



AGREEMENT

[bookmark: _GoBack]for a work placement abroad

from ..... until ..... 

for the project .....







between:


(Name Organisation, Country)
name of the sending organisation



and



(Name Organisation, Country)
name of the organisation in the country of the work placement



and



(Name Person undertaking the work placement, Country)
name of the person undertaking the work placement abroad

I. Objectives of the work placement abroad

The objectives of the work placement abroad are that the person undertaking the work placement:

a) experiences another reality with different cultural, social and political circumstances
b) improves his or her language and professional skills
c) makes a contribution to the project, bringing his or her experiences to the fore wherever possible and supports employees in their work
d) gains a deep understanding of global interconnectedness and development cooperation work and reports about these experiences in a well-informed manner
e) engages him or herself above and beyond the call of duty to help disadvantaged people 


II. Field of work and duties of the person undertaking the work placement abroad

Project, field of work and duties:

a) ....
b) ....
c) ....


III. Obligations of the sending organisation

The sending organisation is obliged to:

a) ensure that the person who is planning the work placement possesses sufficient language proficiency or will undertake appropriate language classes in preparation for the work placement. 
b) recommend that the person planning the work placement does an internship of at least two weeks duration in his or her home country if he or she does not have the necessary work experience.
c) take care of the necessary preliminary clarifications with the organisation in the country where the work placement will be undertaken.
d) prepare the person undertaking the work placement in the best way possible for the job and for any customary or particularly specific characteristics within the country where the placement will be undertaken.
e) mediate between the person undertaking the work placement and the organisation in that country in the case of any difficulties.
f) provide the person who has undertaken the work placement with a certificate of employment upon request, once the person has handed in their final report.

IV. Obligations of the organisation in the country where the work placement will be undertaken

The organisation in the country where the work placement will be undertaken is obliged to:

a) direct the person undertaking the work placement in their work, inform him or her about the country and cultural or political peculiarities and about the security situation there. 
b) determine a timetable of work together with the person undertaking the work placement and define clear duties for that person.
c) provide a team member to accompany the person undertaking the work placement throughout the whole period of the placement, and to provide support in the event of any difficulties. 
d) conduct regular appraisal interviews with the person undertaking the work placement.
e) write an evaluation report and send it to the sending organisation within 30 days of the completion of the work placement.
f) provide the person who has undertaken the work placement with a certificate of employment upon request, once the person has handed in their final report.

V. Obligatory declaration of the person undertaking the work placement

The person undertaking the work placement is obliged to:

BEFORE THE WORK PLACEMENT
a) achieve a level of proficiency in the language of the country where the work placement will take place so that normal communication is possible.
b) find out about health risks, get a check-up from a medical specialist and take the necessary health precautions through vaccination etc.
c) take care of any necessary travel and health insurances. 
d) inform both the European organisation and the organisation in the country of the work placement in advance about any illnesses or necessary medication.
e) send his or her CV and a covering letter to both the sending organisation and the organisation in the country where the work placement will take place in the corresponding language.

DURING THE WORK PLACEMENT
f) provide the sending organisation with updated contact details on arrival (including new details such as local address or telephone number).
g) Integrate his or herself in the structure of the organisation in the country of the work placement and accept the representatives there as having the authority to give directives.
h) work together with the organisation in the country of the work placement to set up a work timetable and to define his or her own roles during the work placement. 
i) carry out the assigned tasks diligently and conscientiously, be actively engaged and adhere to the work timetable agreed upon with the organisation in the country of the work placement.
j) refrain from travelling during the period of the work placement if possible and agree upon vacation time at the outset during longer work placements.
k) ensure that regular meetings with co-workers take place and prepare him or herself for these meetings in an appropriate manner.
l) avoid at all costs getting involved in staff issues (e.g. wages, workplace issues).
m) pass on donations to the organisation in the country of the work placement and leave the decision on how to distribute these donations to the organisation. 
n) seek out dialogue with the team in the event of any difficulties, discrepancies or ambiguity, and, in the case of an emergency, contact the sending organisation.
o) write a report once a month on the progress of the work placement abroad and send it to the sending organisation.
p) adapt to the local customs and habits as much as possible. 
q) accept and abide by the laws and code of conduct in the country of the work placement as well as by the standards and code of conduct of the organisation there.
r) abstain from taking any illegal drugs and limit alcohol consumption to the legal amount allowed in the country of the work placement and in step with socially acceptable norms there.
s) steer clear of any potential security risks and take care to use safe methods of transport.
t) avoid openly speaking out on political themes pertaining to the country of the work placement or taking part in any political demonstrations. 

AFTER THE WORK PLACEMENT
u) write a final report within 30 days of completing the work placement and send it together with the necessary translation to the organisation in the country of the work placement and to the sending organisation. 
v) inform the sending organisation whether or not he or she would like to remain in contact in future and if the possibility might exist to lend a hand with collecting donations or supporting events or to be available to talk with people who are interested in a work placement abroad. 


VI. Costs and fees

The costs for the work placement will be borne as shown below:

	
	Sending organisation
	Organisation in the country of the work placement
	Person undertaking the work placement

	International travel costs
	
	
	

	Board and lodging
	
	
	

	Work related expenses
	
	
	

	Insurance
	
	
	

	Visa
	
	
	

	Vaccinations
	
	
	



The person undertaking the work placement abroad does not receive any fee. / The person undertaking the work placement abroad receives a fee to the amount of ... per month for an engagement of ... hours per week.


VII. Vacation entitlement

The person undertaking the work experience abroad has the right to ... days of vacation. Vacation time should be organised with the organisation in the country of the work placement and must be approved by this party. Vacation entitlement is in line with the rules of the country of the work placement.


VIII. End of the work placement abroad

The work placement ends on the stipulated date.

Premature end to the work placement abroad: 

a) The person undertaking the work placement, the organisation in the country of the work placement and the sending organisation all pledge to avoid a premature end to the work placement if at all possible.
b) The organisation in the country of the work placement and the sending organisation reserve the right to end the work placement abroad prematurely if a case of force majeure (e.g. to protect the person doing the work placement), unforeseen external circumstances or violations of this agreement by the person doing the work placement make a continuation untenable. 
c) The person doing the work placement reserves the right to leave the placement prematurely in the case of force majeure, accident or illness or if violations of the agreement by the organisation in the country of the work placement or the sending organisation make a continuation untenable. 

The agreement will be completed and distributed in triplicate, namely for the person undertaking the work placement, for the organisation in the country of the work placement and for the sending organisation




_____________, ___________________       	          	_____________________________________ 
Date, Place					       	Person undertaking work placement		




____________, ___________________ 		_____________________________________
Date, Place		         				Representative of the organisation in the 
							country of the work placement




____________, ____________________		____________________________________
Date, Place						Representative of the sending organisation		
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