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INSTRUCTIONS - UPDATE 2020! 
 

MOST IMPORTANT: 
It is not  just teacher training course application. It is 
holistic project! This is not just for the training trips, so 
you must tell in this application for the whole project! 
Now you must make a development project for your 
school or for consortium. So, if only one teacher is 
going to take part in this project from school, it is not 
good. So, 3-12 is a good amount, depending about size 
of your school and about the project. But some schools 
do get 20 grants J….You can ask from your NA what 
is usual amount.  

 

If you do not have EU-login account, go to website 
https://webgate.ec.europa.eu/cas/   to create it. You need this account to 
create OID code and fill the application form. BECAUSE THIS IS PROJECT 
EVALUATED BY YOUR NATIONAL AGENCY, YOU USE OID CODE, NOT PIC 
CODE!!!! 

When you are in, you will see two choises: opportunities and My 
applications.  You can skip this code making if you already have a PIC 
code. Then you find also your OID code from reseach page. PIC code is 
not used anymore. 

1. So, start with opportunities. 
2. Scroll down the site, and you see KEY ACTIONS  
3. Choose KA1 from left 
4. Choose school education from left – if you work in field of education 

(in schools) this is the ONE! Of course eduKarjala will take 
participants also from all the other programmes. 

5. Push button “APPLY” 
6. Start writing. You can save  the applicat form. You can also copy the 

questions to other file (word document) and write them first offline 
with all possible project participants together. 



7. You will find the programme guide 2020 from website 
https://ec.europa.eu/programmes/erasmus-
plus/resources/programme-guide_en. There you find what are 
example the most wanted themes etc. in this application round. You 
will find it also with all possible EU languages. From same place you 
will find a distant calculator. Read section A if you want to know 
something about what are year 2020 main themes to get more points. 

8. Start writing your online application form. You are now in window 
like down below: 

 

9. Tips for application form Erasmus+ KA1 - Learning mobility of 
Individuals, school projects. Read programme guide! 
http://ec.europa.eu/programmes/erasmus-plus/resources/programme-
guide_en . There you find all possible language versions, not just 
English. 

10. Start from beginning “CONTEXT” 

 

11. CONTEXT : Give your project a good national name, 
possible acronyme (example first letters of project title) and also 
project title in English (or other language if asked). Give also starting 
month. It can be earliest in 6/2020 but quite normal is that project 
will starts in July. If you have a lot of mobilities, you should choose 
between 12-24 moths. If 12 months are not enough, you can as extra 
time from you national agency till 24 months during project. 



Normally they give it to you.  If you are from Turkey, start your 
project earliest 10/2020. Turkish results will always come late in 
August/September. In other part of Europe, results come normally in 
April/May 2020 and normally project can start example 1st July. You 
can check this also from your national agency. 

Choose also your language to fill application form and the national 
agency you are using. Use your national language if possible. You 
will not get extra points if you use English or other languages that 
you are not so good with. All official programme country languages 
are possible. So, even questions are in English, you will answer with 
your national language. 

Normally You do not get better points if you answer in foreign 
language or in English!  

Colourful language gives you better points! Some countries have 
also translated the form and national agencies have own helpfiles 
too. So, visit your national agency website to check this!  

When contecxt is done and ok, you can click the next one and fill 
participating organisations.  

 

12.  PARTICIPATING 
ORGANISATIONS. If you apply only with your 
school from your organisation, answer “NO” Are you applying on 
behalf of a mobility consortium? If you apply together with many 
schools from same owner (example you can make one application 
together with other organisations from your school, that is consortium). 
If you  have OID code, add it to application form. IF you have old 
PIC code, you can get the OID (organization ID) from website 
https://webgate.ec.europa.eu/erasmus-esc/organisation-
registration/screen/home?advancedFilter=on.  PIC code is not used 
anymore. 
 If you have also job shadowing in your project or teaching periods, 
you must add those schools as project partners.  If you have only 
eduKarjala structured courses, you do not have to make eduKarjala 
as a partner. In some countries they also use this, so eduKarjala OID 
is E10049443.  



You can not go forward, if there is RED TRIANGELE with your organization 
information. Then go and click the name of applicant organization and fill all 
the missing information.  
VERY important is that you put there good information about how experienced 
you are and who are the KEY PERSONS in this project. Give reliable picture 
and tell you have good persons running the project (they perhaps have done 
national projects or KA2 projects before). Remember, you get scores here from 
everything, so do not leave empty gaps! Write as much as possible! Limit is 
3000 marks. Also, mark former project numbers during three years.  

 
 
 

13. European development plan 
 
THIS IS ONE THE MOST IMPORTANT PART 
OF YOUR APPLICATION! 
If some courses are cancelled, you can substitute the 
course with another one if it is ok with your European 
development plan. 
WRITE QUITE LONG!!!! DO NOT SAVE THE 
WORDS! Use maximum amount of marks (5000 or 
3000). And choose also the topics that fits for your 
case. You can choose more than one. This really has a 
big meaning for your scores!  
 
Relevance of project gives you maximum 30 points, so 
it has big meaning. 
 
 
 
 



 
 

14. PROJECT MANAGEMENT  
is the next step. 
So, this section are questions about management. Write 
here also as much as possible, do not stay with only 
few sentences. 
FIRST box: 

How will you ensure good project management and quality of activities? Provide a general 
overview of your plans, including:  
• What kind of cooperation and communication arrangements do you plan to set up with your 

hosting partners (for example, cooperation agreements or memoranda of understanding)? 
- Tell that you have been in contact with course provider CEO Mr Esa Raty from 

eduKarjala company and he has promised to help with all paper work you need for 
your project trips. 

• How do you plan to address practical and logistical matters related to the project activities (e.g. 
travel, accommodation, insurance, safety of participants, visa, social security, etc.)? 

- Tell that you have been in contact with course provider and he has helped you with 
possible logistic and accommodation issues arriving to course place and having a 
good accommodation for your needs. Tell also about your insurance (and that you 
have EU insurance card if you live inside EU). Course provider has promised to help 
with all challenges. 

 

Second box: Erasmus+ provides a number of online platforms with useful information and 
tools for organisations active in education and training, including eTwinning, School Education 
Gateway, EPALE (Electronic Platform for Adult Learning in Europe), and the Erasmus+ Project Results 
Platform. If relevant for your organisation's field of activity, have you used or do you plan to use any of 
these platforms for preparation, implementation or follow-up of your project? If yes, please describe 
how. 

- Tell that you are using etwinnig portal and its tool for managering the 
project and you will also use Erasmus+ project result platform also. 
Etwinning has very good tools to co-operate, so you will use it in project 
co-operation. 

 

15. ACTIVITIES 
If you only are going to have structured eduKarjala 
courses, click upper box and choose “structured 
courses/training events. If you are thinking also job 
shadowing you must add it also as a second activity. 



Structured courses: red triangele means, click link from 
structured courses and add amount of possible participants 
in courses. Courses can be from different provider and they 
can be in different countries.  So, mark this information to  
“Number of participants requiring a grant”. Other boxies you 
can live empty. 
 

INDIVIDUAL SUPPORT: 
- This is important. If course will take place 5 days, you 

normally come one night before and leave on night after 
the course. So, If there are example 5 participants to 
Finland for five days course, you mark 5 participants 
to section 1 countries and that each participant will 
make 7 days.  

 
 

TRAVEL 

Travelling support comes from your organization to 
course place. Depends about the distance. So, if you 
live in Malaga, Spain and course will take place in 
Joensuu (Eastern Finland). Distance is little bit more 
than 3700 km.  



 
So, if all 7 persons are coming to Joensuu, each of 
them will get 530 € travelling money.  

 
 
If you live really far away and travelling is extra expencive, 
you can ask extra grant. Then click box below this chart. The  
 

Justification for requesting exceptional costs for 
expensive travel needs to include a short description 
of the expected itinerary and the reasons why 
exceptionally high costs are expected.  
 



The costs can be consider exceptionally high only if 
the standard travel grant does not cover at least 70% 
of the actual travel costs (for more details, please 
consult the Programme Guide). 
 
COURSE FEES: Course fee support is 70€/course 
day. So, if course lasts 5 days, you add to chart 5.  If 
course fee is higher (like in Scandinavian countries 
and eduKarjala has) you can compensate course fee 
from organizational support. So, if 7 person will go 5 
days courses, there are 35 course days. Course fee 
support is 7 x 5= 35 course days x 70 €= 2 450 €. If 
there are longer courses and shorter, make average 
amount of course days.  
 
Check the budget, is should be ok now. Then you can 
go forward. 
  
ACTIVITY DESCRIPTION 
 
Answer questions in those three blocks and the questions. 
Do not be too short. Remember the red clue of your 
project!!!! Do not be too short!!!!! 
 

1) “Please provide a summary of staff mobility 
activities you plan to organise, including the 
content these activities should cover and an 
estimated timing when the different activities will 
take place” 

 



2) “How are the proposed activities going to help 
address the needs and achieve the goals 
described in your European Development Plan?  
 
In particular, please explain how your organisation 
will integrate the competences and experiences 
acquired by staff participating in the project, into 
its strategic development in the future? 

- HERE IT IS IMPORTANT ALSO TO SAY, 
WHY YOU MUST GET THIS EDUCATION 
ABROAD? 

• You want to take courses about themes you want to 
develop in your school and they have to support your 
project and perhaps also your school curriculum. Tell 
why national level of education is not enough. Perhaps 
you want to improve your language and get a new kind 
of dimension. 

3)		Please describe your plans in terms of potential 
destination countries and hosting partners. 
Describe what will be the contribution of the hosting 
partners you have already identified and why they are a 
suitable choice to be the hosting organisations. 

- Tell here also that you have check eduKarjala 
course evaluation from School education gateway 
and you have heard courses from this company are 
good ones.  

 
If you have not yet identified all of your hosting partners, 
explain how you plan to find suitable host organisations for 
the mobilities you propose to organise. Please refer to any 
existing contacts or partnerships that will enable you to 
successfully find hosts in other countries. 



- Tell, that you have checked school education 
gateway how course are, you have visited course 
organizer website also and that you have already 
contacted eduKarjala staff about the courses.  

 
16 PARTICIPANTS 
 
Participants´profile 
Use also quite much time and thinking in this part 

- Tell about participants and why it is important that they 
are in the project. Names are not needed but they will 
make it more real if you can put some names.  If there 
are 50 people in your organization, how you choose 10 
possible ones to project? Tell it!  
 

- So, you must select them, who really need training in a 
project. Not always the best ones but really also them, 
who really need to get new skills (etc ICT, English,  
management skills, knowledge of special education, it 
is important for their motivation, you are changing 
national and school curriculum etc).  

 
You must write this there. It is wrong to say: -the best 
teachers of the school. That kind of answer is not giving 
you the best scores.  
 
TELL THAT THESE PARTICIPANTS REALLY NEED 
THIS PROJECT! And remember: EVERTHING 
BECAUSE OF BETTER EDUCATION AND FOR 
CHILDREN!!!!  
 



You are making this project that your children will get 
better education and those participants are also the best 
who can teach learned skills to other teachers in your 
organization. 

 

If all your organization people who participate are teaching 
staff, mark “0” to non-teaching staff. If  some travelers 
have some special needs, mark them also there. 

 
Preparation, Monitoring and Support 
 
 
 
What kind of preparation do you plan to offer to participants in mobility 
activities (e.g. task-related or intercultural training, linguistic support, 
risk-prevention etc.) and how do you plan to provide it (i.e. who will be 
delivering the training and in what form, the approximate timing when it 
will take place etc.)? 
	

Practical arrangements 

Describe what you and your school will do: 

- before trips (two, three activities before trip is fine) 

- During trips 

- After trips!!!  

- In end of whole project (seminars, outcomes, meetings, 
evaluation, etc) 

 



Put there quite much activities (meetings, PR-meeting, 
meetings with media, writings, seminars,  informing 
parents, activities with pupils/students, trips, learning 
seissions in your school with other staff, EVERYTHING 
you can imagine to support your project and your school!) 

 

Specially what you make before and after course trip, are 
important! Meetings, writings, everything 

 

Just tell about partners, and  that eduKarjala course 
provider has contact with you all the time and that it gives 
instructions about preparing learning trip, arriving course 
and accomodation. You will meet other participants in 
internet before visit. (course fb-site, etwinning, skype, 
Padlet-wall, emails, etc.) also practicing your English 
before visit is good and knowing about Finnish culture. 

 

eduKarjala takes care about accommodation, transportation 
during a course week and supporting you with any 
problems and challenges during a course  week. Finland is 
very safety country and our hotels are 24 hours secured 
also. We have organized international study visits from year 
2003. In  2015-2017 we trained NEARLY 1 000 
international teachers here in Joensuu, so we are very 
experienced making these course weeks. 

 



And tell here also, that eduKarjala is the course provider 
with these training session 
What kind of monitoring, mentoring or similar arrangements do you 
plan to put in place to track the participants' progress and support them 
during the mobility activities? 

How will the participants be monitored during their training 
placement? Who will monitor their work programme and 
progress? 

- During training week, course provider will monitor 
the participants. eduKarjala is not giving a course certificate 
if participant is not active or he/she is missing the lessons 
and course activities. And if your school has more than one 
participants, contact person looks after the others. Only 
active participants will get course certificate. 

- Outside course week (in your home country): 
project has a project boss. He takes care that all participants 
making their part with a project. 

Learning Outcomes 
	
What kind of learning outcomes do you expect participants to acquire? 
How are these outcomes going to be assessed? 

This is important: Tell what kind of results you wait about training sessions. You can 
tell your school expectation of all training session one by one.  

Impact also : - people are more motivated and full of energy and new ideas after 
project ( not just trip, remember this is a project). Target group is teachers, but also 
children as a final learner!!! What are the benefits for your customers (families, 
students, 

Pupils, sociaty)? 

The Erasmus+ Programme promotes the use of instruments and 
certificates like Europass to validate the learning outcomes acquired by 
the participants during their experiences abroad. Will your project make 



use of such European instruments/certificates? If yes, please specify 
which instruments will be used and how. 
 

- Even you are not using, choose  Europass mobility 
document.  When you take project trip, you must 
contact before trip your national Europass office. 
eduKarjala can sign EUROPASS MOBILITY 
DOCUMENT for you (paper or intrenet document) 

- And if there are national instruments to use, tell what 
kind of instrument are you using. 

- How will you use Europass etc… From Europass you 
can say that it is widely know system and it is very easy 
to collect certificates by it. And with it you can prove 
that education has been high level and certificate is real, 
so employers can trust that certificate. 

 
In case you are planning to use other forms of validation, such as 
national validation instruments or certificates, please specify which 
ones will be used and how.	

 

17 SPECIAL COSTS 
In this section, you may request budget for types of expenses that are 
funded based on their actual cost. For more detailed information on 
what can be supported, please consult the Programme Guide or request 
advice from your National Agency. 
 
Normally you do not this section. If needed, check the programme guide. 
 

18 Follow-Up 
This is very important part of the application form! So, fill it with 
good care! Write very widely!  
 



What impact do you expect this project to have on your 
organisation(s)? Please explain how the proposed activities will help 
address the objectives you have set for this project in relation to your 
European Development Plan. 
 
So, even your project has not started yet, you must think 
about impact of this very good project.  The most important 
is that your pupil will get better education, after project. 
Training teachers in a project makes them better teachers!  
 
So, write everything how target goups and children will get 
benefits from project (so again, not just from education 
trips)  
Impact: - people are more motivated and full of energy and 
new ideas after project ( not just trip, remember this is a 
project). Target group is teachers, but also children!!! What 
are the benefits for your customers (families, 
students,Pupils, sociaty)? 
 
What benefits do you expect your project will have 
for your local community and the wider public? 
 
Remember, the biggest benefits have to come for learners! So, 
if you get new skills making you better teacher etc, it can 
makes your pupils also more happy/ more motivated with new 
pedagogical approaches. So, if good things spread there in 
your school and you also develope them for your own needs, 
also local community can benefit a lot about this. 
 
 
How are you going to evaluate if the project's 
objectives have been met? 
Evaluation 
Also important part! You must evaluate your project! Of course 
eduKarjala is asking feedback about your study week to develop its 



services. You must also keep example closing seminar, make questionary 
among staff (or among parents, pupils etc.) and write a good report. And it 
is very important that you say  that you publish the results of final 
evaluation to stakeholder or other institutions. You must also be honest 
with results. 
 
How will you make the results of your project 
known inside and outside your organisation(s)? 
Who are the main target groups you would like to 
share your results with? 
 
This is about dissemination. Dissemination means how 
you can spread the results. Very important question because 
EU institutions love this word “dissemination”. So tell that 
you will tell results nearly everywhere: in parents´meetings, 
teacher meentings, among other principals and teachers 
from other schools. Main target groups are your collegues. 
You can spread what you have learned in the project. 
 
You will write also to local newspapers, you will make a 
blog during a project or fb-site.  Trade union, board, etc 
stakeholders are also important to inform. You can have 
really good ideas during a project. Those way you can 
spread learning outcomes wider. 
 
19 BUDGET SUMMARY 
CHECK CAREFULLY YOUR BUDGET here before 
sending! If you apply too small amount of money, it is your 
mistake….you will not get more. But before deadline, you 
can make it once more, if you find mistakes. 
 
 
 



20 PROJECT SUMMARY 
 
Please provide a short summary of your project. This section or part of 
it may be used by the European Commission, Executive Agency or 
National Agencies in their publications. In case your project is awarded, 
the summary will be published in the Erasmus+ Project Results 
Platform.  
 
Please use full sentences, be concise and clear. The summary should 
reflect key information from the whole application form, including at 
least the following elements: context of the project; project's objectives; 
number and profile of participants; description of planned activities; a 
short description of the expected results, and the potential longer-term 
benefits. 
 
So, now you must write a summary of your project. 
Remember to write well. This is the box that the evaluators 
read first. So, write good and write much! Tell proudly 
about your project application and tell how much good 
things you can made with it! Tell much!!!! 
 
THIS IS ALSO IMPORTANT! NOW, WRITE THE AIM OF YOUR PROJECT! 
NOT ABOUT THE STUDY TRIPS, BUT THE WHOLE PROJECT, 
INCLUDING ACTIONS INSIDE YOUR SCHOOL AND OF COURSE STUDY 
TRIPS. THIS SHOULD NOT BE VERY SHORT, EVEN IT IS SUMMARY!!!!! 
 
Please provide a translation in English. This summary will be 
publicly available in case your project is awarded. 

- SAME IN ENGLISH LANGUAGE!!!! 

 

ANNEXES 
Declaration of honour 
You(boss) must print it and sign (and stamp) and scan (or 
photo by iPad etc).  
 
 
 



Annexes 
You upload declaration of honour page (signed!) 
If your staff  is just going for course(s) , you do not have to 
upload any "mandates". Just if some of you are going for 
job shadowing or teaching... There are some national 
agencies that still demand mandate also from course 
provider. Just ask it from us! 
 
IF YOUR APPLICATION IS CONSORTIUM OR YOU HAVE 
PARTNERS (JOB SHADOWING) YOU MIGHT NEED 
MANDATES. ALSO NATIONAL AGENCIES CAN DEMAND 
THOSE. 
 
Checklist! 
Good to check everything! Check that everything in the left 
shows “green” light. 
 
SUBMIT 
To send application you need internet connection. Do not 
leave this submission to deadline day (5th February). Server 
can stuck, and this pdf can not make it in time (noon 12:00 
in CET, Brussel time zone 5th February 2020).  
 
CHECK THAT SUBMISSION REALLY TOOK 
PLACE!!!!  
 
Smile with us J 
Mr. Esa Räty 
CEO 
eduKarjala 
 
esa.raty@edukarjala.com  



www.edukarjala.com 	


