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LEARNING AGREEMENT FOR TRAINEESHIPS - GRADUATES 

 
Erasmus Traineeship 2017-2019 

 
I. THE THREE PARTIES       

The Trainee       

Last name(s): Mustermann First name(s): Erika 

Date of birth:   01.01.1999 Nationality1:  deutsch 

Gender: M  F  Academic year:  2017/2018 

Study Cycle: 
Bachelor (or equivalent)   
Master (or equivalent)      
Doctorate (or equivalent)  

Field of 
Education, 
Code2:   

0512 

Phone: 2451/447788 E-mail: erika.mustermann@mustermail.de 

The Sending Institution (University) 

Name of 
Institution: Martin-Luther-Universität Halle-Wittenberg 

Erasmus Code: D HALLE01 (MLU) Country: Germany, DE 

Address:  Universitätsplatz 10, 06108 Halle 

Faculty/ 
Department: International Office 

Responsible 
contact 
person3: 

Anna Kostov 

The Receiving Organisation/Enterprise 

Name of 
Organisation/ 
Enterprise: 

University of Cambridge Department:   
(if applicable) Department of Zoology 

Street: 
Postal Code: 
City: 

Downing Street 1 
CB23EJ 
Cambridge 

Country:
  UK 

Website: www.zoo.cam.ac.uk 

Size of Enterprise: 
[Number of employees] 

< 250      > 250     

Contact person 
(Supervisor)4:  Dr. James Sample Phone: +44123-456789 

                                                
1 Country to which the person belongs administratively and that issues the ID card and/or passport. 
2 Please refer to the ISCED 2013 subject field that is closest to the subject of the degree to be awarded to the trainee by the 
sending institution. For the list of detailed subject fields, see: http://ec.europa.eu/education/tools/isced-f_en.htm. (look at: 
“find a code”)  
3 Responsible contact person at the sending institution: this person is responsible for signing the Learning Agreement, 
amending it if needed and recognising the credits and associated learning outcomes on behalf of the responsible academic body 
as set out in the Learning Agreement. It is a person who provides a link for administrative information and who, depending on 
the structure of the higher education institution, should be part of faculty (e.g. Prüfungsamt, placement coordinator, Erasmus 
coordinator, professor …). 

Last name(s): Mustermann First name(s): Erika

Date of birth: 01.01.1999 Nationality1: deutsch

Gender: M F Academic year: 2017/2018

Study Cycle:
Bachelor (or equivalent) 
Master (or equivalent)    
Doctorate (or equivalent)

Field of 
Education,
Code2: 

0512

Phone: 2451/447788 E-mail: erika.mustermann@mustermail.de

Name of 
Institution: Martin-Luther-Universität Halle-Wittenberg

Erasmus Code: D HALLE01 (MLU) Country: Germany, DE

Address: Universitätsplatz 10, 06108 Halle

Faculty/
Department: International Office

Responsible 
contact 
person3:

Anna Kostov

Name of 
Organisation/
Enterprise:

University of Cambridge Department:
(if applicable) Department of Zoology

Street:
Postal Code:
City:

Downing Street 1
CB23EJ
Cambridge

Country: UK

Website: www.zoo.cam.ac.uk

Size of Enterprise:
[Number of employees]

< 250     > 250   

Contact person
(Supervisor)4: Dr. James Sample Phone: +44123-456789

Von dem/der Praktikant/in auszufüllen

Von der Hochschule auszufüllen

Von der Praktikumseinrichtung auszufüllen

Von dem/der Praktikant/in auszufüllen  
Von der Hochschule auszufüllen

  

Von der Praktikumseinrichtung auszufüllen
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Position/Function: University Lecturer E-mail: james.sample@cam.ac.uk 

Mentor5:  
[If different from the 
contact person] 

      Phone:       

Position/Function:         E-mail:       

 

II. DETAILS OF THE TRAINEESHIP PROGRAMME 

Duration   

Period of the Mobility [day/month/year]: Start: 01.10.2017 End: 23.12.2017 

Number of working hours per week:40 Vacation [days/month]:0 
*Please note that the traineeship must be a full-time position (min. 35h/week). 

Contents/Tasks6 

 Detailed programme of the traineeship: 

- Wet-lab experience
- Advanced light microscopy, wide-field, confocal and multiphonton
- Post acquisition data analysis and quantitation of Immuno-fluorescence
- Drosophila genetics, dissection and sample preparation
- Attending University lectures and guest seminars from world experts
- Presentations and attendance of regular lab meetings and journal club discussions

 
 

 

                                                                                                                                                         
4 Contact person (Supervisor) at the Receiving Organisation: this person is responsible for signing the Learning Agreement, 
amending it if needed, supervising the trainee during the traineeship and signing the Traineeship Certificate.  He or she can 
also provide administrative information within the framework of Erasmus traineeships. 
5 The role of the mentor is to provide support, encouragement and information to the trainee on the life and experience relative 
to the enterprise (culture of the enterprise, informal codes and conducts, etc.). Normally, the mentor should be a different 
person than the supervisor. 
6 See annexed guidelines to find out what has to be described here. 

Detailed programme of the traineeship:

- Wet-lab experience
- Advanced light microscopy, wide-field, confocal and multiphonton
- Post acquisition data analysis and quantitation of Immuno-fluorescence
- Drosophila genetics, dissection and sample preparation
- Attending University lectures and guest seminars from world experts
- Presentations and attendance of regular lab meetings and journal club discussions

Period of the Mobility [day/month/year]: Start: 01.10.2017 End: 23.12.2017

Number of working hours per week:40 Vacation [days/month]:0
*Please note that the traineeship must be a full-time position (min. 35h/week).

Position/Function: University Lecturer E-mail: james.sample@cam.ac.uk

Mentor5:
[If different from the
contact person]

Phone:

Position/Function:   E-mail:



   3 

 Knowledge, skills and competences to be acquired 
by the trainee at the end of the traineeship (Learning outcomes):   

- Competency in spoken and written English
- Proficiency with high level microscopy
- Understanding of genetic schemes and modern genetic tool
- Being comfortable with dissection and tissue manipulation
- Networking with Professors and Fellows in Cambridge

 

 Monitoring Plan (Betreuung): 

- Weekly meetings with the principal investigator (PI) to discuss progress
- Monthly appraisals by the PI to monitor progress
- Open-door policy if there is any problem

 

 Evaluation Plan (Feedback):  

- Appraisal outcome will be discussed with the student
- Verbal feedback on work will be provides by the PI
- Lab members will offer advice to the student thoughout the placement

 

Language competence of the trainee 

The main working language(s) is (are):       ENGLISH.  

The level of language competence7 that the trainee already has or agrees to acquire by the 
start of the mobility period is: 

Language Level in      : A1   A2   B1   B2   C1   C2   Native speaker  

Language Level in      : A1   A2   B1   B2   C1   C2   Native speaker  
 

                                                 
7 For the Common European Framework of Reference for Languages (CEFR) see 
http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr. 

The main working language(s) is (are):       ENGLISH.

The level of language competence7 that the trainee already has or agrees to acquire by the
start of the mobility period is:

Language Level in : A1   A2   B1  B2  C1  C2  Native speaker 

Language Level in : A1   A2   B1  B2  C1  C2  Native speaker 

Knowledge, skills and competences to be acquired
by the trainee at the end of the traineeship (Learning outcomes): 

- Competency in spoken and written English
- Proficiency with high level microscopy
- Understanding of genetic schemes and modern genetic tool
- Being comfortable with dissection and tissue manipulation
- Networking with Professors and Fellows in Cambridge

Monitoring Plan (Betreuung):

- Weekly meetings with the principal investigator (PI) to discuss progress
- Monthly appraisals by the PI to monitor progress
- Open-door policy if there is any problem

Evaluation Plan (Feedback): 

- Appraisal outcome will be discussed with the student
- Verbal feedback on work will be provides by the PI
- Lab members will offer advice to the student thoughout the placement
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III. THE SENDING INSTITUTION 

Recognition 

 The traineeship is carried out by a recent graduate and, upon satisfactory completion 
of the traineeship, the institution undertakes to: 

1) Award ECTS credits (or equivalent)   Yes   No  

If yes, number of credits:      

2) Record the traineeship in the trainee's Europass Mobility Document. 

Please note: The Leonardo-Office Saxony-Anhalt will issue the 
graduate a EUROPASS Mobility. 

Yes   No  

Insurance 

The sending institution will provide a liability insurance to the trainee.       Yes   No  

The sending institution will provide an accident insurance to the trainee.  Yes   No  

 

IV. THE RECEIVING ORGANISATION/ENTERPRISE 

Salary 

The receiving institution will provide financial support for the    
traineeship:   

If yes, amount (€/month): 

Other contribution in kind (e.g. free accommodation, bonus, food and 
meals, public transport, etc.).  

Please specify:         

having a value of approx.       € /month  

 

Yes   No  

      

Yes   No  

 

Insurance 

The receiving institution will provide a liability insurance (damages caused 
by the trainee at the workplace) to the trainee.       

Yes   No  

The receiving institution will provide an accident insurance (damages 
caused to the trainee at the workplace) to the trainee.   Yes   No  

The accident insurance covers: 

- accidents during travels made for work purposes 

- accidents on the way to work and back from work 

 

Yes   No  

Yes   No  

The receiving institution will provide a liability insurance (damages caused
by the trainee at the workplace) to the trainee.      

Yes No

The receiving institution will provide an accident insurance (damages
caused to the trainee at the workplace) to the trainee. Yes  No

The accident insurance covers:

- accidents during travels made for work purposes

- accidents on the way to work and back from work

Yes  No 

Yes  No 

The receiving institution will provide financial support for the   
traineeship:  

If yes, amount (€/month):

Other contribution in kind (e.g. free accommodation, bonus, food and 
meals, public transport, etc.). 

Please specify: 

having a value of approx. € /month

Yes  No

Yes  No
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V. COMMITMENT OF THE FOUR PARTIES 

By signing this document, the trainee, the sending institution and the receiving 
organisation/enterprise confirm that they approve the Learning Agreement and that they 
will comply with all the arrangements agreed by all parties. The trainee and receiving 
organisation/enterprise will collaborate with the coordinating institution Leonardo-Office 
Saxony-Anhalt and communicate to the coordinating institution and sending institution 
any problem or changes regarding the mobility period. The coordinating institution and 
the trainee should also commit to what is set out in the Erasmus+ grant agreement. The 
institution undertakes to respect all the principles of the Erasmus Charter for Higher 
Education relating to traineeships. 

 

The Trainee 

Date: 05.08.2017 
 
Signature: 
 
 
 
 
 
 

The Receiving Organisation/Enterprise 

We agree to make utilise the above student´s knowledge and skills and provide him/her with 
tasks and responsibilities appropriate to his/her qualifications and experience. We will provide 
the trainee with appropriate equipment and support. 

Upon completion of the traineeship, the organisation/enterprise will provide the necessary 
documents for recognition of the placement by the trainee´s sending institution as well as a 
Reference Letter or the EU-Traineeship Certificate and the completed Euroskills-Questionnaire 
within 1 week after the traineeship. 
We confirm that we are not an official body/agency of the EU and/or that our institution does 
not administer Community programmes of the EU. 

Name: Dr. James Sample 
 
Date: 05.08.2016 
 
Contact person’s (= Supervisor´s) signature:           Stamp : 
 
 
 
 
 

 
 
 
 

The Trainee

Date: 05.08.2017

Signature:

The Receiving Organisation/Enterprise

We agree to make utilise the above student´s knowledge and skills and provide him/her with
tasks and responsibilities appropriate to his/her qualifications and experience. We will provide
the trainee with appropriate equipment and support.

Upon completion of the traineeship, the organisation/enterprise will provide the necessary
documents for recognition of the placement by the trainee´s sending institution as well as a 
Reference Letter or the EU-Traineeship Certificate and the completed Euroskills-Questionnaire
within 1 week after the traineeship.
We confirm that we are not an official body/agency of the EU and/or that our institution does
not administer Community programmes of the EU.

Name: Dr. James Sample

Date: 05.08.2016

Contact person’s (= Supervisor´s) signature:           Stamp :
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The Sending Institution  

Name (Position / Function): Anna Kostov (Institutional Exchange Coordinator) 

E-Mail: anna.kostov@international.uni-halle.de 
 
Date:02.09.2017 
 
Responsible contact person´s signature: 
 
 
 

    Phone: 0345-5521579 
 
 
 
    Stamp: 
 
 
 

 
 
 
 

The Project Coordinating Institution (Project Consortium) 

Leonardo-Office Saxony-Anhalt 
at the Otto-von-Guericke-University Magdeburg 
Universitätsplatz 2, 39106 Magdeburg 
Phone: +49 391 6758778 
Website: www.leonardo.ovgu.de 
Email: angela.wittkamp@ovgu.de 
Name of Head: Angela Wittkamp 

 

Date: 02.09.2017 
 
Signature:                                                               Stamp: 
 

 
 
 

The Sending Institution

Name (Position / Function): Anna Kostov (Institutional Exchange Coordinator)

E-Mail: anna.kostov@international.uni-halle.de Phone: 0345-5521579

Date:02.09.2017

Responsible contact person´s signature:     Stamp:
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ANNEX 

Guidelines on how to use the Learning Agreement for Traineeships 

The purpose of the Learning Agreement is to provide a transparent and efficient 
preparation of the traineeship period abroad and to ensure that the trainee will receive 
recognition in his/her degree for the traineeship successfully completed abroad.  

It is recommended to use this template. However, if higher education institutions already 
have an IT system in place to produce the Learning Agreement or the Transcript of 
Records, they can continue using it, provided that all the minimum requirements listed in 
this document are made available. Further fields can be added, if needed (e.g. 
information on the coordinator of a consortium), and the format (e.g. font size and 
colours) can be adapted.  

BEFORE THE MOBILITY  

Administrative data  

Before the mobility, it is necessary to fill in the Learning Agreement with information on 
the trainee, the Sending Institution and the Receiving Organisation/Enterprise and the 
three parties have to agree on the section to be completed before the mobility.  

In case some adminstrative data is already available to the three parties, there is no 
need to repeat it in this template. 

Most of the information related to the trainee, the sending and Receiving Organisations 
will have to be encoded in the Mobility Tool+.  

Traineeship Programme at the Receiving Organisation/Enterprise (II.)  

The Traineeship Programme at the Receiving Organisation/Enterprise should include the 
indicative start and end months of the agreed traineeship, the traineeship title, as well as 
the number of working hours per week.  

The detailed programme of the traineeship period should include the tasks/deliverables 
to be carried out by the trainee, with their associated timing.  

The Traineeship Programme should indicate which knowledge, intellectual and practical 
skills and competences (Learning Outcomes) will be acquired by the end of the 
traineeship, e.g. academic, analytical, communication, decision-making, ICT, innovative 
and creative, strategic-organisational, and foreign language skills, teamwork, initiative, 
adaptability, etc.  

The monitoring plan should describe how and when the trainee will be monitored during 
the traineeship by the Receiving Organisation/Enterprise, the Sending Institution, and, if 
applicable, a third party.  

The evaluation plan should describe the assessment criteria that will be used to evaluate 
the traineeship and the learning outcomes.  

Language competence  

A recommended level of language competence8 in the main language of work should be 
agreed with the Receiving Organisation/Enterprise to ensure a proper integration of the 
trainee in the organisation/Enterprise.  

The level of language competence in the main language of work, which the trainee 
already has or agrees to acquire by the start of the study period, has to be reported in 
the box provided for that purpose in the Learning Agreement or, alternatively, in the 
grant agreement. In case the level of the selected trainee is below the recommended one 
when signing the Learning Agreement (or, alternatively, the grant agreement), the 
Sending Institution and the trainee should agree that he/she will reach the recommended 
level by the start of the mobility.  

                                                 
8 Level of language competence: a description of the European Language Levels (CEFR) is available at: 
http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr.    

Ab hier nur zur Information. Bitte nicht mit ausdrucken! 
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They should also discuss and decide the type of support to be provided to the student by 
the Sending Institution (either with courses that can be funded by the Organisational 
Support grant or with the Erasmus+ OLS language courses, where applicable) or by the 
Receiving Organisation/Enterprise.  

The Erasmus+ Online Linguistic Support (OLS) has been designed to assist 
Erasmus+ trainees in improving their knowledge of the main language of instruction, 
before and during their stay abroad, to ensure a better quality of learning mobility.  

For mobility between Programme Countries, and for the languages covered by the OLS, 
the trainee must carry out an OLS language assessment before the mobility, and a final 
assessment at the end of the mobility, except for native speakers and in duly justified 
cases (e.g. special needs trainees).  

The completion of the OLS assessment before departure is a pre-requisite for the 
mobility. This assessment will be taken after the trainee is selected, before signing the 
Learning Agreement or, alternatively, the grant agreement.  

Based on the results of the OLS assessment, the Sending Institution may allocate an OLS 
language course to the trainees who wish to improve their language competences. 
Mobility participants with a level B2 or higher at the first language assessment in their 
main language of instruction have the opportunity to follow an OLS language course 
either in that language or in the local language of the country, provided it is available in 
the OLS. It is up to the Sending Institution to indicate this choice directly in the OLS. 

More opportunities for participants following the OLS language courses (OLS Live 
Coaching: MOOCs, Forum and Tutoring sessions) are available at 
http://erasmusplusols.eu  

Sending Institution (III.)  

The Sending Institution commits to recognise the learning outcomes acquired by the 
trainee upon satisfactory completion of the traineeship. There are three different 
provisions for traineeships and Section III. should be filled in accordingly:  

1. Traineeships embedded in the curriculum (counting towards the degree);  

2. Voluntary traineeships (not obligatory for the degree);  

3. Traineeships for recent graduates.  

Accident Insurance  

It is highly recommended that either the Sending Institution or the Receiving 
Organisation/Enterprise provide insurance coverage to the trainee, and fill in the 
information in Section III. and IV. accordingly. The trainee must be covered at least by 
an accident insurance (damages caused to the trainee at the workplace) and by a liability 
insurance (damages caused by the trainee at the workplace).  

Receiving Organisation/Enterprise (IV.)  

The Receiving Organisation/Enterprise should provide appropriate support, including 
mentoring, supervision and equipment to the trainee.  

The Receiving Organisation/Enterprise should also specify whether it will provide financial 
support and/or a contribution in kind for the trainee, on top of the Erasmus+ grant. 

The Receiving Organisation/Enterprise commits to issue a Traineeship Certificate within 5 
weeks after the end of the traineeship. 

Signing the Learning Agreement  

All parties must sign the Learning Agreement BEFORE the start of the mobility. It 
is not compulsory to circulate papers with original signatures, scanned copies of 
signatures or digital signatures may be accepted, depending on the national legislation or 
institutional regulations.  
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DURING THE MOBILITY  

Exceptional Changes to the Traineeship Programme  

The document for exceptional changes should only be completed during the mobility if 
changes have to be introduced into the original Learning Agreement. In that case, 
section II should be kept unchanged and changes should be described in the document 
for exceptional changes. The two documents should be kept together in all 
communications.  

When changes to the traineeship programme arise, they should be agreed as soon as 
possible with the Sending Institution.  

In case the change concerns an extension of the duration of the traineeship 
programme abroad, the request can be made by the trainee at the latest one month 
before the foreseen end date.  

Changes of the Responsible person(s)  

In case of changes of the responsible person(s), the information below should be inserted 
by the Sending Institution or Receiving Organisation/Enterprise, where applicable. 
Changes of the Responsible person(s) Name Email Position 
New Responsible person at the Sending 
Institution    

New Supervisor at the Receiving 
Organisation/Enterprise    

 
Confirming the Changes  

All parties must approve the changes to the Learning Agreement. The European 
Commission would like to limit the use of paper for exchanging documents as much as 
possible. That is why it is accepted that information is exchanged electronically, e.g. via 
email, scanned or digital signatures, etc. without the need of a paper signature. 
However, if national legislations or institutional regulations require paper signatures, a 
signature box can be added where needed. 

AFTER THE MOBILITY  

Traineeship Certificate by the Receiving Organisation/Enterprise  
After the mobility, the Receiving Organisation/Enterprise should send a Traineeship 
Certificate to the trainee and Sending Institution, normally within five weeks after 
successful completion of the traineeship. It can be provided electronically or through any 
other means accessible to the trainee and the Sending Institution. 

The Traineeship Certificate will contain at least the information in Table D. 

The actual start and end dates of the traineeship programme should be included 
according to the following definitions: 

- The start date of the traineeship period is the first day the trainee has been present 
at the Receiving Organisation/Enterprise to carry out his/her traineeship. For 
example, this could be the first day of work, a welcoming event organised by the 
Receiving Organisation/Enterprise, an information session for trainees with special 
needs, a language and intercultural course organised either by the Receiving 
Organisation/Enterprise or other organisations (if the Sending Institution considers it 
relevant for the mobility).  

- The end date of the traineeship period is the last day the trainee has been present at 
the receiving Organisation/Enterprise to carry out his/her traineeship, not his actual 
date of departure.  
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Transcript of Records and Recognition9 at the Sending Institution  

The Sending Institution should recognise the traineeship according to the provisions in 
section III. If applicable, the Sending Institution should provide the Transcript of Records 
to the trainee or record the results in a database (or other means) accessible to the 
student, normally five weeks after receiving the Traineeship Certificate, without further 
requirements than those agreed upon before the mobility.  

The Transcript of Records will contain at least the information that the Sending 
Institution committed to provide before the mobility in the Learning Agreement, i.e. the 
number of ECTS credits (or equivalent) awarded and the grade given (which can be 
expressed in the form of pass/fail).  

Diploma Supplement  

The information contained in the Traineeship Certificate from the Receiving 
Organisation/Enterprise should also be included in the Diploma Supplement produced by 
the Sending Institution (at least for Sending Institutions located in Programme 
Countries), except if the trainee is a recent graduate.  

It is also recommended to record the traineeship in the trainee's Europass Mobility 
Document (if applicable), particularly in the case of recent graduates, and in any case 
when the Sending Institution had committed to do so before the mobility.  

Recording the traineeship in the Europass Mobility Document is not applicable to mobility 
with Partner Countries which are not part of the Europass network. 

 

Table D - Traineeship Certificate by the Receiving Organisation/Enterprise 

Name of the trainee: 

Name of the Receiving Organisation/Enterprise: 

Sector of the Receiving Organisation/Enterprise: 

Address of the Receiving Organisation/Enterprise [street, city, country, phone, e-mail address], website: 

 

Start date and end date of traineeship:    from [day/month/year] …………………. to [day/month/year] ……………….. 

Traineeship title:  
 

Detailed programme of the traineeship period including tasks carried out by the trainee:  
 
 

Knowledge, skills (intellectual and practical) and competences acquired (achieved Learning Outcomes):  
 
 

Evaluation of the trainee:  
 
 

Date: 

Name and signature of the Supervisor at the Receiving Organisation/Enterprise: 
 
 

                                                 
9 Recognition : all the credits that the trainee has earned during the mobility and that were specified in the final version of the 
Learning Agreement (section III) are recognised by the Sending Institution, according to its commitment before the mobility 
and without further requirements than those agreed upon before the mobility. 
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Steps to fill in the Learning Agreement for Traineeships 

 


