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	Report Form 

	
	Call: 2009

	
	Assistants

	
	



general information
Note for Comenius Assistants
Please send this report duly completed and signed to your National Agency within 30 calendar days after the end of the activity. Once this report and the supporting documents are submitted and approved, the National Agency will either pay the balance of the grant or recover any unspent funds.

Please note that the tables referred to in certain fields of this form can be found in the annex.

submission
	programme
	LIFELONG LEARNING PROGRAMME

	sub-programme
	comenius 

	action type 
	COMENIUS assistantships

	action
	Comenius assistants

	call
	2009


dates of the assistantship

	from
	

	to
	


project identifiers (to be filled in by the na)
	Grant agreement no
	


national agency (to be filled in by the na)  
	identification    
	

	POSTAL address
	

	Email address
	

	Website
	


IDENTIFICATION of the beneficiary
ASSISTANT
	TITLE
	

	gender
	[Table A: GENDER]

	FIRST NAME
	

	FAMILY NAME
	

	National ID
	

	year of birth
	

	TELEPHONE 1
	

	TELEPHONE 2
	

	MOBILE
	

	FAX
	

	EMAIL
	

	PERMANENT ADDRESS
	

	ADDRESS
	

	POSTAL CODE
	

	CITY
	

	COUNTRY
	[table B: COUNTRIES]

	region
	

	TERM-TIME ADDRESS
	

	ADDRESS
	

	POSTAL CODE
	

	CITY
	

	COUNTRY
	[Table B: COUNTRIES]


HOST SCHOOL
	FULL legal name (national language)
	

	FULL legal name (LATIN CHARACTERS)
	

	Acronym
	

	NATIONAL ID (if requested by the NA)
	

	type of organisation 
	[table C: PARTICIPANTS]

	comercial orientation
	[table D: COMMERCIAL]

	scope 
	[table E: SCOPE]

	legal status
	[table F: STATUS]

	size (STAFF)
	[table G: SIZE]

	size (students)
	[table H: STDNTS_SIZE]

	legal address
	

	postal code
	

	city
	

	country                                          
	[Table B: COUNTRIES]

	region
	

	telephone 1
	

	telephone 2
	

	fax
	

	website
	

	email
	


other host institutions 
If you worked in more than one host institution, please indicate the names and types of the other institutions.

other host institution 1 
	FULL legal name (national language)
	

	FULL legal name (LATIN CHARACTERS)
	

	Acronym
	

	type of organisation                
	[Table C: PARTICIPANTS]


other host institution 2
	FULL legal name (national language)
	

	FULL legal name (LATIN CHARACTERS)
	

	Acronym
	

	type of organisation                
	[table C: PARTICIPANTS]


project description
certification
Was/will the assistantship be recognised in your studies?
	
	By home institution

	
	at national level in home country

	
	other


If other, please specify
	


assistantship impact

In your opinion, what did you learn in terms of?

Pedagogical methods and teaching/learning practices

	


Educational system of the host country

	


Culture and language of host country

	


Language competencies

	


Subject you teach

	


In your opinion, what did the pupils/learners and the host school learn from you in terms of?

Your mother tongue

	


The culture of your home country

	


Your subject

	


In your opinion, what did the local community learn from you?

	


PROJECT IMPLEMENTATION
Preparation for the assistantship

How did you prepare for the assistantship?

(Please specify the concrete activities undertaken before the assistantship started, such as: looking for information about Lifelong Learning Programme, about the host country, preparation of documents/material about your own country, revision of methods and teaching techniques, contact with the future host institution, participation to the induction meeting organised by your or host country NA, host country language preparation, etc)

	


Did you attend CLIL/EILC/Language preparation courses? If yes, fill in the table please.
	Course type
	organiser
	location
	duration (in days)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Reception

What concrete measures were undertaken upon your arrival?

(Please mention how you were introduced to the teachers and pupils in the school, to the parents and members of the local community, whether the school helped you to find suitable accommodation and meals, etc)

	


Work plan and Tasks

What tasks (curricular and extra-curricular) did you undertake?

	


Were the tasks planned on the basis of the objectives and activities proposed in your own and your host institution's application forms and/or in the agreement between yourself and your host institution?

	
	yes

	
	no


If no, please explain why:

	


Were you involved in a European project during your assistantship?
	
	yes

	
	no


If yes, please enter the project details below:

	Programme
	action
	PROJECT type
	title
	description of the project
	Your Role

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Monitoring
Did you follow-up the progress of the assistantship with your mentor?

	
	yes

	
	no


How was the follow-up done?

	


Did the monitoring lead to changes in the tasks and activities? Please explain.
	


If you worked in more than one host institution, please explain how your work was coordinated and organised.

	


evaluation

Did the duration of the assistantship correspond to your expectations?
	
	yes

	
	no


If no, please explain why.
	


To what extent did the assistantship fulfil your objectives?
	
	1 – to a very small extent

	
	2 – to a small extent

	
	3 – to a high extent

	
	4 – to a very high extent

	
	5 – totally accomplished


Please explain your choice
	


To what extent was the assistantship relevant for your future career?

	
	1 – to a very small extent

	
	2 – to a small extent

	
	3 – to a high extent

	
	4 – to a very high extent

	
	5 – totally accomplished


Please explain your choice
	


Dissemination of information gained from experience
How did/will you inform others about your assistantship period?

	


Participants and Activity tables

Participants

Please enter the number of pupils taught.

	total number of pupils taught
	


Did you work with pupils/learners who needed special learning support?
	
	yes

	
	no


If yes, please specify the type of learning needs.

	


Summary of Activities

	aCTIVITY TYPE

[table I: CURRICULAR]
	sUBJECT TAUGHT

[table J: SUBJECTS]
	TEACHING LANGUAGE

[table K: LANGUAGES]
	number of hours per week

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	number of hours per week IN TOTAL
	


Lessons Learned 
improvements

Please provide any further comments and suggestions for the improvement of the Comenius Assistantships.

	


problem handling

Please describe any difficulty encountered before, during and after the assistantship (if applicable). 
	
	Late grant/contract payments

	
	lack of funds

	
	administrative workload

	
	pedagogical workload

	
	school organisation

	
	lacking tutorship

	
	other, please specify


	


Declaration of Expenditure
Please provide, in addition to the information requested in the below tables, the following supporting documents:

- [NA to complete the documents requested for each of the cost items, in accordance with the rules set in the grant agreement]
On the basis of the information provided in the below tables and the supporting documents, the NA will calculate your final grant.
Table 1. – Flat rates and lump sums
	Cost item
	Description of the activity
	Participation in the activity (please indicate "yes" or "no")


	Subsistence including travel and visa costs
To be filled by the Comenius assistants who did not travel from/to DOM/TOM destinations

	I carried out a Comenius Assistantship in a country participating in the Lifelong Learning programme. 
* country (name):………………………………
* from (date):……………………………………
* to (date):……………………………………….
The duration of the Comenius Assistantship may also include the participation in EILC
 course.
	    ………………….

	Subsistence excluding travel and visa costs

To be filled only by the Comenius assistants who travelled from/to DOM/TOM destinations1
	I carried out a Comenius Assistantship in a country participating in the Lifelong Learning programme. 

* country (name):……………………………..
* from (date):…………………………………..
* to (date):……………………………………….
The duration of the Comenius Assistantship may also include the participation in EILC2 course.
	    ………………….

	Lump sum for:

 Linguistic preparation (if applicable)

Cultural preparation (if applicable)
Pedagogical preparation (if applicable)
	I participated in a language course
I purchased self-study materials in order to learn the host country language.
I participated in the induction meeting organised by the host National Agency

I participated in a CLIL
 course 
I purchased self-study materials in order to learn more about this methodology
	    …………………

    ………………..
     ………………..
     …………………

     …………………


Table 2. – Real cost expenditure

	Cost item
	Description of the activity
	Costs (in Euros)



	Travel and visa 
To be filled only by the Comenius assistants who travelled from/to DOM/TOM destinations1
	In order to carry out my Comenius Assistantship, I travelled to or from DOM/TOM destinations1. 

* from (place):…………………………………
* to (place):…………………………………….
* type of transport :……………………….

	Cost of travel ticket:
    ………………..
Cost of visa (if applicable):

     ………………..
Total travel + visa:

     ………………..

	Special needs (if applicable)
	[NA to complete if complementary information on special needs required]
	     ………………..

	Total real cost  expenditure incurred in Euros
	


data protection notice
	PROTECTION OF PERSONAL DATA
The grant application will be processed by computer. All personal data (such as names, addresses, CVs, etc.) will be processed in accordance with Regulation (EC) No 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. Information provided by the applicants necessary in order to assess their grant application will be processed solely for that purpose by the department responsible for the programme concerned. On the applicant's request, personal data may be sent to the applicant to be corrected or completed. Any question relating to these data, should be addressed to the appropriate Agency to which the form must be submitted. Beneficiaries may lodge a complaint against the processing of their personal data with the European Data Protection Supervisor at anytime. (http://www.edps.europa.eu/00_home.htm).


Beneficiary's signature
	I, the undersigned, certify that the information contained in this Final Report is correct to the best of my knowledge. I herewith request the balance payment of the grant awarded. 

Place:






Date:

Name and position (in capital letters):

Signature of the beneficiary:




Annexes – LLP Reference tables
The tables below should be used when filling in the 2009 Comenius Assistantships (Individuals) final report form. Whenever a field in the application form refers to a table, the options available for filling the field can be found in the tables below. If a code is provided, please type in both the code and the description.

Table A: Gender
	F
	Female

	M
	Male


Table B: Countries

	AT
	Austria

	BE
	Belgium

	BG
	Bulgaria

	CY
	Cyprus

	CZ
	Czech Republic

	DE
	Germany

	DK
	Denmark

	EE
	Estonia

	ES
	Spain

	FI
	Finland

	FR
	France

	GR
	Greece

	HU
	Hungary

	IE
	Ireland

	IT
	Italy

	LT
	Lithuania

	LU
	Luxembourg

	LV
	Latvia

	MT
	Malta

	NL
	Netherlands

	PL
	Poland

	PT
	Portugal

	RO
	Romania

	SE
	Sweden

	SI
	Slovenia

	SK
	Slovakia

	GB
	United Kingdom


Table C: Participants

	EDU-SCHNur 
	Pre-primary school

	EDU-SCHPrm 
	Primary school

	EDU-SCHSec  
	General secondary school

	EDU SCHVoc  
	Vocational or technical secondary school

	EDU-SPNeed 
	Establishment for learners/pupils with special needs

	OTH
	Other


Table D: Commercial 
	P
	For profit

	NP
	Not for Profit


Table E: Scope
	L
	local

	R
	regional

	N
	national

	E
	European

	I
	international


Table F: Status
	PR
	private

	PB
	public


Table G: Size
	S1
	staff 1 to 20

	S2
	staff 21 to 50

	S3
	staff 51 to 250

	S4
	staff 251 to 500

	S5
	staff 501 to 2.000

	S6
	staff 2.001 to 5.000

	S7
	staff more than 5.000


Table H: Stdnts_size
	R0
	0

	R1
	1 to 20

	R2
	21 to 50

	R3
	51 to 250

	R4
	251 to 500

	R5
	501 to 2.000

	R6
	2.001 to 5.000

	R7
	more than 5.000


Table I: Curricular 
	CvAct
	Curricular activity

	ExtraCvAct
	Extra curricular activity


Table J: Subjects

	0103
	Arts and Crafts

	0104 
	Music

	0105  
	History

	0106  
	Religion/Ethics

	0107
	Civics

	0108 
	Mother Tongue

	0109
	Foreign Language

	010a 
	Mathematics

	010b 
	Physics

	010c 
	Chemistry

	010d
	Biology

	010e
	Geography

	010f 
	Environmental Education

	010g 
	Health Education

	010h
	Sports

	010i 
	New Technologies

	010j
	Economy and Business

	010k
	Vocational subjects

	010l
	Other basic programmes


Table K: Languages

	BG 
	Bulgarian

	CS  
	Czech

	DA 
	Danish

	DE
	German

	EN  
	English

	ET  
	Estonian

	FI  
	Finnish

	FR  
	French

	GA 
	Irish

	IS 
	Icelandic

	EL 
	Greek

	HU 
	Hungarian

	IT 
	Italian

	LV 
	Latvian

	LT 
	Lithuanian

	MT 
	Maltese

	NO 
	Norwegian

	NL  
	Dutch; Flemish

	PL  
	Polish

	PT  
	Portuguese

	RO  
	Romanian

	SK  
	Slovak

	SL  
	Slovenian

	ES  
	Spanish; Castilian

	SV 
	Swedish

	TR 
	Turkish


� Overseas Countries and Territories and ultra-peripheral regions of the EU as defined in Council Decision, 2001/822/EC of 27 November 2001, OJ L 314/1


� Erasmus Intensive Language Course


� Content and Language Integrated Learning
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