You’re hosting a participant of a mobility program?
Here is a guide to complete the Europass Mobility
certificate!
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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.

3

Complete “Skills acquired during the Europass Mobility experience”
section:
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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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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.
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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:
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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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