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You're hosting a participant of a mobility program?

Here is a guide to complete the Europass Mobility
certificate!




What is Europass Mobility?

Europass Mobility is one of the 5 documents which compose the “European Skills passport”.
Europass Mobility is a standard document in use throughout Europe which formally records
details of the skills and competences acquired by an individual — whatever age, educational
level and occupational status — during a period of mobility in another European country
(European Union/EFTA/EEA and candidate countries).

Europass Mobility aims to:

- boost transparency and visibility of European mobility experiences, helping holders to show
better what they have gained through this experience, particularly in knowledge, skills and
competences;

- encourage recognition of experiences gained abroad; promote European mobility for
learning purposes, by making its results more visible.
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Who is involved in the Europass Mobility experience?

Europass Mobility involves a partnership between the organisation sending the holder of the Europass
Mobility (sending partner) and the organisation hosting the holder of the Europass Mobility abroad (host
partner). Both organisations agree on the purposes or contents, objectives, duration, methods and
monitoring of the Europass Mobility experience, as well as on the language(s) to be used to fill in the
Europass Mobility document. The Europass Mobility is completed by the sending and host partners of

the mobility project.

You are the host partner of a Europass Mobility experience. How to
complete the document?

As the host partner, you have to fill in the sections “Skills acquired during the Europass Mobility
experience” and/or “Record of courses completed and individual grades / marks / credits obtained”, then
stamp and/or sign the Europass Mobility and finally send back the completed Europass Mobility to the
sending partner.
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Complete “Skills acquired during the Europass Mobility experience”
section:

Skills acquired during the mobility experience

264 ACTIMITIESITASKS CARRIED OUT *
Replace with text.

274 JOB-RELATED SKILLS

Replace with text

28A LANGUAGESKILLS
Replace with text

294 COMPUTER SKILLS|
Replace with text

04 ORGAMNISATIONMAL f MAMNAGERIAL SKILLS
Replace with text

1A COMMUNICATION SKILLS
Replace with text

324 OTHER SKILLS

Replace with text

334 DATE*® 244 SIGMATURE COF THE REFEREMCE 254 SIGMATURE OF THEHOLDER
FERSOMMENTOR *

09 09 2000
dd  mm yyyy

* Headings markedwith an asterisk are mandatory.
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26a : ACTIVITIES/TASKS CARRIED OUT:

Company/Organisation: size, business line

Service/section/unit in which the intern is attached

Objectives and assignments

Work environment: working methods, tools, relations with other units...

Example:

The trainee was attached to the reception service of a 3-star hotel in a big touristic area. The service
"Reception” counts 3 full-time people, and is equipped with 2 switchboards and 2 computers.

The trainee worked under my responsibility (as responsible for the service) or with one of my collaborators.
The trainee worked in association with the staff of the hotel and was in direct contact with the customers of
the hotel, by telephone and by e-mail.

After a short period of observation of the functioning of the service (1 day) the trainee was formed (2 days)
in the computing tools (standard and software of reservation). Then he worked under the responsibility of
the head receptionist. Finally, in the last period of the training course, he worked in complete autonomy
concerning the phone and e-mail reservation.

Tasks/Activities (use action verbs)
Example:

-accommodate clients
-administrate switchboard
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27a: JOB-RELATED SKILLS

Describe what the trainee learned using example of tasks he/she handled.
Measure his/her progress: compare before/after

Example of questions to ask oneself:

- What was the daily activity of your trainee? (Description)

- To what technique was the trainee formed? (Description)

- Did he/her know how to adapt him/herself to the specificities of your company/department/unit?
(Measure)

- At the end of the training course does the trainee master better the techniques used ? (Measure)

28a : LANGUAGE SKILLS

Describe what the trainee learned in all situations he/she had to use the host language: reading, talking,
listening, with help or not.

Example:

He attended Polish lessons 4h/week (B1 level), used polish to talk with the employees, is able to understand a
simple conversation.

Measure his/her progress: compare before/after.

Example:

X was barely able to handle a simple conversation when he/she arrived. At the end of the training course,
he/she was talking quite easily.

You can use the self-assessment grid of Common European Framework of Reference for Languages next

page.
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Common European Framework of Reference for Languages - Self-assessment grid

A1

Basic User

| can understand familiar words and
wery basic phrases conceming myssif,
my family and immediate concrete
surmoundings when people speak
slowly and clearty.

| can understand familiar names, words.
and very simple sentences, for
example on notices and posters or in
catalogues.

| can interact in @ simple way provided
the other person is prepared to repeat
or rephrase things at a slower rate of
speech and help me formulate what 'm
trying to say. | can ask and answer
simple questions in areas of immediate
need or on very familiar topics.

| can use simple phrases and
sentencas to describe where | live and
people | know.

| can write a short, simple pestcard, for
example sending hobiday greetings. |
can fill in forms with personal details,
for example entering my name,
nationality and address on a hotel
registration form.
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A2

Basic User

| can understand phrases and the
highest frequency vocabulary related
to areas of most immediate personal
relevance (e.g. very basic personal
and family information. shopping,
local area. employment). | can catch
the main point in short, dear, simple
messages and announcements.

I can read very short. simple texs. |
can find specific, predictable
information in simple everyday
material such as advertisements,
prospectuses, menus and Gmetables
and | can understand short simple
persanal letters.

| can communicate in simple and
routine tasks requiring a simple and
direct exchange of information on
familiar topics and activities. | can
handie wery short social exchanges,
even though | can't usually
understand enough to keep the
conversation geing myself.

| can use a senes of phrases and
sentences to describe in simple
terms my family and other people,
living conditions, my educational
background and my present or mast
recent job

I can write short, simple notes and
messages. | can write a very simple
personal letter, for example thanking
somecne for something.

B1

Independent user

| can understand the main points of dear
standard speech on familiar matters
regularty encountered i work, school,
leisure, eic. | can understand the main
point of many radic or TV programmes
on cumrent affairs or topics of personal or
professional interest when the delivery is
relatively slow and clear.

| can understand texts that consist
mainly of high frequency everyday or job-
related language. | can understand the
descripion of events, feelings and
wishes in personal letters.

| can deal with most situations likely to
arise whilst ravelling in an area where
the language is spoken. | can enter
unprepared nto conversation on topics
that are familiar, of personal interest or
pertinent to everyday life (e.g. family,
hobbies, work, travel and cument
events).

| can connect phrases in a simple way in
order to describe expenences and
events, my dreams., hopes and
ambitions. | can briefly give reasons and
explanations for opinions and plans. |
can namate a story or relate the plot of a
book or film and describe my reacbons.

| can write simple connected text on
topics which are familiar or of personal
interest | can write personal letiers
describing expenences and mpressions.

B2

Independent user

| can understand extended speech and
lectures and follow even complex lines
of argument provided the topic is
reasonably familiar. | can understand
most TV news and current affairs
programmes. | can understand the
majority of films in standard dialect.

| can read arficles and reports
concemed with contel ry
problems in which the writers adopt
particular attitudes or viewpoints. | can
understand contemporary literary
prose.

| can interact with a degree of fluency
and spontaneity that makes regular
interaction with native speakers quite
possible. | can take an active partin
discussion in familiar contexts,
accounting for and swstaining my
views.

| can present dear, detaled
descriptions on a wide range of
subjects related to my field of interest. |
«can explain a viewpoint on a topical
issue giving the advantages and
disadvantages of varous options.

| can write cear, detaled text on a wide
range of subjects related to my
interests. | can write an essay or
report, passing on information or giving
reasons in support of or against a
particular point of view. | can write
letters highlighting the personal
significance of events and experiences.

Common Europe

C1

Proficient user

| can understand extended speach
even when it is not clearly structured
and when relationships are only
implied and not signalled explicity. |
can understand television
programmes and féms without too
much effort.

| can understand long and complex
factual and literary texts, appreciating
distinetions of style. | can understand
specialised articles and longer
technical instructions, even when they
do not relate to my field.

| can express myself fluently and
spontaneously without much cbvicus
searching for expressions. | can use
language flexibly and efectively for
social and professional purposaes. |
can formulate ideas and opinions with
precision and relate my contribution
skilfully to those of other speakers.

| can present clear, detailed
descriptions of complex subjects
integrating sub-thermes, deweloping
particular points and rounding off with
an appropriate conclusion.

| can express myself in chear, well-
structured text, expressing points of
view at some length. | can write about
complex subjects in a letter, an escay
or a report. underlining what | consider
to be the salient issues. | can selecta
style appropriate to the reader in mind.

an Framework of Rel
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C2

Proficient user

I have no dificulty in understanding any
kind of spoken langusge, whether live
or broadeast. even when delivered at
fast native speed, provided | have some
time to get familiar with the accent.

| can read with ease virtually all forms of
the written language, including abstract,
structurally or linguistically complex
texts such as manuals, specialised
articles and literary works.

| can take part effortessly in any
conversation or discussion and have a
pood familiarity with idiomatic
expressions and colloquialisms. | can
express myself fuenty and convey finer
shades of meaning precisely. if | do
have a problem | can backtrack and
restructure around the dificulty so
smoothly that other people are hardly
aware of it.

| can present a clear, smoothly-fowing
description or argument in a style
appropriate to the context and with an
effective logical structure which helps
the recipient to notice and remember
significant points.

| can write dear, smoothly-flowing text
in an appropriate style. | can write
complex letters, reports or articles
which present a case with an efective
logical structure which helps the
recipient fo notice and remember
significant points. | can write summaries
and reviews of professional or literary
works.

of Curope
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29a : COMPUTER SKILLS

Describe situations in which the trainee used computer with concrete example of tasks.

Example:
X has been formed during 2 days to use Y computer software. This software is widely used in hostel business

for reservations administration. X is now capable of using basic functionalities of the software without help.

Measure his/her progress: compare before/after.

Example:
At the end of the mobility experience, X is able to use various functionalities of the software and has

improved his/her skills in word processing and spreadsheets.
You can use the Digital competences - Self-assessment grid next page.

30a : ORGANISATIONAL / MANAGERIAL SKILLS

Describe situations in which the intern had to organize his/her working time and methods to respond to

your needs.

Example:
Due to an unforeseen absence of a collaborator, X managed to handle the increased workload by making a

new tasks distribution.

Measure his/her progress: compare before/after.
Example:
At the end of the training course, X was able to identify and manage priorities in his/her work.

X #E::;ASMUS * ! . ﬁ Erasmus+




Infiormation processing

O

Communication

Caontent creation

Problem solving

Digital competences - Self-assessment grid

Basic Ut=er
I ean leak for informalion enline using a search engine.
I knaw nol all anline infarmation is rekable.

| can save or store files or conlent {&.g. lexd, pcbures, music, videas, web
pages) and relrieve them once saved o sloned.

| can commuricale with ofhers using mabile phone, Voics over IP (2.4 Skype)
aemril o chal - Lsing basie fealures (&g, woice messsging, SMS, send and
receive s-mais, et sxchangs).

I can share fles and content using sirple bocks.

I kriarwe | £2in use digital iechnoingies 1o inerac] with senices (as
govemments, banks, hospitals).

| &m aware of socal netwarking sites and online callaberation loals,
I am sware that when using digital foois, certsin commurstation rules apphy
(.4 when commenting, sharing persenal information).

I ean produce sirgle digital canterd (2.5, bexl, lables, images, audio files) in al
least are farmal using digital tecks.

I can make basic ediing to content preduced by others.

I krvaw thal cantent can be cowered by copyright.

| et apply and madify simple funefions and seltings of soflware and
appbeations that | use (2.0, change defaul sstlings).

| can ke basic steps fo prolect my deviees (e.9. using antviruses and
pataworde). | know thal not all online infoarmation is reliable.

| &m aware that my credentials (username and password) can be siolen. |
know | should not reveal privabe information onbine.

I ki Ihal using digital leshnology toe extensively can affeel my health,
| kake basic mestures 10 SAve Snergy.

| can fimd suppon and assistance when a lechnical prablem oecurs or when
using a new device, program or application.

| knaw how io salve some routine problems (e.g. dose program, re-slart
computer, resinslalliupdale program, check inbernet conneclion).

I kv that digital iocls can help me in sohving probilems. | am also aware thal
thesy harve feir limitafions.

\eihen carfiantad with a technolagical or nen-leshnalagical preblem, | an use
the digital loals | knw o sohve il

| & aware that | reed bo updale my digital sills regularly.

§<éuropass

Independent user

| can use diffisrent search engines 1o find infarmation. | use same fillers when
searching (£.9. searching only images, videos, maps).

| compare different sounces (o assess the reliability of the infarmatiaon | find.
| edssify the information in 8 methedical way using fles and foldars 1o bacate
these sasier | da backups of infarmatian or files | have stared.

I can use advanced features Mm:rﬂm‘nuricaimmchq:.g.usiq;w::
owvar P and sharing flies).

I zan use collaboration tools and conlribute ta =g. shared documents/fles
sormeans e has created.

| &an use some festures of anline Services (2.4, pubiic serviess, e-banking,
online shopping).

| pass an o share knowledge with others anline je.g. through social
networking ioals of in onfine communities).

I am aware of and use The rules of online communicaion ("reliquetia”).

I ean predute eemples digital eerdent in different formals (.9, teed, lables,
images, auka fles). | can use nalsledilees far erealing web page o blog
Lsing Sermplabes (o g, WeedPress).

I can apgly basic formatting {£.g. insert footnotes, charts, latiles) ta lhe
earilent | or ofhers have pradused.

1 o bow ba reference and reuse corlent covered by copyright.

I o fhe basics of ane programming language.

I have: installed sscurity programmes an the devios{s) st | use fo access fhe
Irteeroel {e.g. ardiirus, firewall). | run these programmes an a regulsr basis
and | undate them regulary.

I use different passwords o msseq..pfrnﬂ devices and digital servicss
and | modfy them on a periodic basis

| can idenfify the websites or e-mail messages which might be used o scam. |
can identify a phishing esmail.

I can shape my anline digital idenlity ard keep track of my digital Toatprint.

I undersiand the haalth risks assocaled with e use of digital 1schnology
{0, ergonpmy, fisk of sddiction).

I understand e pasitive and negative impast of technalagy on the
enviranment.

I an salve mest of lhe more requent problems that arise when using digtal
techralogies.

Imus:ﬁﬁalluﬂumhpslu solve {nor=technical) problems. | can sslect a
digital toel that suils my needs and assess its fectenes.

I ean salve technological prablems by exploring the sefiings and oplions of
programmes or fooks.

I reguilarly update ry digtal skilis. | am aware of my limits and iry bo fll ry
Baps.

Proficient user
| g use advanced search siralegies (.9, using search operabars) to ind
rekable information an Bie inlemel. | can use wed feeds (ke RSS) to be
updated with content | am inerested in.
| g sssess Se validity and eraditility of infarmation using a range of erileria
| & aware af new advances in infarmation Seanch, ﬂﬂ* and retrieval.
Immrﬁmmnhuﬂmmnbmnmumm | cn use
clowd infarmation Slorage servites

| actively use a wide range of communication ools (e=mail, chat, SMS, instant
ressaging, blogs, micre-blogs, sedial nehwarks) for online communicatian.

| can create and manage content with collaboraion tools .. electranic
calendars, preject management syslems, anling proafing, online
spreadehats).

| actively participate in online spaces and use several online services (e.g.
pubtlic services, e-banking, online shopping).

| can uze advanced features of communication ioals (e.g. video conferencing,
data sharing, applicaion sharing).

| can praduce ar modify complex, mulimedia conbent in different farmats,
using & variely of digital plaifarms, lecks ard envi is. | can creste a
websibe Lsing & programming languages.

| can use advanced formatling funclions of different toals (.. mail merge,
merging documents of different formats, using sdvanced formulss, macros).
| knaw haw lo apply licenoss and copyrighls.
Immmstwhr@m | kniow how 1o design, create and
mrodify databases with a comguier

| Frequently eheck the security canfiguraan and sysiems of my deviees
areier of e applications | use.

1 ke bt react if mry compules is infected by & vins,
| ean configure or modify Sie frewall and security sefiings of my digitsl
devicas

| kriaw b 10 encrypld esmails or s,

| can apply fibers 16 Spam swmails.

To awoid healih probiens (physical and psychological), | make reasonable
we of ferrnation and eemmuricalion leshnakagy.

I have an informed stance en the impact of digital iechnalogies on everpday
fifz, anline censumplion, and the smwircrment.

| 2 sahe simest all problems that ariss when using digital lsshnalagy.

| 2 choaze the right tool, device, applicaion, saltware of s2nice 1o solve
[nersectmical) problems.

| aware af new technological developments. | understand how new tools
Wk,

| rquently update my digtal skils.
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31a : COMMUNICATION SKILLS

Describe each situation in which the trainee has been in relation with other employees or customers,
business partners or suppliers.

Example:

X knew quickly how to adapt him/herself to the team and hierarchy.

X was respectful towards the customers

Measure his/her progress: compare before/after

Example:

While he/she was quiet at the beginning of the internship and did not dare to deal directly with the
customers (only by e-mail), the trainee knew how to, from the second week, develop excellent capacities of
communication by telephone with the customers, to their big satisfaction.

32a: OTHER SKILLS:
This section is free. You can describe any other skills the trainee has developed during the
internship beside skills of the previous sections: any experience you find useful and rewarding

to prove training course inputs.

Examples: punctuality, positive attitude, enthusiasm, open-mindedness...
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Complete the « Record of courses » section:

Record of courses completed and individual grades / marks / credits obtained

268

33B

348

358

378

388

STUDENT MATRICULATICHN NUMBER * Replace with text

278 288 298 30B 31B 32B
COURSE UNIT TITLE OF THE DURATIOM == |  LOCAL ECTS/ECVET | ECTS/ECVET
CODE" COURSE UNIT * GRADE ** GRADE CREDITS *

ESSAY/REPORT/DISSERTATICON

Replace with text

CERTIFICATE/DIFLOMA/DEGREE AWARDED, if any

Replace with text

SURMAME(S)AMD FIRST MAME(S) OF MENTORADMINISTRATION OFFICER *
Replace with text

DATE OF VALIDATION *

09 09 2000

dd  mm yyyy

MAME AND ADDRESS OF THE INSTITUTION *

Replace with text
Replace with text
Replace with text
Replace with text

= * Headings markedwith an asterisk are mandatory.

Add or remaove lines if required

368 SIGMATURE OF THEHOLDER

398 STAMP ANDJ/OR SIGMATURE
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Once section « Skills acquired » and/or « Record of courses » completed, you can sign/ stamp
the document and give it back to the trainee or the sending partner.

The holder has now a precise and complete attestation of what he/she learned during his/her
mobility. It can be used to find a job, a new internship or school/formation center.

Want to learn more about Europass Mobility and the 4 others documents of the
European Skills passport?

Cedefop: http://europass.cedefop.europa.eu/fr
Erasmus Agency: http://www.agence-erasmus.fr/page/europass
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