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Appendix 1

International Mobility of TBU Students and Mobility of Incoming International Students at
TBU

List of coordinators responsible for study periads traineeships abroad:
Faculty coordinators:
Faculty coordinators in charge of

Faculty coordinators authorizedsmn administration
FT Vice-Dean for Development, InternationalGuarantor of international mobility
Relations and Industrial Cooperation
FaME Vice-Dean for International Relations Guaramtointernational mobility
in the degree course
FMC  Vice-Dean for International Relations Headstoidios + Head of

Department of Marketing
Communications

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

FHS Vice-Dean for External Relations Guarantoref degree course

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

CPS Director of the Centre of Polymer Systems Guaraf international mobility

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”))

PART ONE
OUTGOING STUDENTS PARTICIPATING IN STUDY PERIODS

Article 1
Prior to Departure Abroad

(1) The Student Affairs Office/department in charge of molility administration shall enter the
mobility in the IS/STAG system and shall changedh&lent’s status to the mobility mode: 300 —
Short-term mobility enteredlhe student shall specify in the English language the reaswn f
mobility in the Portal, he/she shall select course units offered by ls&tution abroad and the
TBU course units from the curricula.

He/she shall contact thaculty coordinator in charge of administration, who shall approve of
the course units in the Portal, or modify them ahdll change the Mobility status (Section: Basic
information on the given student) from the mode 3(®hort-term mobility enteretb the mode
301 —Information on mobility including course units istered

After previous agreement with the student, fénaulty coordinator in charge of administration
shall select course units taught in the Czech @egregramme which are equivalent to the
approved course units (Section: ECTS / Course uB#sic information about course unit) which
will be recognized after the student’s return fralmoad - after successful completion of studies at
the institution abroad. The coordinator shall pratidy select those course units which the student
would have studied at TBU in the given semestethénevent that no course unit offered at TBU
is equivalent to the approved course unit, no eurst shall be proposed for recognition. In the
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event that the student has to complete some ofdbese units at TBU after his/her return from
abroad, the faculty coordinator in charge of adstration shall enter the course units in question
in the box “Note” in the record of the course wamtered first among the course units to be studied
abroad by the given student. The recognition ofividdal course units adheres to internal
regulations issued by the relevant faculties.

If the student needs the Transcript of Records ietioe Mobility (ToORBM) to be signed by the
faculty coordinator authorized to sign before tleaitning Agreement (LA) is prepared, it will allow
the Mobility status to be switched to the mode 3(Hrint the ToORBM with the previously saved
signature of the FC

The student shall refer to the website of the fastin abroad and select those course units which
are offered by the same institution or shall caonttae International Office of the institution abdoa

to ask them to provide him/her with the list of twirse units offered. After previous agreement
with the institution abroad, the student can sefierh among degree courses carried out within

Bachelor's/Master’'s programmes taught at the umsbih abroad, regardless of his/her cycle of

studies.

After the course units have been approved (Mob#itgtus in the Portal: 301), tHaculty
coordinator authorized to signshall complete the required information in the Poral in the
section “Basic data”: (“Faculty coordinator at tieeeiving institution”, “Foreign official e-mail”,
“University coordinator in charge of administratipfiJniversity coordinator authorized to sign”,
“ISCED-F Code” (in the format: name abbreviationtloé Faculty + code “FaME 0000”, “Main
language of instruction”). After the mode has belkanged, students are not allowed to make any
more changes.

After the changes have been made stiident shall contact the faculty coordinator authoized

to sign who shall check the information that have been redté'Faculty coordinator at the
receiving institution”, “Foreign official telephonaumber”, “Foreign official e-mail”, “University
coordinator in charge of administration”, “Univdyscoordinator authorized to sign”, “ISCED-F
Code”, selection of equivalent course units) arallsihange the status of the student’s mobility to
the mode302 —L A ready to be printed with the previously saved signature.

After the mode has been switchadhe Portal to the mod&02 the student shadlend an e-mail to

the institutional coordinator in charge of administration (member of the International Office

staff) (or the student can appear in person irotfiee of the 10) in which he/she shall specify the

following:

Erasmus+

1. Request to switch the mode to the m806

2. E-mail address to which he/she requests the linkeédanguage test for completion - Online
Linguistic Support (OLS) to be sent

3. Language in which the classes will be carried tubad

IDP/Freemover
1. Request to switch the mode to the m8086

After receiving the e-mail, thiestitutional coordinator in charge of administration shall switch
the Mobility status to the mod&09 —Print the TORBM or the LA with the previously saved
signature of the FC and the IC and in case of Erasmus+ he/siall senda link to the student to
the webpage where the studsehtll complete the language test - Online Linguisti Support
(OLS). Students are obliged to complete the languadks-$&st within 7 days of receipt of the web
link.

If the student submits a certificate in accordandn the Common European Framework of
2
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Reference for Languages (SERR) on language congestext the C1 or C2 level, or if the student
has passed an OLS on-line language test at the C2 kevel during his/her previous mobility, the
student is not obliged to undertake an online assest of his/her language skills.

The student shall print his/her Student Applicati@nm (SAF) and Learning Agreement (LA) from
the Portal and shall send them abroad together théhremaining documents required by the
institution abroad (by registered post or scanrgges of the documents by e-mail, in the manner
as required by the receiving institution). The stotds required to make copies of all the documents
that he/she sends abroad.

After his/her confirmed documents, i.e. Learningdgment and Student Application Form, have
been returned from abroad, the student is adntitetlidy abroad. Immediately after receiving the
confirmed documents, thstudent must contact theinstitutional coordinator in charge of
administration in order to conclude his/her Grant Agreement/FaelnAgreement (hereinafter
referred to as GA only) on the study period abrbaayever, no later than 3 weeks prior to the start
date of his/her study period abroad. In order toctale the GA, the student is required to be
informed about thexact start and end date of the study perio@nd, in case of mobility in the
winter semesterto be enrolled in the following yearof study. Upon signing the GA, the
institutional coordinator in charge of administration shall change the student’s Mobility status
in the Portal from the mode 309 810 — Student is on mobility abroad and shall modify the
duration of the mobility according to the datespscified in the GA.

Article 2
After the Departure Abroad

Within 7 calendar days after their arrival at thstitution abroadthe student is requiredto scan
the Confirmation of Arrival/Departure form incl. @hconfirmed start date of the study period
corresponding to the date mentioned in the Grame&ment and send the document by e-mail to
the institutional coordinator in charge of administration (The student shall keep the original
copy of the document with him/her). The documeninfds available on the websienvw.utb.cz
International:: Mobility for Studies:: Erasmus+Ereemovers.

The student is obliged to reportany change made to the duration of the study periocnd,
therefore, to the total amount of the grant awarleaeks prior to the study period end date as
specified in the Grant Agreement/Financial Agreemento the university coordinator in charge
of administration. In the event that he/she falgaport the change made to the duration of the
study period sufficiently in advance, a penalty amtng up to 10% of the grant awarded may be
imposed on the student.

After the student’s departure for abroad, and timtlater than the next date of registry data
collection, i.e. 31 March, 30 June, 31 October,C8&cember, thenstitutional coordinator in
charge of administration shall check the date of departure and modify ¢beding to the actual
date of departure given in the Grant Agreementfigred Agreement. The relevaBtudent Affairs
Office/department in charge of mobility administration shall cancel such mobility (in the
ISISTAG system it shall switch the Mobility stattgs “Cancelled”) where the student failed to
conclude a GA, and that in accordance with theustdfi0 in the Portal Student is on mobility
abroad The institutional coordinator in charge of adretration shall check whether the required
changes have really been made in the IS/STAG system

Studentsare allowed to make changes in the original Lesym\greement within 1 month after
their arrival at the institution abroad. After enrig the required changes in the Portal, the studen
must contacthe faculty coordinator in charge of administration, who shall, after previous
agreement with the student, approve of the chamgekor propose other changes, and shall select
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course units taught at TBU (see Part 1/Article daBaph 1) and equivalent to the approved course
units, and change the Mobility status (Section:iBaformation on the given student) from the
mode 310 -Student is on mobility abroad the mode 320 Eourse units were changed during the
mobility).

Once his/her status has been changed to 32@tdkent shall contact the faculty coordinator
authorized to sign, who shall switch the student'smode to 324(all signatures on behalf of TBU
shall be duplicated to the CH-LA). Tkeudent shall print the Learning Agreement Changes, sign
the document on his/her behalf, have it confirmetha institution abroad arghall scan it and
send it by e-mail to the institutional coordinatorin charge of administration (member of the
International Office staff) and to thiaculty coordinator authorized to sign who shall switch the
student’s status to the mode 325.

If the student applies fan extensionof his/her study period by a whole semestehe/she is
required to submit to thiastitutional coordinator in charge of administration (member of the
International Office staff) a written consent oéflaculty coordinator authorized to signand of
the international office of the institution abroad. An extension of the study period must be
agreed uponno later tharon 30 Octoberof the current academic year. The student is requd
submit the confirmetdearning Agreementfor the summer semester no later than one \wetke
the beginning of the summer semesteat the institution abroad.

The institutional coordinator in charge of administration shall send the list of students the
extension of whose study periods has been apptovbe@Student Affairs Office/department in
charge of mobility administration in order to enter the extension in the IS/STAG exyst- and
shall change the students’ statashew mobility with the start date correspondiadhe end date
of the previous mobility. The subsequent proceditieeres to Article 1 of this Appendix to the
Directive.

The institutional coordinator authorized to sign shall decide on the student’s eligibility for a
grant during an extended study period. Students@trentitled to additional funding for extended
study periods. Any change in the total amount efghant must be specified in an amendment to
the Grant Agreement/Financial Agreement - allowedd made only before the previously agreed
duration of the study period expires.

If a study period is shortened, the institutionad@inator in charge of administration shall isaue
Decision to be taken by the Vice-Rector for Intéioreal Relations, specifying the unspent amount
of the grant which the student must return. $tuglentis obliged to return the unspent part of the
grant no later than within 15 days of the receipthe Decision issued by the Vice-Rector for
International Relations.

(10)The maximum duration of a study period abroad

Erasmus+

1. The minimum duration of a study period is 3 morahd the maximum duration is 12 months.
2. The minimum duration of a traineeship is 2 monthd gne maximum duration is 12 months.

3. Students can participate in a study period/traimipeseld abroad repeatedly within each cycle
of their studies, however, the total period carexateed 12 months.

4. Previous study periods/traineeships within the igieycle of studies are added. up

IDP/Freemover

1. The minimum duration of a study period/traineeshifg month and the maximum duration is
12 months.

2. Students can participate in a study period/traimg@dseld abroad with funding provided by the
Freemovers programme repeatedly within the givestecgf studies at TBU, however, the total
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period cannot exceed 12 months.

Students are not allowed to suspend or terminadie thudies at TBU prior to or during the study
period/traineeship held abroad.
Article 3
After the Return of the Student from Abroad

(1) Within 7 calendar days of termination of his/her studyqakat the institution abroad, tiséudent
is required to scan his/her Confirmation of Arrival/Departunecli the confirmed end date
corresponding to the GA and submit the documetitéanstitutional coordinator in charge of
administration. The document form is available on the websit@w.utb.cz: International::
Mobility for Studies:: Erasmus+ or Freemovers. Thstitutional coordinator in charge of
administration shall modify the date of return in Portal accordiodghe actual date as entered in
the Confirmation of Departure and shall changestbdent’s Mobility status to the mode 330.

(2) After the student’s arrival from abroad, and that later than the next date of registry data
collection, i.e. 31 March, 30 June, 31 October,C&cember, thenstitutional coordinator in
charge of administration shall check the date of return The relev&@tudent Affairs
Office/department in charge of mobility administration shall check whether the whether the
date of departure entered in the IS/STAG correspéndhe actual date of return specified in the
Confirmation of Arrival/Departure.

(3) Within the deadlines specified in the Grant Agreetfiénancial Agreement, tretudentshall scan
his/her Transcript of Records and send it by e-teaiheinstitutional coordinator in charge of
administration. Thestudent shall complete the section “ECTS-Mobility”, “Coersinits” (click
on each course unit) in the Portal, i.e. he/sh# shter theassessmenand thedate on which the
examination took place in the section “Informat@npassed examination in this course unit”.

(4) Once the assessment and the date of the examméaiee been entered in the Portal, ghuglent
shall come to the Student Affairs Officedepartment in charge of mobility administratioronder
to have confirmed the examination results entenettié Portal based on the submitted Transcript
of Records; he/she shall also bring the LearningeAment, Learning Agreement Changes,
Confirmation of Arrival/Departure in case that theident Affairs Office/department in charge of
mobility administration carries out a check. T3teident Affairs Office/department in charge of
mobility administration shall change the Mobility status (Section: Basfoimation on the given
student) to the mod&60— The Student Affairs Officer has received the docuspand shall enter
the academic performance of the student in theTl&G and check whether the information
regarding the academic performance entered comespo the actual data given in the submitted
documents. The course units will be transferreanftbe Portal to the IS/STAG system in the
original language of instruction and in the Enghsnsion. No translation into Czech is required.

(5) Once the check has been carried out byStuelent Affairs Office or the department in chaofe
mobility administration, thestudent shall contactthe faculty coordinator authorized to sign
and ask him/her tocheck the information entered in the Podatl to switch his/her Mobility
statusfrom the mode 360 t866.After the student’s Mobility status has been sheftt to the mode
366, the gident or the department in charge of mobility administraishallprint from the Portal
the Sending Institution Transcript of Record/Proof of recognition of course units completed
during the mobility §IToR) and shall submit it to thmstitutional coordinator in charge of
administration/ Student Affairs Office/department in charge of niibpiadministration. The
faculty coordinator authorized to signshall switch the student’s Mobility status to theda390
Mobility successfully completed (in the Portal or in thé&/STAG - section “Mobility in the Student
File”, “Mobility status”, “390 Mobility successfufi completed”).
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(6) The student shall complete the following documents:

(7)

(8)

(9)

Erasmus+

1. The student will receive the web link to thimal Report (EU Survey) by e-mail to the e-mall
address he/she has entered.

2. The student is required to use his/her accaunbe Online Linguistic Support (OLS) web
portal to completéhe final language-skills test

IDP/Freemover
1. Students shall complete a review at www.xchangentb

If the student fails to study those course unitsctviine/she undertook to study in the Learning
Agreement/Learning Agreement Changes, the sendstgution is entitled to impose a financial
penalty on him/her, depending on the amount ofjthat awarded; the amount of penalty for each
course unit not corresponding to the course unéstimned in the Learning Agreement shall be 5
% of the grant awarded.

If the student obtains less than 18 ECTS creditsaah he/she will be asked by e-mail by the
institutional coordinator in charge of administration to provide him/her with explanation for
the situation that has arisen. At the same timishleas entitled to request a reduction of the [pgna
or a waiver of the penalty. The student is entiledsend such a request to tnstitutional
coordinator in charge of administration within 7 calendar days of sending the appeal. & th
event that the request has been received, itlsddtirwarded to the faculty coordinator authorized
to sign, who shall express his/her consent to/gisajal of the reduction or waiver of the penalty.
The institutional coordinator authorized to sigralslissue a “Decision by the Vice-Rector for
International Relations” on the amount of the pgnahposed, against which no appeal can be
made. In the event that no request has been reléheeinstitutional coordinator authorized to sign
shall issue a “Decision by the Vice-Rector for ineional Relations” on the amount of the penalty
imposed, against which no appeal can be made.

The amount of the penalty is specified as follow®:— 17 ECTS credits obtained = a penalty
amounting to 20 % of the grant awarded, 6 — 11 ECEfits obtained = a penalty amounting to
40 % of the grant awarded, 0 — 5 ECTS credits nbth a penalty amounting to 60 % of the grant
awarded.

If the student fails to deliver the required docuamtsementioned in the Grant Agreement and in this
Appendix to the Directive, the following penaltyadbe imposed on him/her:
Erasmus+

1. 10 % of the grant awarded if he/she fails to seahsubmit by e-mail theConfirmation of
Arrival to the institutional coordinator in charge of adisiration within 7 calendar days of
the start date of the study period.

2. 10 % of the grant awarded if he/she fails to saah submit by e-mail theConfirmation of
Departure to the institutional coordinator in charge of adisiration within 7 calendar days
of the end date of the study period.

3. 10 % of the grant awarded is he/she failsdmplete the final language-skills tesbn his/her
account in the Online Linguistic Support (OLS) waedstal.

4. 10 % of the grant awarded if he/she fails to saamh submit by e-mail th&ranscript of
Recordsto the institutional coordinator in charge of adrsiration within 7 calendar days of
its receipt from the institution abroad.

5. Up to 100 % of the grant awarded if he/she failxamplete the=inal Report within 30
calendar days of the end date of the study peti@student will receive the web link to the
Final Report by e-mail.
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IDP/Freemover

1. 10 % of the grant awarded if he/she fails to saah submit by e-mail th€onfirmation of

Arrival to the institutional coordinator in charge of adisiration within 7 calendar days of
the start date of the study period.

2. 10 % of the grant awarded is he/she fails to scahsabmit by e-mail th€onfirmation of

Departure to the institutional coordinator in charge of adisiration within 7 calendar days
of the end date of the study period.

3. 10 % of the grant awarded if he/she fails to saath submit by e-mail th&ranscript of

Recordsto the institutional coordinator in charge of adrsiration within 7 calendar days of
its receipt from the receiving institution.

4. Upto 100 % of the grant awarded if he/she failsamplete the review at www.xchange.utb.cz

within 30 calendar days of the end date of theyspetiod.

In the event that the student participates in the sidy period as a self-paying student

1. In the event that the student fails to study th&rs® units which he/she undertook to study in

the Learning Agreement/Learning Agreement Charge#f)er study will not be recognized.

2. In the event that the student obtains less thaB@8S credits abroad, he/she is obliged to

complete the missing course units at TBU in Zlin.

3. In the event that the student fails to submit thecwinents listed in the Grant

Agreement/Financial Agreement by the dates spékcifiethe Grant Agreement/Financial
Agreement, his/her study will not be recognized.

The TBU Legal Services department is in chargehefdnforcement of outstanding financial
penalties.
PART TWO
OUTGOING STUDENTS PARTICIPATING IN TRAINEESHIPS

Article 1
Prior to the Commencement of the Traineeship Abroad

The Student Affairs Office or the department in charge of mobility administration shall
change the student’s statims the IS/ISTAG system to the mobility mode: 30(hkort-term
mobility entered

The student shall ask the institution abroad to issue a cordiion of acceptance, i.e. the so-
called Acceptance Letter (the document shall heeiddy the institution abroad). As previously
agreed between the institution where the traingesili take place and thiaculty coordinator

in charge of administration, the student shall carefully complete the Learning Agreememt fo
Traineeship (hereinafter referred to as LAT), davaclable in the Word format at: www.utb.cz::
International:: Mobility for Placements:: Erasmusr-Freemovers). Thetudent shall obtain a
signature from théaculty coordinator authorized to sign

After obtaining the signature from the faculty adioator authorized to sign, ttetudent shall

personally contact the institutional coordinator in charge of administration, i.e. a member

of the International Office staff, who shall sign the LAT on behalf of the institutadn

coordinator authorized to sign and return it toghelent. As soon as the document is signed, the

student shall request the following from the mendfehe 10 staff:

Erasmus+

1. Request the link to the website where the studsalt somplete the language test - Online
Linguistic Support (OLS). The student shall refibg e-mail address to which he/she wants
the link to the OLS to be sent and the languagehich he/she will study abroad. Students
are obliged to complete the language-skills testiwi7 days of the receipt of the web link.
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The student shall send the scanned copy of the lyAd-mail to the receiving institution abroad
and ask the receiving institution to sign the doenm

As soon as thetudent receives the confirmed Learning Agreement for A@aship and the
Acceptance Letter from the institution abroad, he/shall submit them to thaestitutional
coordinator in charge of administration together wittthe confirmation of study and the general
insurance document (accident insurance, insurahkabdity for damage, insurance of medical
expenses), who shall conclude the Grant AgreemieatiEial Agreement with the student, and
that no later than 3 weeks prior to his/her deparébroad.

The student is required to arrange for his/her meoodation and purchase medical insurance for
his/her stay abroad prior to departure abroad tlaaidindividually and at his/her own expense.

Article 2
During the Traineeship Abroad

(1) The student is requiredto scan his/her Confirmation of Arrival/Departureli the confirmed

start date corresponding to the GA and submit th&institutional coordinator in charge of
administration within 7 calendar days of his/her departure toiisétution abroad (The student
shall keep the original copy of the document wiiitm/her). The document form is available at
www.utb.cz: International:: Mobility for Placements:: Erassruor Freemovers.

(2) The student is obliged to ensure that all chang#se Training Agreement are approved in writing

both by the host organization and by the sendisttution, and that immediately after they occur,
using the document entitlddearning Agreement During the Mobility and available in the
Word format atvww.utb.cz: International:: Mobility for Placements:: Erasstuor Freemovers.

(3) The student is required to contact the instituti@oardinator in charge of administration in order

(1)

to apply for an extension of the traineeship nerléhan one month before the end date of the
mobility.

The maximum duration of the traineeship abroadl slttidere to the relevant internal regulation
of the Faculty and the policy of the project prongifunding to the student’s mobility.

The sending institution shall decide on the studesiigibility for a grant in case of an extended
traineeship period. Students are not entitled thtadal funding for extended traineeships. Any
change in the total amount of the grant must becipd in an amendment to the Grant
Agreement/Financial Agreement, to be made only rieefloe previously agreed duration of the
traineeship expires.
Article 3
After the Return from the Traineeship Abroad

Within 7 calendar days of termination of his/her traingeahthe institution abroad, trstudent

is required to scan his/heConfirmation of Arrival/Departure incl. the confirmed end date
corresponding to the GA and submit the documeftt@institutional coordinator in charge of
administration. The document form is available atvw.utb.cz: International:: Mobility for
Placements:: Erasmus+ or Freemovers. Tihetitutional coordinator in charge of
administration shall modify the date of return according to tltual date as entered in the
Confirmation of Departure. After completion of ttraineeship, within the deadlines specified in
the Grant Agreement/Financial Agreement, stiedent is obliged to submit thdraineeship
Certificate (Learning Agreement After the Mobility) to thestitutional coordinator in charge

of administration and also to thé&tudents Affairs Office/department in charge of mobility
administration. The document form is available be tvebsitewww.utb.cz: International::

8
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Mobility for Placements:: Erasmus+ or Freemovers.

(2) Thestudent shall complete the following documents:
Erasmus+
1. The student will receive the link to ti@nal Report (EU Survey) by e-mail to the e-mail
address he/she has entered.
2. The student is required to complete fimal language-skills teston his/her account in the
Online Linguistic Support (OLS) web portal.

IDP/Freemover
1. Students shall complete a review at www.xchangecutb

(3) In accordance with the submitted documettiis,Student Affairs Office/department in charge
of mobility administration shallterminate the traineeship of the relevant studetite Portal and
in the IS/STAG system without delay and shall cleatfye student’s mode ©00 — Mobility
successfully completed. The institutional coordinator in charge of administration shall check
the data entered.

(4) When the student returns from abroad,itts¢itutional coordinator in charge of administration
shall check the date of return, and that no ld@n the next date of registry data collection, 3.
March, 30 June, 31 October, 31 December. Btadent Affairs Office/Department of
International Relations shall check whether the date entered in the IS/S$ygEem is the actual
date of return according to the Confirmation ofiat/Departure.

(5) In the event that the student fails to fulfil th@gramme of the traineeship, the sending institutio
is entitled to impose a financial penalty on him/lieepending on the amount of the grant awarded.

(6) In the event that the student fails to submit l@s/hraineeship Certificate (Learning Agreement
after Mobility), Confirmation of Arrival/Departure theinstitutional coordinator in charge of
administration, and/or fails to complete the Final Report andfii@ language test (OLS) by the
date specified in the Grant Agreement/Financiale&gnent, the sending institution is entitled to
impose a financial penalty on him/her amountingaip00 % of the grant awarded.

PART THREE
INCOMING STUDENTS

Article 1
Incoming Students Participating in Study Periods

(1) The sending institution abroad shall inform theinstitutional coordinator in charge of
administration about the international applicant for a short-testundy period (hereinafter
referred to as “applicant”) to take place at TBWIm. In the event that the sending institution or
the student informs the faculty coordinator abdwg planned mobility, the faculty coordinator
shall submit the information about the applicantthie institutional coordinator in charge of
administration.

(2) Theinstitutional coordinator in charge of administration shall inform the applicant about the
Portal application system used for submission gfieations to short-term study periods.

(3) Theapplicant must send the confirmed documents related todnistudies at TBU in the winter
semester of the following academic year/in the wlaalademic year no later than by 1 June of the
relevant year. Documents related to studies irstimemer semester of the relevant academic year
must be submitted no later than by 1 November efdilven year. Applications submitted after
the deadline, as well as applications for a pesbdrter than one semester, will be assessed

9



(4)

(5)

(6)

(7)

(8)

9)

(10)

(11)

(12)

(13)

Internal Regulations of Tomas Bata University imZ|

individually.

Theapplicant shall log in to enter the application in the Poffobility status: 400 -Short-term
mobility enteredl complete his/her Student Application Form ankécethe course units to be
studied at TBU (Learning Agreement). The applicahall inform thefaculty coordinator
authorized to signabout his/her final selection of course units.

Afterwards, thefaculty coordinator authorized to signshall take charge of the mobility of the
student (Section: ECTS, “Administer this incomingblity”) and shall select a curriculum
(preferably accredited in the English language &U) for the applicant in the Portal.
Subsequently, the coordinator shall change the Mylstatus (Section: Mobility of the given
student) from the mode 400Short-term mobility enteretb the mode 401 formation about
mobility including course units entereifter the mode has been changed, students astiowed

to make any more changes in the selected courte uni

The applicant shall print his/her Student Application Form arehtning Agreement, have them
confirmed by the sending institution abroad andlsgend both documents to tiestitutional
coordinator in charge of administration.

The institutional coordinator in charge of administration shall submit the documents to the
faculty coordinator authorized to sign, who by signing the documents confirms that theree
units in the Portal correspond to those mentionetthié printed Learning Agreement and can be
studied by the student.

Theinstitutional coordinator in charge of administration shall send the confirmed documents
to the sending institution abroad.

No later than at the beginning of September (ire @dsstudy periods to take place in the winter
semester/during the whole academic year) or imtigelle of January (in case of study periods to
take place in the summer semester),itiséitutional coordinator in charge of administration
shall submit the list of accepted applicants torllevant Student Affairs Office/Department of
International Relations. The institutional coordoran charge of administration shall enter the
first day of classes in the relevant semestererPtbrtal as the date of arrival for all applicains.
case that the respective incoming mobility doestaké place at TBU, the coordinator shall
change the mode of the mobility in the Portal frdra mode 400 to 491 Applicant will not
arrive.

The relevant Student Affairs Office/Department of Internatior@elationsshall register the
applicants as regular TBU students (Enrolmenth@l8/STAG system.

When an international student arrives at TBU, th&titutional coordinator in charge of
administration shall change the Mobility status (Section: Arrivdl the given student) from
the mode 401 to 450Student is studyingr — if the applicant does not arrive - to 49Applicant
will not arrive.

When an international student arrives at TBU, #levantStudent Affairs Office/Department

of International Relations shall check the date of enrolment and modifiy it in tIS#STAG
system according to the actual date of enrolmarrgin the documents sent by ihetitutional
coordinator in charge of administration, and thatno later than the next date of registry data
collection, i.e. 31 March, 30 June, 31 OctoberD&tember.

If a short-term study period is cancelled (aftex #pplicant has been registered in the IS/STAG
system), theinstitutional coordinator in charge of administration (and/or the faculty
coordinator authorized to sign) must immediatelyoim the relevantStudent Affairs
Office/Department of International Relations about this fact. TheStudent Affairs
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Office/Department of International Relations shall delete the student from the IS/STAG
system, and that no later than the next date a$trgglata collection, i.e. 31 March, 30 June, 31
October, 31 December.

(14) If astudentwants tomake changes in the originally approved Learninge&gent, he/she must
enter these changes in the Portal. Changes regait#nselected course units are allowed to be
made within 1 month of the student’s arrival. Afteitering the required changes in the Portal, the
studentshall contacthe faculty coordinator authorized to sign who, after the changes have
been approved and checked, shall change the Mobikttus (Section: Mobility of the given
student) from the mode 450 to 46Student is studying, no change of course wlitsved.

(15) Thestudentshall find the Learning Agreement Changes forrthenPortal, print it and submit it
to theinstitutional coordinator in charge of administration. Theinstitutional coordinator in
charge of administration shall obtain a signature from tfeculty coordinator authorized to
sign and shall send the document to the sending itistitabroad.

(16) After 1 month of the students’ arrival, tmstitutional coordinator in charge of administration
shall set the mode to 4655tudent is studying, no change of course @tlibsved— for all students
(unless already done so).

(17) The relevanteachersmust enter the examination results achieved bysthéent in the Portal.
The examination results must be entered no lager Ity 31 January (results achieved in the winter
semester) and by 30 June (results achieved iruthengr semester).

(18) After the study period end#he institutional coordinator in charge of administration shall
change the mode from 465 to 47theoming student’s mobility ended

(19) The institutional coordinator in charge of administration shall print the final Transcript of
Records, which must be confirmed by thstitutional coordinator authorized to sign, and shall
send it to the sending institution abroad and/ee gfito the student before the student’s departure
and, at the same time, shall change the mode frodntd 490 —incoming student’s mobility
successfully completed.

(20) The institutional coordinator in charge of administration shall inform the relevant Student
Affairs Office/Department of International Relat®about the exact end date of the study period
in which the international student participatede TelevanStudent Affairs Office/Department
of International Relations shallterminate the short-term study period in whichititernational
student participated at TBU in the IS/STAG systentering the code 20 as of the given date (i.e.
no later than the next date of registry data cotbec i.e. 31 March, 30 June, 31 October, 31
December).

(21) In accordance with the duration of the studentisigiperiod entered in the IS/STAG system, the
institutional coordinator in charge of administration shall issue a Confirmation of Study
Period, which must be confirmed by the institutioo@ordinator authorized to sign and sent to
the sending institution abroad.

Article 2
Incoming Students Participating in Traineeships

(1) The sending institution abroad shall inform theinstitutional coordinator in charge of
administration about the international applicant for a short-térameeship (hereinafter referred
to as “applicant”) at TBU in Zlin. In the event thhe sending institution or the student informs
the faculty coordinator about the planned mobilitye faculty coordinator shall submit the
information about the applicant to the institutibo@ordinator in charge of administration.

(2) Theinstitutional coordinator in charge of administration shall inform the applicant about the
11
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Portal application system used for submission pfiegtions to short-term traineeships.

(3) Theapplicant must log in to enter the application in the Poft&bbility status: 400 -Short-term
traineeship enteredcomplete his/her Student Application Form aridrm the faculty coordinator
authorized to sign about his/her application.

(4) The applicant shall agree on the content and thecties of the traineeship with the faculty
coordinator authorized to sign. Within the Erasmpsagramme this agreement shall be confirmed
by signing the Learning Agreement for Traineeship.

(5) Afterwards, thefaculty coordinator authorized to signshall take charge of the mobility of the
student (Section: ECTS, “Administer this incomingbnity”) and shall select a curriculum
(preferably a degree programme and a degree caacsedited in the English language at TBU)
for the applicant in the Portal. Subsequently, ¢berdinator shall change the Mobility status
(Section: Mobility of the given student) from thede 400 -Short-term mobility enteretb the
mode 401 4nformation about mobility including course unitstered.After the mode has been
changed, students are not allowed to make any oianeges.

(6) The institutional coordinator in charge of administration shall submit the list of accepted
applicants to the relevant Student Affairs Officeflartment of International Relations no later than
two weeks before the arrival. In case that theaetspe incoming mobility does not take place at
TBU, the coordinator shall change the mode of thability in the Portal from 400 to 491 —
Applicant will not arrive

(7) The relevantStudent Affairs Office/Department of International Relations shall register the
applicants as regular TBU students (Enrolmenthel8/STAG system.

(8) When an international student arrives at TBU, thstitutional coordinator in charge of
administration shall change the Mobility status (Section: Arrivil the given student) from
the mode from 401 to 450Student is studyingr, if applicable, to 491 Applicant will not arrive

(9) When an international student arrives at TBU, thevantStudent Affairs Office/Department of
International Relations shallcheck the date of enrolment and modify it accordmg¢he actual
date of enrolment in the IS/STAG system, in accocdawith the documents sent by the
institutional coordinator in charge of administration, and thato later than the next date of
registry data collection, i.e. 31 March, 30 Jurle(Rtober, 31 December.

(10)If a short-term traineeship is cancelled (after dpplicant has been registered in the IS/ISTAG
system), thénstitutional coordinator in charge of administration (and/or the faculty coordinator
authorized to sign) must immediately inform theeva@intStudent Affairs Office/Department of
International Relations about this fact. TheStudent Affairs Office/Department of
International Relations shall delete the student from the IS/ISTAG systam, that no later than
the next date of registry data collection, i.e N&rch, 30 June, 31 October, 31 December.

(11)After the students’ mobility has ended, thstitutional coordinator in charge of administration
shall change (unless already done so) the mod# student files from 450 to 470 khcoming
student’s mobility endednd, subsequently, to 490lrcoming student’s mobility successfully
completed

(12) The institutional coordinator in charge of administration shall inform the relevant Student
Affairs Office/Department of International Relatabout the exact end date of the traineeship
taken by the international student. TBaudent Affairs Office/Department of International
Relations shallterminate the short-term traineeship taken by tibermational student at TBU in
the IS/STAG system, entering the code 20 as ofjihen date (i.e. no later than the next date of
registry data collection, i.e. 31 March, 30 Jurle(®tober, 31 December).
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