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Automatisch generierte Beschreibung]HLW Feldbach
The form has to be filled in by the participant first



Please complete, sign and send to Mag. Petra Mehsner. electronically to petra.mehsner@hlwfeldbach.at  by 1 week before departure. You will find the contact details at the end of this document.
1. Information about the participant of the internship abroad:
	Name Participant:
	


	Date of birth Participant:
	


	Street:
	


	Postal code & City:
	


	Phone number:
	


	E-Mail:
(The email address where you can be reached. This must be a private email address. 
	


	School:
	


	Field of Study:
	


	Class:
	



2. Domestic contact person details:
	 Name of domestic contact person: 
	


	Phone number of domestic contact person:
	


	Mail oft he domestic contact person: 
	



Attention: In case of minors these are obligatory legal guardians. This also applies if you are of age and your parents or former legal guardians support the internship abroad financially.

3. Key data of the internship abroad:
	Internship duration in days:

	


	Start of internship & end of internship as date:
(including day of arrival and departure).
	


	Internship contract available: 

	


	Payment – yes/no:
	


	
	

	Address of residence – street postcal code & city abroad:
(if data available)
	




	Main working language:
(The language you will use at work. In Cyprus and Malta, for example, this is, most often, English.)
	

	Emergency contact person:
(abroad)
	


	The emergency contact person can be reached by phone at:
	



4. Bank details of grant recipient:
(can be participant, legal guardian or contact person in the country)
· ATTENTION: The specified account must be within the European Union!
	Name of the account holder
or account wording:
	


	IBAN:
	


	BIC:
	


	
	

	Bank name:
	


	Bank code:
	


	Account number:
	





5. Obligations of the participant (the intern), when participating in HLW Feldbach:
Prior to the internshjp:
· The intern, together with the supervising teacher and HLW Feldbach, prepares the learning agreement to be signed by the "host organization"(Aufnehmende Einrichtung), the internship organization. This must be done before the internship begins. Without a completed, signed, and if necessary stamped, learning agreement, the 1st instalment of the grant cannot be paid.
· The intern participates in the "Self-Assessment" of the "Online Linguistic Support" before the beginning or at the beginning of the internship. 
· The intern has sufficient insurance coverage and has confirmed this to STVG.  See pages 9 and 10: Insurance Information and Confirmation Form
· Note: We recommend that you inform your responsible embassy, consulate of your home country, for EU citizens these are the embassies and consulates of all EU member countries, about your stay abroad (location, duration and contact details) by mail.
During the internsip:
· The intern must do his/her best to successfully complete the internship according to the learning agreement.
· The intern must document the internship activities sufficiently and in detail: in any case by a personal final report (if necessary, by weekly reports, diaries or an alternative system of reporting).
· The entire duration of the internship must be confirmed without gaps by the "host organization", the internship organization, by means of a Personal Transcript (personal proof of performance) or the Europass Mobility certificate (or, if applicable, by an internship certificate)
· The intern prepares the Personal Transcript or the Europass Mobility certificate together with the "host organization" and the "sending organization" (= STVG) (in case of the internship certificate, only the "host organization" issues it).
· The personal transcript (personal transcript of achievement) or the Europass Mobility certificate (if applicable, the internship certificate) must have been issued before departure from the internship location and signed and/or stamped by the "host institution", the contact person of the internship organization.
· Attention: Internships that do not last at least 14 days (incl. arrival and departure day) are not funded by the EU!


After the internship:
Immediately after the end of the internship, the participant is obliged to send the following receipts and confirmations to the STVG project contact persons:
· Copy of the completed and stamped Personal Transcript or Europass Mobility certificate (or internship certificate, if applicable) and a
· Internship Report / Final Report

After the internship, the intern participates in the feedback activities of the European Commission, via the so-called "Mobility Tool", and the sending institution, i.e. HLW Feldbach. These include, besides the already mentioned final report and the online completion of a "Participant Report" of the "Mobility Tool", as well as the completion of a "Self-Assessment" of the "Online Linguistic Support" after the end of the internship.

· Note: If you do not complete all the required tasks after the internship, you will not be able to receive the second instalment under any circumstances. 
· Attention: If you do not prepare the documents necessary for the documentation of your internship - "Personal Transcript" & Final Report - or if you do not complete the "Participant Report" of the "Mobility Tool", you will have to pay back to HLW Feldbach all the grants already received, as HLW Feldbach is obliged to transfer these funds back to the Austrian National Agency Erasmus+ Education!


6. Obligations in case of cancellation, termination of the internship and in case of accident or illness before or during the internship.
Cancellation:
· The participant must send any necessary cancellation in writing with reasons to STVG as the "sending institution". HLW Feldbach must receive the participant's written cancellation no later than 14 days before the start of the internship.
· Funding must be refunded in the event of cancellation if it has already been transferred.
· All cancellation fees are to be paid by the participant in any case.

· Note: We also recommend that you take out (non-mandatory) cancellation insurance for early termination of the internship that is not due to an accident or illness. This cancellation insurance can also cover you financially in case of a cancellation of the internship.

In case of illness or accident before the start of the internship: it is not possible to start the internship or it does not make sense due to the duration of the internship.
· In case of illness or accident before the start of the internship, you must immediately visit a doctor and/or a hospital and request and receive a confirmation of your illness and/or accident. (This confirmation is required by HLW Feldbach for submission to the Austrian National Agency Erasmus+ Education)
· Inform your contact person at HLW Feldbach immediately by calling them. 
· Save the sick leave confirmation digitally and analogously and send it immediately and as soon as possible by mail to your contact person at HLW Feldbach.

· Attention: We absolutely need the cancellation confirmations or cancellation invoices of the trips and accommodations cancelled due to illness or accident. Without these confirmations or invoices, we will not be able to pay you any Erasmus+ funding, which you will need for the cancellation costs to be paid personally.

· Note: We additionally recommend that you take out (non-mandatory) cancellation insurance for cancellation of your internship due to illness or accident. 

Case of illness, accident during the internship without termination of the internship
· In case of illness, accident, you must immediately visit a doctor and/or a hospital and ask for and receive a confirmation of your illness and/or accident there.
· You will need this confirmation for your internship company: Secure and submit it immediately and as soon as possible to your internship company, their internship organization.

Termination of the internship due to illness or accident
· You must immediately consult a doctor and/or hospital in case of illness, accident and obtain confirmation of your illness and/or accident.
· Inform immediately: your contacts at home and abroad, your internship company and your YSGE supervisors at HLW Feldbach
· Immediately report the claim, illness and/or accident, to your insurance company(ies) to ensure proper processing of the claim by your insurance company(ies).
· Save your confirmation and send it to your insurance company and STVG immediately or as soon as possible. 

· Attention: without sick leave confirmation, we cannot pay you any Erasmus+ funding that you will receive for the working time and the time spent on sick leave abroad. 

Termination of the internship due to other reasons
· You must notify HLW Feldbach of an early termination in writing and before you return to Austria. 
· A large part of the costs arising from the termination must also be paid by the participant.

· Attention: Internships that do not last at least 14 days (incl. arrival and departure day) are not funded by the EU!


7. Change of the internship company, internship organization during the internship
· If you change the specified internship company, you must inform HLW Feldbach before the change. 
· In any case, a Personal Transcript (personal performance record) must be prepared with the previous internship company, internship organization. Alternatively, an internship confirmation is sufficient for us. This must contain your name, date of birth and the basic dates of the internship (from - to) and it must be stamped or signed.
· Attention: You also need a Personal Transcript (personal proof of performance) from the new internship company, the new internship organization!

8. Photo and image rights:
By participating in the project, the intern agrees that photos and videos from project events and project activities and internships may be used and published for reporting and public relations purposes until revoked.

9. Finances & payments
The participant acknowledges that the funding is a grant and not a full payment of costs. 

The amount of funding for the participant is calculated 
a) according to the national rates of the Subsistence Allowance (determined by the Austrian National Agency Erasmus+ Education) and the European Union Travel Grant and
b)  according to the total amount of grants for subsistence costs and travel costs awarded to HLW Feldbach as the applicant institution.


Explanation: The EU, respectively the National Agency Erasmus+ Education, may also grant only a part of the funds requested by STVG for the areas "travel costs" and "subsistence costs", on the basis of which HLW Feldbach will prepare corresponding support packages.


Payment modalities:
· For short-term internships completed during the school year, HLW Feldbach will transfer 90% of the grant amount to the participants or grantees approximately 6 weeks after submission of the signed and, if applicable, stamped learning agreements to the Austrian National Agency Erasmus+ Education.
· By approximately the end of July/beginning of August, HLW Feldbach will transfer 70% of the funding amount of internships that are carried out during the summer vacations or as part of compulsory internships (e.g. in Höhere Lehranstalten für Wirtschaftliche Berufe [HLW]) from June 1. (Prerequisite = A signed, and if applicable, stamped learning agreement with the internship company!). 20% will be payed approximately 6 weeks after submission of the signed and, if applicable, stamped learning agreements to the Austrian National Agency Erasmus+ Education.
· The transfer of the remaining 10% takes place after the Austrian National Agency Erasmus+ Education has positively concluded the project. (This usually takes up to one and a half years and a maximum of two years after the completion of the internship).
· ATTENTION HOLIDAY: The EU (the European Commission and subsequently the Austrian National Agency Erasmus+ Education and finally the HLW Feldbach as the project executing agency of HLW Feldbach) does not support vacations!
In principle, the participant (the trainee) is liable for himself/herself or, in case of minors, the legal guardian.
I hereby acknowledge the above information and the enclosed funding instructions.
	
	
Signature of participant	Legal guardian (in the case of minors)


Recipient of funding
(This is usually the parent or legal guardian providing financial support to the participant).

__________________________________, at ___________.20_
Contact:
Mag. Petra Mehsner, petra.mehsner@hlwfeldbach.at
FV Christine Radaschitz, christine.radaschitz@hlwfeldbach.at 
HLW Feldbach, Pfarrgasse 6, 8330 Feldbach


Internship abroad insurance: information und confirmation

Dear ladies and gentlemen, dear project participants, 

according to the Erasmus+ guidelines a sufficient private insurance of the participants is obligatory for the duration of the internship! (In addition to the compulsory health and accident insurance
  European Health Insurance Card)

Before the departure of the participant the following questions have to be clarified: Where are you insured or co-insured as a participant and how? 
 Please discuss this with your insurance agent or that of your legal guardian.

The following private insurances have to be considered:
1. 	liability insurance (as part of the household insurance)
2.	accident and health insurance (private)
3. 	repatriation insurance - also in case of death
The insurance coverage for points 1. to 3. must be confirmed to HLW Feldbach!
4. 	travel insurance (optional)

HLW Feldbach recommends the conclusion of the "Europäische Reiseversicherung". This includes travel liability insurance; accident and health insurance and repatriation insurance. However, this does not apply to all professional activities carried out during an internship abroad. In any case, internships in the fields of gastronomy and tourism, office management and office activities in general are covered by the "European Travel Insurance". For more information, please visit https://www.europaeische.at/ Otherwise https://www.protrip-world.com/de sisstill an option.

If there are activities during the internship that are not covered by the European Travel Insurance, we, HLW Feldbach, will support you to organize an alternative solution for the necessary insurance coverage. 

If this option is not taken up, the participant him/herself assumes the risk for accidents and / or claims occurring in the host country.


Note on social security:
The participant is obliged to take the e-card with him/her abroad. 
The European health insurance card printed on the back of the e-card is valid as proof of health insurance. The costs for social insurance are borne by the legal guardian in Austria or the participant him/herself.
As the organization handling the Erasmus+ project, we need the signed confirmation of your current insurance coverage from you.
Confirmation of sufficient insurance coverage
I hereby confirm that the participant of the Erasmus+ Project!

Name:

______________________________________

has sufficient, mandatory insurance coverage.
This insurance coverage includes:
· Liability insurance (private),
· Accident and health insurance (private),
· repatriation insurance (also in case of death)
In principle, the participant is liable for himself/herself or, in the case of minors, the legal guardian. In case of damage, the institution organizing the project, or its partners are not liable under any circumstances


______________________________________	_____________________________________
Signature of the participant (if he/she is of age),	Signature of legal guardian or parents (in case 	of 	minors)


__________________________________, at ___________.20__
Contact:
Mag. Petra Mehsner, petra.mehsner@hlwfeldbach.at
FV Christine Radaschitz, christine.radaschitz@hlwfeldbach.at 
HLW Feldbach, Pfarrgasse 6, 8330 Feldbach


Internship abroad Data Protection Regulation (DSVGO): information and confirmation for participants
The project of HLW Feldbach is an EU funded, Erasmus+ KA 1 project. In order to participate in this project, we need personal data from you/you. We are contractually obligated as a funding recipient and contractual partner to store the data for 10 years after the end of the current project.
We ask for your understanding that in case of objection or restriction of storage and processing of personal data, participation in " is not possible for legal and organizational reasons.
The HLW Feldbach stores, processes the following personal data: school, last name and first name, the student's e-mail address, the student's cell phone number and age.
These personal data will be shared with the European Commission of the European Union, https://ec.europa.eu/commission/index_de,and with OEAD Gmbh - National Agency Erasmus+ Education | National Agency Erasmus+ Education, A-1010 Vienna | Ebendorferstraße 7.
This consent can be revoked at any time by contacting Dir. Mag. Markus Sturm, Head of HLW Feldbach: office@hlwfeldbach.at
You have/you have the right of access, rectification, deletion, and restriction of processing of personal data if permitted by law or after expiry of the contractual terms of the EU project. In addition, you have/you have the right to object to the processing of your/your personal data for the purpose of participating. In case of objection, HLW Feldbach will no longer store, process and pass on your, your personal data. In this case, you/you cannot participate.
Furthermore, you/have the right to lodge a complaint with the supervisory authority: Austrian Data Protection Authority, Wickenburggasse 8, 1080 Vienna, dsb@dsb.gv.at.   
 Confirmation on the next page.


I hereby confirm to HLW Feldbach that HLW Feldbach, as described above, may store my personal data in the context of my participation in may store, process and pass on.



Name:______________________________




______________________________________
Signature of participant (if of age),




_____________________ _________________
Signature of legal guardian or parents (in case of minors)





__________________________________, at ___________.20__

Contact:
Mag. Petra Mehsner, petra.mehsner@hlwfeldbach.at
FV Christine Radaschitz, christine.radaschitz@hlwfeldbach.at 
HLW Feldbach, Pfarrgasse 6, 8330 Feldbach
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