
Application Procedure Exchange Programmes 2018/2019 Version ITEps
With an exchange programme you have the opportunity to take courses not offered on your home campus and learn from different lecturers. 
For ITEPs there are 4 tracks:

1. Elective within the ITEps consortium (Norway – University college of Southest Norway and Denmark – University College Absolon)

2. Exchange to one of the Stenden partners

3. Free-mover

4. Kies op maat (exchange within the Netherlands). Info see www.kiesopmaat.nl
TRACK 1
For current year 1 students. Take step 1 (1), step 4 (8, 9, 11, 12, 15 , 16, 17 and 18); step 6 & 7 + important information about your exchange.
TRACK 2
Read the entire document (exept the part “Free-Mover)
TRACK 3
Read page 8: Free-movers. Take step 1, step 2
TRACK 4
Read the part “Kies op maat” on page 8.
EXCHANGE
With more than 12 universities, specially selected for Stenden students, from which to choose, you should be able to find a university with just the right combination of courses, facilities, and environment to meet your personal and academic needs and interests. Please check our partner list to see which partners offer the subjects of your interest.
Where to find the Partnerlist: I-Stenden – Study  - School of Education – Study Abroad - Documents
Planning your exchange for 2018-2019? Then this might be your timeline:
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Step by Step
Step 1: Set your goals
1. 
What are your goals for your study abroad? When the experience is over, how will you know it has been successful? What do you hope to gain; what kind of courses, in which language, in which part of the world?

2. 
Check how the exchange fits in your study programme at ITEps. If you choose one of the partners, mentioned in the Iteps partnerlist, you are guaranteed that the exchange will meet the requirements set by ITEps.  
Step 2: Research Partnerlist

3. 
Courses which are open for exchange students are usually published on the website of the partner university. For some universities it is easy to find your way to the course list for exchange students, whereas for other universities it may be more difficult to get the right information…. (Note: Please do not apply through these websites, it could result in you having to pay high tuition fees).
4. 
Some partner universities have specific requirements for incoming exchange students, e.g. requirements regarding your field of study, language skills, etc. Check the language requirements  of the partner universities you are interested in. 
5. 
Check the academic calendar of the partner universities of your interest and compare this to the Stenden calendar. At some universities the second semester already starts in January. In that case it may be wise to plan your exchange in the first semester instead of the second semester.  If that is no suitable option for you, you will have to:
- Inquire at the partner university whether it is possible that you arrive later and start your exchange programme later (after you have been accepted). If this turns out to be a problem: 
- You have to ask for permission from the Exam Committee: examencommissie@stenden.com (well in advance before the exchange actually takes place).
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Step 3: Make your top three list

6. 
Make a list of your first, second and third preference.

7. 
Some universities are very popular! Which means that there will be a selection based on your study results
of the first year (weighted average grade of the first year). In case you are not selected for your first preference, it is wise to have a second and third preference for which you have a higher chance to get in.
Step 4: Complete your Stenden application

8. 
In order to apply for an exchange programme you need to submit the online application available at I-Stenden (go to Student > Study Abroad > Exchange > Application procedure). 
Remarks to the online application form:

- Stenden study programme: choose ITEps

- Stenden location: Meppel

- Study coach: Vanessa Amstrong

- Exchange coordinator: Wilfred van Eisden

- proof of language skills: not applicable
9. 
In addition, the following admissions are required: 

10. 
Motivation letter, including CV (for criteria see nr. 13)
Approval of your study coach (see format)

-Passed foundation phase 

-Progress overview
11. 
Form Safety and well-being
12. 
Regarding the digital application: please note that you can only send the digital application once. If you have problems, please contact wilfred.van.eisden@stenden.com
13. 
Regarding the motivation letter: for the approval of your study coach you hand in your motivation letter to your study coach together with the format ‘Motivation letter and approval study coach’, preferably before the Christmas break to make sure you receive the approval well in advance before the deadline of February 1st.  As soon as the approval document is signed by your study coach, please make a PDF file of the document and send it together with the other admissions to exchange@stenden.com.

Guidelines for the motivation letter:

-The motivation letter should be written in English;

-Please discuss all destinations of your application and include the following:
	Personal introduction and explanation of the importance or added value of the exchange programme for your study programme and future career

	Motivate the reason for choosing this institute. Is the institute authoritative for the subject or does it offer unique courses?

	Include an indication of the courses you hope to follow or specific subjects you would like to study

	Sometimes the courses chosen can have the effect of broadening and sometimes the effect of deepening to your study programme. Describe what you expect to achieve during the exchange programme

	Add your CV to your motivation letter


14. 
Regarding the progress overview: make sure that progress shows your results correctly; if any credits are missing, try to get them registered as soon as possible. Otherwise, indicate what credits are missing and why. 

15. 
Once you have filled out the digital application, you complete your application by sending the admissions to the Student Mobility Center by e-mail , (exchange@stenden.com). The complete application must be received by the Student Mobility Centre no later than 1 February (in the preceding academic year of your exchange).  
16. 
Only complete applications will be handled;  incomplete applications or applications that are handed in too late, will be placed on a waiting list. 
The student Mobility will send information and an application form for an Erasmus grant.
17. 
It is possible to have more than one mobility experience with Erasmus+ as a higher education Student. Erasmus+ enables students to study or train abroad more than once Erasmus students as long as the minimum duration for each activity and a total maximum of 12 months per study cycle is respected. 
This means that you could apply, for example, to study abroad for a period of 6 months and, later on, do a Teaching practice abroad for 6 months within the same study cycle (e.g. your Bachelor's degree). You could also combine both types of activities. Splits of 4+8 months, or 3+3+6 etc. are possible, but in all cases the minimum set for each kind of activity (i.e. 2 months for TP’s, 3 months or an academic term or trimester for studies) have to be respected.
18. 
Part of the application is a mandatory Language test. The results of the test doesn’t affect the grant.

Step 5:  Stenden Selection
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If there are more applications for a specific destination than available places, there will be selection among the applicants with the right language skills, field of study, semester choice and nationality.  For those destinations with more applicants than places, the selection will be done within in the group of students that apply for the same first preference destination. This means that we will start with the group of students that has the destination as their first preference and we select from this group the students that we will nominate to this destination. Students that are not selected for their first preference will move to their second preference (however, please note that the second preference destination may be already fully booked by students who choose this destination as their first preference); students that are not selected for their second preference, will move to their third preference, etc. The selection will be done according to the following criteria: 1) applications with the highest weighted average grade (note that exemptions are not included in the weighted average); 2) In case more students have the max score than the number of available places, we will take into account whether students have the foundation phase in one year; 3) If a third selection is necessary the SMC will take into account the motivation letter.
20. 
If your first preference is not successful, the SMC will consider your second preference, etcetera. 

21. 
Usually you will need some patience before you receive the confirmation. We strongly ask you not to interfere the selection and nomination process by contacting the partner university yourself! 
22. 
After your nomination is accepted by the partner university,  the Student Mobility Centre will inform you about the steps to take for making the arrangements for your stay abroad.

Step 6:  Complete host university application
23. 
As soon as we receive the confirmation of your nomination, we will inform you and you can start your application at the partner university. Please follow instructions from the partner university and register. 

24. 
Do not make any firm arrangements regarding travel, accommodation, etc. until you have received confirmation of your admission to the university. 

25. 
In case you want to withdraw, please inform the SMC as soon as possible so that your place can be offered to another student. If  you withdraw, this may be taken into account in future applications for  exchange.
Step 7:  Prepare for departure
26. 
Before your departure you have to arrange a learning agreement with your chosen courses which have to be approved and signed by all parties: by the academic contact of your programme and by the partner university and by yourself (see appendix). 
27. 
Instructions for organizing your exchange will be sent by e-mail (and will be explained in the pre departure meeting).
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Important Information about exchanges

28. 
Please be aware that you can study abroad for a maximum of 30 EC (apart from TP).

29. 
The exchange semester takes place in the third or fourth year of your studies and takes one semester (fall or spring semester). You follow regular courses at the uni​versity amounting to a study load comparable with the study load at home. Assignments and exami​nations must be passed. The foreign university credits the students and Stenden transfers these credits into our semes​ter credit system. 
30. 
You will be required to prove that you have made sufficient progress in your studies at Stenden.
 
31. 
You are required to be a fairly independent person who considers herself / himself capable of functio​ning well in unfamiliar situations and who is aware of the consequences of living in a foreign culture. Your study coach will be asked for a signed statement on this point.

32. 
You will need enough money to cover the cost of living; rent, food, travel, books, social activities and this is usually more than you normally need here. You should have access to funds amounting to approximately € 5,000 depending on your destination. Try to raise this money by saving, working, borrowing or finding spon​sors (see also the section on grants on intranet). You will pay for your journey there and back by yourself.  For an exchange to one of our partner institutions you do not have to pay college or tuition fees (you pay these fees at home).

33. 
The partner university takes care of accommodation in most cases and/or provides you with information.

34. 
In case your exchange will be followed by your internship, it is impe​rative that you make an appointment with the In​dustrial Placement Offices of your course of study once you have been accepted for an exchange. In that way your placement choice is finalized before you leave on exchange.

35. 
It is not always possible to take exactly the courses you have chosen for yourself from the study guides, as these are sometimes full before foreign students can enroll. In most cases the coordinator at the host university will help you to find another suitable program​me. Please note that any changes in the learning agreement have to be approved by the academic contact of the home university and the host university.
36. 
Each year Stenden applies for Erasmus subsidy to financially support exchanges in Europe. Erasmus grants can be awarded to exchange students. If we have more students than available grants, we will have to select. Exchanges to universities in non-EU-countries are not underpinned by a grant system like the Erasmus agreement for European countries. Other grant options can be searched for example by www.beursopener.nl 
37. 
An exchange agreement must be in place before actual exchanges can take place. Continuation of the agreement depends on the exchange of equal numbers of students between the partner colleges over an agreed period of time. Therefore, it can happen that a partner is unable to accept a student’s application for an exchange semester. Partner universities can also come up with extra requirements such as fields of study of nominated students. In other cases partner universities happened to be unable to welcome exchange students due to a merger or to a sudden lack of accommodation. In other words: The places indicated on the partner list are no guaranteed places.
Free-movers

The list of Stenden partners offers many options. Apart from using the lists of exchange partners, there is the possibility to go abroad as a so-called ‘free mover’ (Students going to  universities who are no partners of Stenden). In this case you will have to organise your exchange yourself and, furthermore, you will have to apply for permission from the Exam committee of your study programme (examencommissie@stenden.com)

You will have to provide the exam committee with at least information about the following: study load on bachelor level, whether it is a recognized institute for higher education, proposal for a learning agreement.  In some cases it also means that you will have to pay tuition fee.

KIES OP MAAT – exchange in The Netherlands

Stenden takes part in the “Kies op maat consortium”. Via the website www.kiesopmaat.nl 
you can find minors at 26 Hogescholen and Universities in The Netherlands.
In this case you will have to organise your “exchange” yourself and, furthermore, you will have to apply for permission from the Exam committee of your study programme (examencommissie@stenden.com)

Procedure ITEPS Teaching practice abroad

· There is no fixed deadline to apply for a grant for TP

· Apply two months in advance, before the practice starts

· For the Grant 59 days full-time practice is required
· The duration of a TP abroad is of a minimum of 2 months to a maximum of 12 months. In case of a combined study and TP abroad, the minimum duration is 3 months and the maximum duration is 12 months, no matter how the time is shared between studies and TO abroad.

· Apply for an application form for TP at erasmus@stenden.com
Good luck with preparing the application for your study abroad programme!

Appendix:
Learning agreement

In order to have the credits of your exchange programme or Internship accepted by Stenden, you need to set up a learning agreement that is to be approved by the partner university and by Stenden. The learning agreement has to be validated in advance: it has to be signed by the three parties involved (student, Stenden and partner university) before the mobility takes place. At Stenden you contact the ITEps coordinator (Vanessa Amstrong).

Please note: there are two different formats, one for exchange, one for Internship.

The learning agreement consists of (please see separated document):

1. Total amount of credits

2. List of Subjects (your courses taken at the university)
And an appendix with:

3. Description of subjects 

Please be aware of the importance of a careful set up of your learning agreement, including sufficient information in the description of subjects. So that the academic contact / exam committee will be able to assess whether:

· Your exchange programme means an added value to your education

· Contains no repetition of your programme at Stenden

· Is of sufficiënt level

In order to prevent that the exam committee has to reject your learning agreement.

How to set up the learning agreement: 

a) Complete the marked yellow fields on page 1

b) Complete page 2: dates of the planned period of the mobility + component code (if any) and title(s)

c) If applicable: discuss and motivate your choices with the ITEps coordinator.

d) The agreement has to be signed by: the ITEps coordinator and the student.

e) Send the document to the contact person of the receiving institute and ask for his signature

After all parties involved have signed the document, make sure you safe a scan copy of the learning agreement:

After all parties involved have signed the document, make sure to send a scanned copy of the learning agreement:

· to the partner university

· to exchange@stenden.com
· to the ITEps coordinator, for your student file at Stenden 

· to erasmus@stenden.com (for EU-destinations only) 

keep one for your own documentation

In case of changes to the original Learning Agreement: please see section B of this document.  Changes to the study choices should be minimized. Any changes will have to be agreed and validated by the three parties. 

After the study, students will receive a transcript of records (ToR), which has to be sent to the exam committee. Request for registration of the credits. Moreover, the transcript has to be sent to exchange@stenden.com
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