.
· Funding will be paid to Schools / Departments via a journal transfer once the visit has been completed and all necessary paperwork returned. At the end of your visit you will submit the normal BU Overseas expenses form with your receipts for subsistence and travel to your finance office and claim the costs of your visit from your School / Department.  Your Finance department should then submit the approved copy of your overseas expenses form as well as a copy of your receipts to Deborah Velay.
· Staff must ensure that they have sufficient financial resources to carry out their visit and are not reliant on Erasmus funding for this.
· Please note - mobility grants for staff are provided as contributions towards subsistence and travel and are calculated on the basis of receipted expenditure. Within the amount of funding a member of staff is allocated from their bid, the maximum travel grant allowed is €500. Furthermore, the maximum amount of subsistence allowed will differ depending on the country visited and the duration of the visit.
KEY REQUIREMENTS FOR TEACHING VISITS
Teaching staff mobility can be undertaken:

1) to one of BU’s partner universities where we already have a bilateral agreement in place
2) by staff of an enterprise invited to BU to undertake teaching activities. In these cases the mobility is managed by the relevant School at BU.

Eligibility criteria

To be eligible, teaching staff must be
· employed by BU 
· or be an incoming member of staff employed by an eligible enterprise* and invited to BU to carry out teaching activities.
* The definition of an eligible enterprise is ‘all undertakings engaged in economic activity in the public or private sector whatever their size, legal status or the economic sector in which they operate, including the social economy.’
BU’s Erasmus partners

Information about BU’s Erasmus partners for 2011-12 is saved on the I Drive at I:\SAS\Public\Student Services\Study & Work Abroad\Overview of Agreements\2011-12

Duration of teaching period

There is an obligation to deliver at least 5 hours of teaching (i.e. at least one day). A minimum duration of 5 working days is strongly recommended to provide a meaningful contribution to the teaching programme and international academic life at the host institution. Shorter periods should be exceptional. The maximum duration is 6 weeks.

For teaching periods of 5 days or less weekends or holidays falling in the period of the stay abroad are not usually considered for support, unless they are used as travel or working days. In such cases the teaching programme should demonstrate that teaching activities have been undertaken for the period reported.
Documentation required:

Before the teaching visit commences:

· Completed & signed off Teaching Programme Agreement & Teacher Mobility Agreement
At the end of the teaching visit:
· Letter of confirmation from host university
· Completed teaching feedback report – online version for 2011-12
· Completed & approved Overseas Travel Approval form with receipts for travel and subsistence

All Erasmus paperwork must be submitted by 30 June 2012 for reporting purposes.

KEY REQUIREMENTS FOR TRAINING VISITS
Staff going to an enterprise:

· Learn by transfer of knowledge and to acquire practical skills. 

· Activities can also include: language training, seminars, workshops, courses and conferences. These should not account for the majority of activities carried out.

Non-teaching staff visiting a partner university:

· Learn from the experiences and good practices of the partner university and improve the skills required for their current job. 

· The main activity is a short stay in the partner institution that may include a short secondment period, job-shadowing scheme, study visit etc.
Teaching staff visiting a partner university:
· Main purpose is to receive training. 

· Formal periods of practical training, short secondments etc should account for the majority of the activities carried out. 

· Activities can also include: language training, seminars, workshops, courses and conferences. These should not account for the majority of activities carried out.

Duration:
· The minimum duration of training visits is 5 working days and the maximum duration is 6 weeks

· Shorter stays are allowed exceptionally in the case of attendance of seminars, workshops and conferences, but full justification must be given to the content and relevance of this for the staff concerned.

Eligibility criteria

To be eligible, staff involved in staff training must be employed by BU.
Duration of training period

The duration of the training period shall be from 1 (5 working days) to 6 weeks. Shorter stays abroad are allowed in exceptional cases where the other commitments of a member of staff make a longer stay impossible. The institution must be able to provide full justification in such cases with specific attention to the content and relevance for the staff concerned.
Weekends or holidays falling in the period of the stay abroad are not considered for support, unless they are used as working or travel days. In such cases the work plan should demonstrate that training activities have been undertaken for the period reported.
Documentation required:

Before the training visit commences:

· Completed & signed off Training Programme Agreement 

At the end of the teaching visit:
· Letter of confirmation from host university / enterprise
· Completed training feedback report – online version for 2011-12
· Completed & approved Overseas Travel Approval form with receipts for travel and subsistence

All end of visit paperwork must be submitted by 30 June 12 for reporting purposes.

Before visits commence:

· Staff should arrange all details of the visit with the partner university/host company well in advance of the actual date of the visit. If there are any changes to the visit (e.g. change in timing, different partner university/host company) this must be notified to Deborah Velay no later than the end of January 2012. BU’s Interim Report for staff mobility is due to be submitted to the British Council in February 2012 and it is essential that all staff visit details are correct.
· All staff need to take a copy of BU’s Travel Insurance policy with them whilst they are abroad. A copy can be found at I:\Finance\Public\Insurance
· Information about the procedures for Overseas Travel as well as the approval form can be found on the I Drive at I:\Personnel\Collaborative\Overseas Working.  
Erasmus Coordinators
School of Applied Sciences: Amanda Korstjens (akorstjens@bournemouth.ac.uk)

Design, Engineering & Computing: Reza Sahandi (rsahandi@bournemouth.ac.uk)

School of Health & Social Care: Nursing - Chris Little (clittle@bournemouth.ac.uk), Midwifery – Sue Way (sueway@bournemouth.ac.uk), Social Work – Jill Davey (jdavey@bournemouth.ac.uk)
The Business School: Mark Ridolfo (mridolfo@bournemouth.ac.uk)

The Media School: Tom Watson(twatson@bournemouth.ac.uk)

The School of Tourism: Roger Vaughan: (rvaughan@bournemouth.ac.uk)

DEADLINE FOR SUBMISSION OF BIDS – FRIDAY 28th OCTOBER 2011
Contact person

Deborah Velay

Erasmus Coordinator
D234, Dorset House, Talbot Campus
dvelay@bournemouth.ac.uk, ext: 65824
