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PART ONE
STUDY ABROAD FOR STUDENTS OF
TOMAS BATA UNIVERSITY IN ZLIN

Article 1
Basic Provisions

This Directive regulates the rights and responisignl of students of Tomas Bata University in
Zlin (hereinafter referred to as “TBU students”)avparticipate in a short-term study period
abroad and/or take a traineeship abroad and thesrignd responsibilities of incoming

international students participating in a shortrtestudy period and/or taking a traineeship at
Tomas Bata University in Zlin (hereinafter refertedas “TBU”). The term ‘mobility’ refers to

a short-term study period and/or to a traineeshtp & duration of no less than 30 calendar
days.

TBU students may study abroad individually (as-palfing students) or may be sent abroad to
study by TBU.

TBU students may take a traineeship abroad indaliguas self-paying students) or may be
sent abroad to take a traineeship by TBU.

Only those students who study in an accreditedesegrogramme carried out at TBU or at its
component part and who have met all requiremeritogeby the relevant Faculty for the

enrolment on the given year in which the mobilityals take place and who have met all
requirements set out by the relevant Faculty inoatance with its internal regulation

governing the mobility of students may participate a study period/traineeship abroad.
Graduates from accredited degree programmes cawieat TBU or at a TBU component part
can also participate in traineeships held abroad,that no later than within 10 months after
passing the final state examination.

Legitimate activities carried out within a studyripe abroad comprise Bachelor's/Master’s or
doctoral studies only, including the preparationaoBachelor’'s/Master’s/doctoral/final thesis
(with the exemption of research activities that ao¢ explicitly part of a degree programme)
leading to obtaining a recognized degree certéicata qualification at the sending institution.
A traineeship is also considered a legitimate #gtiv
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(6) A student is obliged to be duly enrolled at thedseg institution throughout the entire period
of his/her studies/traineeship abroad. Graduatest ffimish their traineeship no later than 1
year after passing the final state examination.

(7) A student is obliged to arrange his/her accommodadind medical insurance for the duration
of the stay abroad individually and at his/her oexpense. When going on a traineeship, a
student is obliged to arrange accident insuram=jrance of medical expenses and insurance
of liability for damage.

(8) List of coordinators responsible for study periadsl traineeships abroad:
Faculty coordinators:

Faculty coordinators authorized<mn Faculty coordinators in charge of
administration

FT Vice-Dean for Development, Guarantor of international mobility
International Relations and Industrial
Cooperation

FaME Vice-Dean for International Guarantor of international mobility
Relations in the degree course

FMC Vice-Dean for International Heads of studios + Head of
Relations Department of Marketing

Communications

FAI Vice-Dean for Foreign Affairs and Guarantor of the degree course
Promotion

FHS Vice-Dean for External Relations Guarantoihef degree course

FLCM Vice-Dean for Public Relations and Vice-Dean for Pedagogical
Lifelong Learning Activities

CPS Director of the Centre of Polymer Guarantor of international mobility
Systems

Institutional coordinators:

Institutional coordinator authorized $mn (Vice-Rector for International Relations)
Institutional coordinator in charge afiministration (member of TBU International Office
staff (hereinafter referred to as “10”))

(9) List of documents related to study periods andaineeships
» Outgoing studentsparticipating in student mobility
o Student Application Form (SAF) or Acceptance Le(tr)
Learning Agreement (LA)
Insurance
Confirmation of Study or Enrolment Sheet
Confirmation of Arrival/Departure
Learning Agreement Changes (CH-LA)
Transcript of Records (ToR) — issued by the reogiwnstitution
The Sending Institution’s Transcript of Recordseft@icate of Recognition (SIToR)
Final Report
o Grant Agreement/Financial Agreement
» Outgoing studentsparticipating in a traineeship
0 Acceptance Letter (AL) — issued by the receivingitntion
0 Learning Agreement (LA)
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Insurance
Confirmation of Study or Enrolment Sheet
Learning Agreement Changes (CH-LA)
Confirmation of Arrival/Departure
Learning Agreement after mobility (Traineeship ifexdte)
Final Report
o Grant Agreement/Financial Agreement
* Incoming studentsparticipating in student mobility
o0 Student Application Form (SAF)
Learning Agreement (LA)
Curriculum Vitae
Transcript of Records (sending institution)
Learning Agreement Changes (CH-LA)
Transcript of Records (ToR)
o Confirmation of Study Period (CFN)
* Incoming studentsparticipating in traineeship
o Student Application Form (SAF)
Learning Agreement for Traineeships (LA)
Curriculum Vitae
Transcript of Records (sending institution)
Confirmation of Study Period (CFN)
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PART TWO
OUTGOING STUDENTS

Avrticle 2
Selection Procedures

All selection procedures for the allocation of styzkriod and traineeship grants come within
the competence of the individual faculties of TBiformation on selection procedures shall be
posted on the web pages and on the electronidalfboard of the relevant Faculty sufficiently
in advance. At the same time, faculties are reduiceinform the TBU International Office
(hereinafter referred to as “10”) about an annowdnselection procedure one week prior to the
same selection procedure.

Selection procedures for mobility organized withive Erasmus+ programme and within the
Institutional Development Plan — Support of Studdiability at TBU (hereinafter referred to
as “IDP”) (Freemover mobility) are held by the flims in compliance with bilateral
agreements concluded within the Erasmus+ prograrant¥or in compliance with partnership
contracts concluded by TBU or by the TBU faculties.

The selection procedure is governed by a selecoommittee appointed by the Dean or by the
Vice-Dean whose competence includes student mybilit

Selection procedures must provide all students mbet the qualification requirements of the
Erasmus+ programme and of the IDP with equal actesstudent mobility. Thdaculty
coordinators authorized to sign are obliged to emnghat the selection of students is carried out
impartially, in a transparent and coordinated manne

No conflict of interests is allowed during the sien procedure.
Thefaculty coordinators authorized to sign are obligedubmit the list of all selected students
including substitute students to thmestitutional coordinator in charge of administration at
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the 10 and to thé&tudent Affairs Office or thedepartment in charge of administration of
student mobility at the relevant Faculty. A record of the procdsb® selection procedure and
its results, i.e. the original copies of the Apation Form — Selection Procedure (application
forms) of all the selected students shall be sukdhito theinstitutional coordinator in
charge of administration at the 10. The results of the selection procedurest be made
available to view in an appropriate manner, andlestts who have applied for the selection
procedure must be notified by the Vice-Dean in ghaof student mobility whether their
mobility has been approved and if so — to whichtidagon. In case of substitute students, the
Faculty shall proceed in accordance with the relewr@ernal regulation of the same Faculty.

The faculty coordinators authorized to sign areigall to submit to thenstitutional
coordinator in charge of administration a table in the format required by the 10 (name,
surname, date of birth, student’s email addresgredecourse studied at TBU in the English
language, year and the type of studies, name aktteving institution and Erasmus+ ID code,
the country in which the study period/traineeshialls take place, the programme/project
within which they will participate in the mobilitgbroad, time period (winter and summer
semester), the number of months spent abroad andsthof substitute students). The table
must also include the list of all students sele¢tethke a traineeship and countries where the
traineeships will take place, and/or the name efitistitution, the period and the number of
months before the deadline specified by the 10.

The Erasmus+ and IDP/Freemover programme seleptmredures for mobility abroad must
take place no later than 28 February of the runrdalgndar year. If there are financial
resources remaining available, an additional selegirocedure may take place in compliance
with the internal regulation of the relevant FaguTthe faculties are obliged to send the results
of the additional selection procedure no later ti3nJune for the winter semester/entire
academic year of the following academic year an@8tbber for the summer semester of the
following academic year. The faculties are obligeabserve the application deadlines for the
winter semester/summer semester in the additioglgction procedure as specified by the
universities abroad where their students plan tolen

Other grants offered which are not mentioned inicket2 Paragraph 2 are posted on the
websites of the 10, websites of relevant facultssgtion International, TBU Facebook, on
notice boards and banners at the faculties asaselt the Rectorate.

Article 3
Outgoing Students Participating in Study Periods/Taineeships

Immediately after receiving the results of the siébm procedure, the relevaBtudent Affairs
Office or thedepartment in charge of administration of student nobility shall enter the
information on student mobility in the IS/STAG syst (however, no later than 31 March in
case of outgoing students participating in the titgkin the winter semester of the following
academic year, and no later than 30 June in casmutgbing students participating in the
mobility in the summer semester of the followinga@emic year) and shall enter the funding
for the relevant mobility together with the namek TBU coordinators (in charge of
administration and authorized to sign). The insbnual coordinator in charge of administration
shall check (modify, if necessary) the dates whencluding Financial Agreements with
students.

Mobility dates (winter semester, the wholg September — 31 January / 30 June
academic year):
Mobility dates (summer semester): 1 February —B8@&J
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A study period/traineeship abroad which takes piace different period of time may be dealt
with individually.

The selected final-year students in Bachelor’s falildw-up Master’'s programmes accepted to
participate in a short-term study period abroathenfollowing academic year will be registered
in the IS/ISTAG system together with the others,epkdhat in case of these students the
Student Affairs Office or the department in charge of mobility administration shall change
the mobility status entered in the IS/STAG and Isketl the mobility status to “Mobility has
been postponed’ After the student has been admitted to and esdtah the first year of the
follow-up Master’s/doctoral programme, ti8tudent Affairs Office or the department in
charge of mobility administration shall switch the mobility status of the studentnirthe
previous cycle of studies in the new students’ darthe section “Mobility” by clicking on
“Transfer the postponed mobility from the previouscycle of studies to the current cycle of
studies”.

In the event that a study period starts before stiaet of the academic year (i.e. before 1
September), the study can be terminated in Augustize student may enrol on another year in
August. The Student Affairs Office is obliged tdoal the student to enrol individually if the
student requests such an enrolment.

In the event that atudy period/traineeship is cancelledfter the mobility has been entered in
the IS/ISTAG system, thetudent is obliged to inform about this fact the facultyocdinator
authorized to sign, the institutional coordinatorcharge of administration and the relevant
Student Affairs Office or the department in chamfeadministration of student mobility.
Subsequently, th8tudent Affairs Office or thedepartment in charge of administration of
student mobility or thefaculty coordinator shall cancel the mobility entered in the IS/STAG
system and shall set the mobility status from “&ato “Cancelled”.

Theinstitutional coordinator in charge of administration shall inform the selected students
about the documents necessary to be completeckif Bty Portal (hereinafter referred to as
“Portal”) for participation in a study period/tr&eship abroad.

The detailed procedure related to the documernte tentered in the Portal for student mobility
- study periods and traineeships - adheres to fhy@eAdix to this Directive and to internal
regulations issued by the relevant faculties.

A change in the duration of the study period/tragtep must be specified in an amendment to
the Grant Agreement/Financial Agreement, or in aiflen issued by the Vice-Rector for
International Relations. The detailed procedureseethto the Appendix to this Directive and to
internal regulations issued by the relevant faeslti

The student is required to obtain at least 18 EEE8its during his/her study period abroad. If
he/she fails to do so, the subsequent procedureadiiere to Article 3 Paragraph 8 of
Appendix 1 to this Directive.

PART THREE
INCOMING STUDENTS

Article 4
Incoming Students Participating in Study Periods

The sending institution abroad shall inform theinstitutional coordinator in charge of
administration about their international applicant for a shortrtestudy period (hereinafter
referred to as “applicant”) at TBU in Zlin. If tiperson informed by the institution abroad or by
the applicant about the possible mobility is theufey coordinator, then he/she shall forward
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this information to the institutional coordinatar charge of administration and discuss with
him/her the next steps to be taken.

The institutional coordinator in charge of administration shall inform the applicant about
the Portal application system used for submissiaapplications for short-term study periods.
Completion of the Application Form and the selattiof course units in the Portal are
necessary steps for the mobility to take place.

The applicant must send the printed documents related to histoelies at TBU in the winter
semester of the following academic year/during whmle academic year no later than by 1
June of the relevant year. Documents related wiefun the summer semester of the relevant
academic year must be submitted no later thangvember of the relevant year.

Applications for a short-term study period at TBJtake place during the summer holidays
will be individually assessed. The above-mentiodeddlines for submission of applications do
not apply to these cases.

The detailed procedure for the administration obiity of international students coming to
TBU to participate in a study period adheres toAppendix to this Directive and to internal
regulations issued by the relevant faculties.

Article 5
Incoming Students Participating in Traineeships

The sending institution abroad shall inform theinstitutional coordinator in charge of
administration about the international applicant for a short-tetraineeship (hereinafter
referred to as “applicant”) at TBU in Zlin. If tiperson informed by the institution abroad or by
the applicant about the possible mobility is theufey coordinator, then he/she shall forward
this information to the institutional coordinator charge of administration and discuss with
him/her the next steps to be taken.

The institutional coordinator in charge of administration shall inform the applicant about

the Portal application system used for submissioapplications to short-term traineeships.
Completion of the application form in the Portalashecessary step for the mobility to take
place.

The duration and specialization of the traineedf@pends on the agreement between the
applicant and the faculty coordinator authorizegitm. This agreement, however, must not be
contradictory to the bilateral agreement conclutetiveen the receiving and the sending

institution and to the requirements set in the gobjfrom which the applicant receives the

funding for his/her mobility. In case of the Eraswiprogramme, the agreement is the subject
matter of the Learning Agreement for Traineeship.

The detailed procedure for the administration obiity of international students coming to
TBU to participate in a traineeship adheres toApeendix to this Directive and to internal
regulations issued by the relevant faculties.

PART FOUR
FINAL PROVISIONS

Article 6

(1) This Directive is further amended by internal reguns issued by the relevant faculties.
(2) This Directive replaces the Rector’s Directive N6/2017.



