Guidelines for the study visits catalogue
 March to June 2008 (pilot phase)
Please read the guidelines below before you start filling in the template!

Keep in mind that the accuracy and quality of the catalogue description is one of the success factors of your study visits!
This semester you will be using the attached template in Word format.
Please provide the description of your study visit in the working language(s) of the visit.

When filling in the template, follow carefully the format indication marked in red. 
THEME
Select one theme from those provided in the template and delete the others. 
E&T 2010 OBJECTIVE
  This is a reference to the 13 objectives of “Education and Training 2010”. Please indicate the objective(s) to which your study visit is linked: select the objective(s) from those provided in the template and delete the others. 
ECONOMIC SECTOR
If applicable, indicate the economic sector on which your visit will focus, for example: agriculture, food, banking, transport, manufacturing, health, tourism, construction etc. 
TITLE 
The title should be different from the theme! It should be clear and explanatory of the subject of the visit; in ideal case it should reflect even more concisely the WHY WHAT HOW sections of the description.
TYPE
Indicate if your study visit will examine themes of interest from the vocational education and training perspective (VET type) or if it will have a mixed character providing a lifelong learning perspective (Mixed type: both general education and VET).
WHEN?   
Indicate the starting and ending date of the study visit without considering the informal meeting which might take place on the evening before the official start of the visit. A visit should last from three to five days. Important: please note that this catalogue will include only visits taking place from March to June 2008. 
WHERE?  
Indicate the city or region and the country.
WORKING LANGUAGE:
Indicate the working language(s) of the study visit.
WHY?

	The information in this section should explain WHY someone should take part in this study visit:

Why is this issue important?

(Link to the Education and Training 2010 objectives; national priorities;  general socioeconomic trends etc )

Why this specific location? 

(Experience in dealing with the theme, special expertise or policies, actions, innovations). This section may also be used to introduce the host.



WHAT?
	What will participants gain / learn from the visit? 
What are the learning objectives? (e.g. be familiar with initiative to improve adult literacy and numeracy in the south west of England; understand the methods and tools used in vocational guidance in Bulgaria)




HOW?
	How will the learning objectives be achieved? 
· By visiting which type of locations? (training institutions, schools, education or training authorities, chambers of commerce,  local or regional authorities, etc.)

· By observing what types of activities? (students in the classroom, workers in the workplace)

· By meeting and talking to directors of education and training establishments,  training managers or heads of human resources in SMEs, teachers and trainers, social partners, researchers, policy-makers, labour offices, promoters of projects defined as best practice, etc.  

· By showing strong and weak points of a system/policy/project; success and failure factors

· By hearing various parties’ opinions on a system/policy/project
Please keep in mind that participants find it extremely interesting and important to have a possibility to meet and talk to students and other ‘clients’ of the system/services presented. 



WHOM?
	Please think carefully about the target audience:  to which target groups your study visit will be of particular interest. 



KEY WORDS 
	Use maximum 3 keywords. The keywords should be different from the Theme, Title and Type.



WWW.
	Provide Internet links to various organisations involved in the specific theme of the visit. By visiting the sites, potential participants should be able to access information on policy and initiatives relevant to the theme of the visit and/or to the specific location. As the links should help the participants to prepare, please provide as concrete and relevant links as possible.
Please check that the links you provide work and are in the working languages of the visit. 



CONTACT PERSON(S)
	Provide contact details of the host/organiser 
(Name, surname, institution, full address, tel., fax, e-mail, website).



NUMBER OF PARTICIPANTS: Indicate what is the maximum number of participants that you can accept in the group and the minimum number for which you would accept to hold the visits.

N.B.: The entire description of WHY, WHAT, HOW and WHOM should not exceed 1800 characters.

A few tips to keep in mind when preparing your contribution:

· remember the kiss principle: keep it short and simple

· use short sentences (less than 20 words)

· use simple and everyday words

· one idea per sentence

· be specific, not general

· use active language, not passive

· use bullets as much as possible  

· don’t use acronyms without explaining their meaning

· ask yourself what you would like to know if you were trying to decide on what visit to take part in
· don’t use idiomatic expressions

· don’t use European or local  jargon

· don’t use expressions that only a person familiar with the theme or location of the visit can understand
PAGE  
Guidelines for the preparation of the study visits catalogue of the 2008 pilot phase 
3/3

