
   
 

 

   

Pursuant to Article 101/5 of the Statute of the College in Požega, in addition to the opinion of 

the Expert Council from the 4th session held on 30 October 2018, the Administrative Council 

of College in Požega, at its 2nd session in the academic year 2018/2019, held electronically, 

adopted 

RULEBOOK ON MOBILITY 

 

I. GENERAL PROVISIONS 

Article 1. 

The Ordinance on Mobility (hereinafter referred to as the Ordinance) defines more precisely 

the implementation of the mobility of incoming and outgoing students, incoming and outgoing 

(non) teaching staff at College of Požega (hereinafter College), and other issues relevant to the 

implementation of mobility programs. 

Article 2. 

(1) Students and (non) teaching staff included in the mobility program shall respect the Ethical 

Codex and other general acts of the College and regulations of the institutions within which the 

mobility takes place, and provisions of the Erasmus + University Charter published by the 

European Commission. 

(2) The terms used in this Ordinance which have gender significance, shall apply equally to 

male and female gender. 

Article 3. 

Specific terms used in this Ordinance shall have the following meaning: 

1. Home institution is a higher education institution where a student is enrolled or on which 

(non) teaching staff s employed or performing teaching on the basis of a work contract. 

2. Host institution is an institution where mobility takes place. 



   
 

 

3. Erasmus + International Mobility Program is a mobility program that, inter alia, enables 

mobility at the level of higher education according to the rules defined by the European 

Commission and the National Agency (Agency for Mobility and EU Programs) (hereinafter 

AMPEU). 

4. The Erasmus + bilateral agreement is an interinstitutional agreement concluded between the 

College and the foreign higher education institution to which the Erasmus University Charter 

is approved. 

5. Outgoing Student is a student of College in mobility at the host institution. 

6. Incoming Student is a student of mobility at the College as a host institution. 

7. Outgoing (non) Teaching Staff are persons employed at the College on the basis of 

employment contracts or perform tuition on the basis of a work contract, and are selected for 

participation in the Mobility Program at the host institution. 

8. Incoming (non) Teaching Staff are persons employed at a foreign partner institution who 

participate in the mobility at the College as a host institution. 

9. The Staff Mobility Agreement for Training is a supplement to the Agreement on Allocation 

of Financial Support, based on which the training program at the host institution is contracted 

for an individual member of the (non) teaching staff 

10. The Staff Mobility Agreement for Teaching is a supplement to the Agreement on Allocation 

of Financial Support, based on which the tuition program on the host institution is contracted 

for an individual member of the teaching staff. 

11. The Learning Agreement for Studies is a supplement to the Agreement on Allocation of 

Financial Support, the study program for an individual student at the host institution is 

contracted. 

12. The Learning Agreement for Traineeship is a supplement to the Agreement on Allocation 

of Financial Support, based on which a Traineeship program for an individual student at the 

host institution is contracted. 

13. The Changes to the Original Learning Agreement for Studies is a document that defines all 

changes to the agreed Learning Agreement for Studies after the commencement of the mobility 

period and forms an integral part of the Learning Agreement for Studies. 



   
 

 

14. The Changes to the Original Learning Agreement for Traineeship is a document that defines 

all the changes to the agreed Agreement on Learning Agreement for Traineeship after the 

commencement of the mobility period and forms an integral part of the Learning Agreement 

for Traineeship.  

15. Transcript of Records is a document based on which a higher education institution provides 

detailed information on the student's achievements (expressed by ECTS credits or other score 

system for each subject, and by the grade). The transcript must be issued as an official document 

also in English language. 

16. Traineeship Certificate is a document in which the employer provides detailed information 

on the completed traineeship and the student's achievements. 

17. Statement of Host Institution is a confirmation based on which the host institution confirms 

the mobility period of a particular person included in the mobility program. 

 

Article 4. 

(1) Implementation and planning of the Erasmus + program at the College is carried out by the 

Commission for Erasmus + programs consisting of seven members, as follows: 

- two members among the members of the Social Department, 

- two members among the members of the Agricultural Department, 

-one member among the administrative and technical staff and 

- two members among the students. 

(2) The Erasmus Coordinator enters the quota of the department of which he is a member, and 

the students are the elected representatives of the students of an individual department. 

(3) The members of the Erasmus + Commission shall be appointed by the Professional council 

at a Dean’s proposal for the period of four years. 

(4) The Erasmus + Commission is assisted by an ECTS coordinator (Vice Dean for Academic 

Affairs by function), who coordinates Learning Agreements for Study and / or Traineeship, and 



   
 

 

the Erasmus Administrator, responsible for financial monitoring of the Erasmus + program, 

who are appointed by the Dean. 

(5) Vice Deans for Academic Affairs participate in the work of the Commission for Erasmus + 

programs without the right to vote. 

(6) Other persons may also participate in the work of the Commission, at the invitation of the 

Commission for Erasmus + programs. 

(7) The Erasmus Coordinator is responsible for writing and oral correspondence, organization 

of Erasmus + Commission meetings, web material preparation, preparation of AMPEU reports, 

preparation of tender documents, organization of incoming and outgoing mobility, collection, 

processing and analysis of data after mobility, informing students and (non) teaching staff on 

mobility opportunities, updating of data in the Mobility Tool, information / research on 

opportunities within Erasmus +, participation in drafting of acts and decisions related to 

Erasmus +, participation in Erasmus + promotional materials, consultation with mobility 

participants, preparation of the project documentation in applying for different modalities of 

Erasmus + Program, negotiating and drafting interinstitutional contracts, education and 

information. 

(8) The other members of the Commission for Erasmus + programs are required to attend 

Erasmus + Commission meetings, participate in the organization of incoming and outgoing 

mobility and submit suggestions regarding the implementation of the Erasmus + program at the 

College. 

(9) Review of the tender dossier and the establishment of the rank lists shall be carried out by 

the Candidate Selection Commission appointed by the Dean for a period of four years. 

 

II. STUDENT MOBILITY 

Article 5. 

(1) Student mobility within the Erasmus + program includes study stay and / or traineeship. 

(2) Student mobility for study stay is realized in the framework of a bilateral agreement. 

(3) Mobility for traineeship may also be realized after completion of the study, within one year 

from the day of completion of the study. 



   
 

 

 

Publication of the public competition 

Article 6. 

(1) The selection process for students who will take part in the Erasmus + mobility program is 

implemented through a public competition published by the College. 

(2) The competition shall set out the conditions for exercising the right to financial support, the 

application procedure, the selection procedure, the mandatory content of the application 

documentation, the deadline for submitting an application, the manner of announcing the results 

of the competition procedure and the instruction on the right to appeal. 

(3) The Dean shall issue a decision on the results of the competition against which a student 

may file an appeal to the Professional Council of the College. 

(4) Student has the right to participate in the Erasmus + mobility program up to maximum 12 

months at a particular level of study. 

 Article 7. 

The selection of students is carried out on the basis of the criteria set by the Dean on the proposal 

of the Commission for Erasmus + programs, and which are published in a public competition. 

 

Right for submission of application 

Article 8. 

(1) Regular and extraordinary students of all study years have the right to apply to the 

competition. 

(2) Students of the first year of undergraduate study can take part in the mobility after enrolling 

in the second year of study. 

 

 



   
 

 

Learning Agreement for Studies/Traineeship  

Article 9. 

(1) After implementation of the competition for the mobility program for study stay, each 

student will sign a Learning Agreement for Studies before the start of the mobility period. The 

Learning Agreement for the Studies shall include the titles of the subjects that the student will 

attend at the host institution and other activities that the student is required to complete during 

the stay. The Learning Agreement for Studies includes the corresponding number of ECTS 

credits that a student will acquire after completing a given subject or activity. 

(2) After implementation of the competition for the mobility program for Traineeship, each 

student shall conclude a Learning Agreement for the purpose of Traineeship before the 

commencement of the mobility period. Learning Agreement for Traineeship lists the 

obligations and other activities that the student is required to complete during the stay. The 

Agreement on Learning for Traineeship includes the number of ECTS credits that the student 

will acquire for mobility for the purposes of traineeship.  

Amendments to the Agreement on Learning for Study / Traineeship 

Article 10. 

The Agreement on Learning for Studies / Traineeship can be modified only with the consent of 

all signatories, and the amendments i.e. amendments to the Agreement shall be defined in 

writing in special forms. 

 

Transcript of Records and Traineeship Certificate  

Article 11. 

After the achieved mobility, the host institution shall issue a Transcript of Records or 

Traineeship Certificate in English language. Upon returning from mobility, based on the student 

request, the Dean issues a decision on the recognition of subjects and ECTS credits achieved 

by the student during the study mobility period. Besides the request, the student is required to 

enclose the Transcript of Records or Traineeship Certificate in English language and the 

Statement of the Host Institution. 



   
 

 

 

Statement of the Host Institution  

Article 12. 

Statement of the Host Institution specifies the period in which the student was officially 

enrolled, or conducted a traineeship at the host institution. Based on the Statement of the Host 

Institution, the College recognizes the period of mobility. 

 

Student Insurance 

Article 13. 

(1) Students participating in the mobility program for study stay are required to have a European 

Health Insurance Card, and students participating in the Mobility Traineeship Program 

additionally the Accident and liability insurance policy. 

(2) Students participating in the mobility program under the Erasmus + program Key Actions 

1 (KA107) are required to obtain the appropriate documentation required to exercise the right 

to medical care in the country where mobility takes place. 

 

 

III.  OUTGOING STUDENTS 

 

Application and conditions for participation in the Erasmus+ program  

Article 14.  

 (1) The student's outgoing mobility within the Erasmus + program refers to the study stay or 

the realization of traineeship at the host institution in duration of at least 2 (for traineeship) or 

3 (for study stay) up to 12 months at each level of study, after which the student continues the 

study program at the College. 

(2) The host institution shall grant a regular exchange student status to an Erasmus + a student 

who is admitted for the study stay, and shall exempt him from paying tuition fees. 



   
 

 

Status of the students participating in the Erasmus+ program   

Article 15.  

 (1) Students participating in the Erasmus + program shall retain the status of a student at 

College throughout their stay abroad. 

(2) Students selected for mobility on the basis of public competitions shall enrol the academic 

year in which the mobility period takes place. 

(3) Students participating in the cost of studying at the College shall pay such costs also for the 

period of stay abroad. 

(4) The right to food subsidy of a student outgoing for mobility shall be put to rest for the 

duration of mobility. 

 

Comparison of Study Programs 

Article 16. 

(1) Comparison and evaluation of the compatibility of study programs and subjects is carried 

out by the Commission for Erasmus + programs for the purpose of concluding bilateral 

agreements and agreements on allocation of financial support. 

(2) The Commission for Erasmus + Programs, as appropriate, shall consulted the holder of the 

relevant course subjects at the College and the ECTS Coordinator. 

Financial support for the mobility period 

Article 17. 

(1) Financial support is allocated to Erasmus + students in accordance with the rules of the 

Agency for Mobility and EU Programs. 

(2) The conditions and the way of granting financial support shall be published in a public 

competition. 

(3) Students who do not qualify for financial support, and are accepted for participation in the 

Erasmus + Mobility Program based on a public competition, may qualify for the support in the 



   
 

 

status of the student without any financial support (student with zero grant),  while respecting 

all Erasmus + program provisions and rules. 

(4) Students who, for no justified reason, fail to fulfil the contractual obligations, shall be 

subject to sanctions in the form of recovery of funds, depending on the extent of the unfulfilled 

obligations. 

Procedure of mobility recognition 

Article 18.  

(1) The student mobility recognition procedure shall be conducted on the basis of a Learning 

Agreement for studies / Traineeship, Transcript of Records, Traineeship Certificate and 

Statement of the Host Institution. If a student has fulfilled all the obligations under the Learning 

Agreement for studies / Traineeship, the College shall recognize the achieved achievements in 

the study program in accordance with the said documents.  

(2) Regardless of the success achieved during the study period or the results of the traineeship,  

the College shall register the period of the student mobility program in the Supplementary Study 

Document on the basis of the Statement of the Host Institution. 

(3) ECTS points are recognized for successfully completed subjects at the host institution, as 

stated in the Transcript of Records of the Host Institution. The College will recognize the 

subjects, the number of ECTS points awarded and the grades as stated in the original Transcript 

of Records. 

(4) The grades specified in the Transcript of Records by the host institution shall be recognized 

to the student.  

(5) Based on the Traineeship Certificate and Statement of the Host Institution that a student 

submits to the College after returning from abroad, the College shall recognize the entire 

duration of the Mobility Program for the purpose of completing traineeship and can award 

ECTS credits according to the ECTS credits established for completing traineeship within the 

study program. The mobility period shall be specified in the Supplementary Study Document.  

(6) After a completed mobility period, the student continues his studies at the College. The 

Student Service shall enter data on the completed mobility period at ISVU within 8 days of 

receipt of the data. 



   
 

 

Obligations of the outgoing student 

Article 19. 

(1) Within a selected program, a student at a host institution must obtain at least 20 and a 

maximum of 40 ECTS credits in one semester, except in the case of traineeship  stay  or stay 

for the purpose of final / graduate paper, and for a shorter period a proportionately smaller 

number of ECTS credits. 

(2) Upon completion of the mobility, the student shall submit immediately, or within 45 days 

at the latest, the Transcript of Records or Traineeship Certificate from the institution, and other 

documents specified in the conditions of the implementation of the mobility program to the 

Erasmus Coordinator.  

(3) Student participating in outgoing mobility shall keep the original travel documentation 

(travelling tickets, bills on participation fees, consumption, accommodation, etc.) and to submit 

it within 15 days of returning from mobility to the Erasmus coordinator, together with 

-Statement of the Host Institution 

- Certified Learning Agreement for the Studies/Traineeship, 

- a short written report (about 150 words) on the mobility stay (in Croatian and English 

language), 

- at least two photos  

- complete the Final Report in the Mobility Tool, 

- complete the assessment of language competence in the OLS tool. 

 

IV.  INCOMING STUDENTS 

 

Article 20. 

Selection of the incoming students is performed by their home Higher Education Institution.  

 



   
 

 

Article 21. 

The selected students are required to submit the application to the Commission not later than 1 

July for the winter semester or full academic year, i.e. until December 1 for the summer 

semester. 

Article 22. 

(1) The Erasmus + Programs Commission is required to check the compatibility of the planned 

programs and to suggest accepting or rejecting an incoming student within 15 days. 

(2) Upon conclusion of the Learning Agreement for studies / Learning Agreements for 

Traineeship, the Erasmus Coordinator shall send the home institution an acceptance letter. 

Article 23. 

(1) The incoming student is enrolled in the College Student Service, where his student ID is 

issued. 

(2) The incoming student has the rights and obligations of a regular student College unless 

otherwise specified by bilateral agreement. 

(3) Students from partner countries during their stay in mobility within the KA107 activities 

have the right to Student Identification Card (“X-card), as a student ID but without the food 

subsidies. 

(4) The incoming student is, in compliance with Erasmus + program rules, exempt from tuition 

fees at the College during the mobility. 

 

Article 24. 

The Erasmus + Programs Commission shall coordinate the reception, arrival and 

accommodation of students who come to the College within the exchange programs and inform 

them on their tuition and other obligations and rights. 

Article 25. 



   
 

 

Classes for incoming students who do not attend the classes in Croatian language, are conducted 

in a foreign language and can be performed as consultative teaching. 

Article 26. 

After the completed mobility, the College, as a home institution, issues to the student the 

Transcript of Records / Traineeship Certificate ant the Statement of the Host Institution in 

English language. 

Article 27. 

In order to provide information to interested incoming students about the possibilities and 

conditions of studying at the College, an information package is published in English language 

on the official College website. 

 

V. MOBILITY OF (NON) TEACHING STAFF 

 

Outgoing mobility 

Article 28. 

(1)  The Mobility Program of the (non) teaching staff of the College (hereinafter referred to as 

staff) refers to the stay of staff at the host institution, duration of which is determined by a public 

competition. 

(2) Personnel eligible to participate in the Mobility Program: 

a) persons in the teaching and associate professions who are employed at the College under the 

employment contract valid for the entire duration of their mobility, 

b) non-teaching staff employed at the College based on the employment contract, 

c) external associates of the College who are teaching on the basis of a work contract. 

(3) Teaching staff may participate in the mobility program for the purpose of teaching or 

professional training at the host institution. Non-teaching staff can participate in the Mobility 

Program for the purpose of professional training at the host institution. The type and duration 



   
 

 

of mobility and the application are defined in the provisions of the competition. The Dean issues 

a decision on the results of the competition, against which the appeal can be filed to the College 

Steering Council. 

(4) The selection of staff is carried out on the basis of the criteria set by the Dean on the proposal 

of the Commission for Erasmus + programs, and which are published in a public competition. 

(5) The staff participating in the mobility are required to have the European Health Insurance 

Card. The staff participating in the mobility program under the Erasmus + Key Action Program 

1 (KA107) are required to obtain the appropriate documentation needed to exercise the right to 

health care in the country where mobility takes place. 

(6) A participant in outgoing mobility shall keep the proof original travel documentation (travel 

tickets, participation fee receipts, consumption, accommodation, etc.) and submit it to the 

Erasmus coordinator within 15 days upon returning from mobility, together with: 

- Statement of the Host Institution 

- certified Mobility Agreement for Training/Teaching, 

- a short written report (about 150 words) about the stay in mobility (in Croatian and English 

language), 

- at least two photos and 

complete the Final Report in the Mobility Tool, 

(7) Staff who, for no justified reason, fail to fulfil their contractual obligations shall be subject 

to sanctions in the form of recovery of funds, depending on the extent of uncompleted 

obligations. 

Incoming mobility 

Article 29. 

(1)  The incoming (non) teaching staff participating in the Mobility Program at the College as 

a host institution are selected and applied by the foreign partner institutions. 



   
 

 

(2) The purpose of the stay of the partner institutions teaching staff at the College may be tuition 

or professional training. The purpose of the stay of the non-teaching staff of partner institutions 

at the College can be professional training. 

(3) Staff coming for teaching purposes may be from an institution with which the College has 

concluded an Erasmus bilateral contract or the Invited Staff from enterprises. 

(4) The College shall issue to non-teaching staff the Statement of the Host Institution in English 

language and certify the Mobility Agreement for the purpose of teaching / training. 

 

VI.  FINAL PROVISIONS 

Article 30. 

Amendments to this Ordinance shall be adopted in the same way as this Ordinance.  

Article 31. 

This Ordinance shall enter into force on the eighth day after the day of its publication on the 

College notice board.       

 

     President of the Management Council  

     of the College in Požega 

       

 

 

       Professor PhD Drago Šubarić 

           

 

 

The Ordinance entered into force on  __________________________________  2018. 

 

 
Class: 012-03/16-01/7 

Reg. no.: 2177-30-01-09-18-3 

Požega, 31 October 2018 

 


