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This document  is version  2 of the Project Handbook for 

the 2017  Call for Key Action 2  Strategic Partnerships 

for School Education  

It has been produced by the Erasmus+ UK National 

Agency to help UK organisations run their 201 7 

Erasmus+ Key Action 2 Strategic Partnerships for 

School Education projects.  

Any previous documents relating to the 2014 , 2015  and 

2016  Programme Guide should be ignored for 201 7 

funded projects . 

Please note:  An electronic copy of this handbook can 

be downloaded from the schools ómanage your grantô 

page of the Erasmus+ UK National Agenciesô website: 

www.erasmusplus.org.uk/schools -projects  
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Who is this guide for?  

This project handbook is designed to help UK organisations run their 2017 Erasmus+ Key Action 2 

Strategic Partnerships for School Education projects. If you have been awarded funding for another 

Key Action or year please consult the relevant manage your grants page on the UK website to 

download the correct handbook. 

This handbook is a guidance document only and is designed to provide information 

to support your Grant Agreement (including all associated annexes) and the 2017 

Programme Guide. Your Grant Agreement and the Programme Guide are the 

primary documents you should refer to and need to comply with. Should any 

information in this handbook differ from either the Grant Agreement or the 

Programme Guide, the content of the Grant Agreement, its annexes and the 

Programme Guide will take precedence. 

 

  

https://www.erasmusplus.org.uk/manage-your-grant
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General  Definition s  

Erasmus+ 

Programme  (E+) :  

A programme funded by the European Commission from 2014 to 2020, which offers 

a range of funding opportunities for UK organisations actively involved in delivering 

education, training, youth and sport activities.  

Accompanying 

Person:  

A person who accompanies participants on placement. Such individuals are eligible 

for financial support under the programme. It should be noted that accompanying 

persons are not regarded as participants.  

Beneficiary:  

Any organisation declaring its intention to submit a proposal for transnational 

cooperation in accordance with the established programme procedures. The 

applicant organisation becomes the grant beneficiary when the proposal is approved 

and then assumes overall responsibility for carrying out the project.  

Exceptional Costs  
A contribution to the real costs incurred in relation to the sub-contracting of goods or 

services that cannot be provided by the beneficiary organisations themselves. 

Intellectual 

Outputs  

Substantial, high quality tangible outputs of a project such as open educational 

resources, curricula, IT tools or other pedagogical materials. 

Key Action 2 

(KA2) :  

A strand of the Erasmus+ Programme which supports Strategic Partnership 

projects. KA2 projects can address one or more fields of education, training and 

youth, and aim to develop, transfer and/or implement innovative practices and 

promote the exchange of practice. KA2 projects can involve a range of different 

activities, including transnational teaching, training and/or learning activities where 

these contribute to achieving the objectives of the project. 

Legal 

Representative:  

An individual person authorised within the beneficiary organisation to sign legally 

binding documents.  

Mobility Tool+:  
The European Commissionôs online management and reporting tool for all 

Erasmus+ beneficiaries.  

Mobility:  
This refers only to the period of time a participant spends in another European 

country.  

Multiplier Events  
National or transnational conferences, seminars or events aimed at sharing and 

disseminating Intellectual Outputs produced by the project. Only projects delivering 

Intellectual Outputs can include Multiplier Events. 

Participant:  
Anyone who is sent to a host country other than their country of origin or that where 

they are employed, undergoing training or reside.  

Project:  
This refers to the project in its entirety; including activities such as preparation, 

organisation and management, monitoring, evaluation, validation and dissemination. 

Receiving 

Organisation:  

The organisation responsible for receiving participants from abroad and offering 

them a study/ traineeship programme, a programme of training activities or 

benefitting from a teaching opportunity.  
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Sending Partner:  
The organisation which selects participants to undertake a placement.  

Special Needs 

Support  

Additional costs directly related to participants with disabilities (excluding travel and 

subsistence of accompanying persons) 

Training, Teaching 

and Learning 

Activities  

Short or longer term periods of training or work placements for staff or learners 

taking place in the country of one of the organisations participating in the Key Action 

2 project. The activities must add value to the project and contribute to achieving the 

overall project objectives. 

Transnational 

Project Meeting  

Transnational Project Meetings are for project coordinators only. Students and 

pupils cannot travel for Transnational Project Meetings. Transnational Project 

Meetings are meetings between project partners and hosted by one of the 

participating organisations for implementation and coordination purposes. These 

project meetings are designed to allow coordinators to meet face to face to plan the 

rest / elements of the Key Action 2 Project.  

UK NA :  
The Erasmus+ UK National Agency (The British Council in partnership with Ecorys 

UK) 
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 KEY DOCUMENTS  

1.   The Erasmus+ Programme Guide  

The Erasmus+ Programme Guide is the key document produced by the European Commission for anybody 

requiring a thorough knowledge of the Erasmus+ programme. It is important that you continue to consult 

the Erasmus+ Programme Guide for the year in which you received funding. For example, if you applied 

under a 2017 call and were granted funding as a successful project, you should consult the 2017 

Programme Guide for the duration of that project.   

Sometimes the European Commission makes changes to published documents. To ensure that you use 

the most up-to-date version of the 2017 Programme Guide you should check our website and download the 

2017 Programme Guide from the Key Resources section of our website.  

While there are sections of the programme guide applicable to all projects, there are also sections of the 

Programme Guide applicable specifically to Key Action 2 School Education Strategic Partnerships Projects: 

Á Key Action 2 Overview..éééééééééééééééé..ééé.é 118 - 186 

Á Information for Applicants é..éééé.ééééééééééééé.... 244 - 260 

Á Specific Rules for Strategic Partnerships...ééééééééééé...é 287 - 299 

Á Dissemination and exploitation of results, a practical guide ééééé.. 309 - 314 

Á Glossary of terms ééééééééééééééééééééééé.. 315 - 322 

2.   The Grant Agreement  

Following the eligibility check, assessment and selection process, all successful beneficiary organisations 

wishing to receive funding are required to enter into a legally binding contract with the UK National Agency. 

This legal contract is called a Grant Agreement. Your Grant Agreement must be signed by the project legal 

representative, and countersigned by the UK National before your organisation commences any funded 

project activity.  

Your Grant Agreement is the legal contract between your organisation and the UK National 

Agency. It is split into several sections and annexes. Please ensure that you read the entire 

Grant Agreement carefully so that you are familiar with your organisationôs contractual 

obligations.  

 

 

https://www.erasmusplus.org.uk/key-resources#programme-guide
https://www.erasmusplus.org.uk/key-resources
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2.1.  Grant Agreement Part I -  Special Conditions  

The special conditions section of your organisationôs Grant Agreement contains highly useful information, 

which is specific to the individual project. It is imperative that your organisation checks this information 

carefully, especially the following: 

Á Article I.2.2  Project start and end dates    

Á Article I.3.1  Maximum grant awarded                                

Á Article I.4.4  Final report and final payment   

Á Article I.9.1 Mobility Tool+ requirements (reporting)  

2.2.  Grant Agreement Part II -  General Conditions  

The general conditions part of your organisationôs Grant Agreement is available to download from the 

Erasmus+ UK National Agency website here. For Key Action 2 Strategic Partnerships for School Education 

projects you should download the Part II General Conditions Multi-Beneficiaries. This document contains a 

large amount of important contractual information including information and should also be consulted 

carefully.  

2.3.  Grant Agreement Annex I and II: Description of the 

project & Estimated budget  

This information has been taken from your original project application, but may contain corrections or 

amendments made by the UK National Agency during eligibility checks. The participant and accompanying 

person numbers, placement durations and destination countries are fixed. If you wish to change these you 

should contact the UK National Agency as soon as possible. Any variances in your project implementation 

from the information in this annex may lead to budget reductions or the full refund of the associated unit 

costs to the UK National Agency.  

2.4.  Grant Agreement Annex III: Financial and contractual 

rules  

This annex provides comprehensive information about the financial and contractual rules your project must 

follow. Again, this document should be read carefully. By signing the Grant Agreement, your institution has 

entered into a legal contract with the UK National Agency under these terms. Failure to comply with the 

programme rules and Grant Agreement could result in your institution having to repay monies back to the 

UK National Agency.  

 

https://erasmusplus.org.uk/erasmus-grants
https://www.erasmusplus.org.uk/file/5015/download
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2.5.  Grant Agreement Annex VIII ï Bank Details Form  

To enable us to make any payments to your organisation, your organisation must be set up on the British 

Councilôs ñSAPò financial system, for which we need your organisationôs full bank details. You will be given 

a unique vendor number on SAP, which should be quoted on all future invoices / payment queries.  

Should your organisationôs bank details change, please notify our schools grants team 

immediately by contacting erasmusplus.applications@britishcouncil.org. It is imperative that 

you contact us if: 

Á Your organisation name changes; 

Á Your organisation legal status changes, e.g. It becomes an academy; or 

Á Your organisation bank details change.  

You will be asked to complete a new bank details form, which we will use to update your organisationôs 

details on our financial system. If we do not hold the most up-to-date information we will be unable to pay 

your organisations grant correctly. We recommend that you keep a copy of this form for your own records. 

 

 

mailto:erasmusplus.applications@britishcouncil.org
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 ORGANISATION  AND PARTNER ROLES 

The UK National Agency strives to ensure that only the highest quality applications are funded. We 

endeavour to provide as much help and support to beneficiaries throughout their project lifetime. It is, 

however, your overall responsibility to ensure the quality of your planned placements and project activities. 

The UK National Agency has measures in place to help ensure the quality of placements. This includes 

providing relevant guidance documents for beneficiaries, which are made available on the UK Erasmus+ 

website. 

To ensure that all parties involved are committed to delivery of a high quality project, all roles and 

responsibilities need to be clearly agreed and outlined in contracts or partnership agreements. Some areas 

for you and your partners to consider implementing a high quality project include: 

Á ensuring a strong and committed partnership is in place prior to project implementation. 

Á ensuring that the training content is relevant to the needs of participants as well as meeting the 

objectives of Key Action 2; 

Á ensuring that there are clear and appropriate monitoring arrangements in place. 

Á ensuring that you have clear management strategies in place, with appropriate personnel 

responsible for managing the project; 

Á having clear financial reporting mechanisms and an appropriate accounting system in place to 

ensure all evidence of expenditure is recorded (prior to inputting information onto the Mobility 

Tool+); 

Á having quality control measures in place to allow you to evaluate the impact and the progress of the 

project on an ongoing basis and ensure appropriate action is taken if required within the project 

budget and project time-frame; 

Á having a (SMART) dissemination plan in place to ensure that all parties disseminate project results 

to the relevant target groups, using appropriate channels at different stages of the project; and 

Á ensuring that participants are supported with relevant preparation prior to placement and practical 

support available throughout the period of the project. 

1.   Project Changes  

Your 2017 Key Action 2 project has been approved by the UK National Agency based on information you 

provided in your original grant application. If you need to make any changes to your project, you should 

notify the UK National Agency immediately and before any changes are implemented.  

https://erasmusplus.org.uk/
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You should note that the UK National Agency is not obliged to approve changes to your project. As such, 

you should not action any changes until you have received written confirmation from the UK National 

Agency (verbal agreements are not binding from either party). Should you proceed with these changes 

before receiving authorisation to do so, the UK National Agency has the right to request repayment of the 

corresponding part of your grant.  

Any request for amendment must be received by the UK National Agency in good time. We require 

notification at least one month before the intended implementation of the changes in order to allow 

sufficient time for approval. The UK National Agency is unable to process an amendment request during 

the last month of your project activity; this is in accordance with European Commission guidance. You 

should therefore ensure that your project is on track and that no changes need to be made in in the final 

stages of your project.  

A change to your projectôs contact person, legal representative or to your organisationôs bank details is not 

regarded as an amendment to your original grant application. Therefore, should you need to make any of 

these changes, please notify us by email. We will then provide you with further guidance.  
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 GRANT FINANCIAL MANAGEMENT  

An Erasmus+ grant is an incentive to carry out a project which would not be feasible without European 

Union (EU) financial support, and is based on the principle of co-financing. Co-financing implies that the EU 

grant may not finance the entire costs of the project; the project must be funded by sources of co-financing 

other than the EU grant. The Erasmus+ UK National Agency cannot grant additional funds to projects after 

the allocation of funds to your project and issuing of your organisationôs Grant Agreement.  

1.   Unit Costs and Real Costs  

While your project has been awarded a ómaximum grant amountô, this does not necessarily mean that the 

project will be entitled to or receive this full sum. Erasmus+ grants are made up of a combination of unit 

costs and real costs. Your project will only be eligible for unit costs and real costs for activities that are 

realised. Your project Grant Agreement Annex III details each budget category as an underlined heading. 

For each budget category the grant agreement provides information on the following: 

A. The Calculation of the Grant Amount 

This information details how costs for that budget category are calculated.   

 

B. The Triggering Event 

This information details what needs to happen in order for your project to be eligible for each cost. 

E.g. Transnational Project Meetings: To claim the unit cost for a participant, the participant must 

actually travel and complete the mobility and attend the meeting as approved by the UK National 

Agency. If the triggering event is not realised, the project would not be eligible for the Transnational 

Project Meeting unit costs for this participant. The Transnational Project Meeting cost for the 

participant who did not travel will be removed from the overall project grant budget (unless 

transferred using the budget category transfer rule); either by deduction from the final grant 

payment, or recovery by way of invoice. 

 

C. Supporting Documentation 

This information details what a project needs to keep as evidence that the triggering event actually 

happened. E.g. Transnational Project Meetings: Projects are required to keep and retain a 

certificate of attendance per participant as a minimum. 

D. Reporting 

This details the information you will be required to input into Mobility Tool+.   

Can not transfer to this 

category 

Even if no funds were 

requested for SNS 
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It is important to remember that a project will not be eligible for a unit cost if a triggering 

event does not occur, or a project does not retain the supporting documentation as detailed  

in its Grant Agreement. e.g. If a project is funded 5 people x ú275 Transnational Project Meeting unit costs 

to go to Spain, but in the end only 4 people travel, the project would only be eligible for 4 x ú275 

Transnational Project Meeting unit costs. It is not possible to use 5 people x unit costs, to only send 4 

participants to the Transnational Project Meeting. 

1.1.  Unit Costs: The use of lump sums, the reimbursement on 

the basis of unit costs and the flat - rate financing  

Projects are entitled to the unit cost flat rates, provided that a triggering event happens and supporting 

documentation is retained as evidence. Projects are still entitled to full unit costs (flat rate) even if the órealô 

actual expenditure is less. E.g. A project is awarded ú575 for one person to travel to a Transnational 

Project Meeting (distance band 100 and 1999KM). The participant travels and attends the transnational 

project meeting as planned. The project retains the required supporting documentation e.g. certificate of 

attendance as evidence that the triggering event happened. Even if the participant actual expenditure is 

only ú500, the project would still be entitled to the full ú575 unit costs for attendance to the Transnational 

Project Meeting.  

 

 

 

 

 

 

 

 

 

Amount spent by participant to attend 

transnational project meeting 

 

 

 

Amount project can claim for participant 

involvement in transitional project meeting 

 

 

 

 

 

Supporting documentation retained as 

evidence and submitted with final report? 

Flight Tickets: ú100 

 

Subsistence: ú100 

 

Local Travel: ú50 

 

Insurance: ú20 

 

Hotel: ú230 

 

 

 

 

Actual Expenditure Total = ú500 

 

Insurance: ú20 

 

Hotel: ú230 

Unit Cost the project is eligible to claim = ú575          

Actual Expenditure: ú500  

Surplus = ú75 

  

 

Insurance: ú20 

 

Distance Band 100 - 1999. Distance 

established using Distance Band Calculator 

http://ec.europa.eu/education/tools/distance_en.htm
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The left over ú75 would be seen as surplus. You do not need to budget category transfer this surplus as 

your project will still be entitled to the full flat rate. In the spirit of the Erasmus+ programme, this surplus 

should be used to further strengthen the quality of your project. This principle does not work for budget 

categories based on real (actual) costs as we only fund according to actual expenditure, not unit costs. 

Budget Category Cost Type 

Project Management and 

Implementation 

Unit Cost 

Transnational Project Meetings  Unit Cost 

Intellectual Outputs Unit Cost 

Multiplier Events Unit Cost 

Travel Unit Cost 

Individual Support Unit Cost 

Linguistic Support Unit Cost 

Special Needs Support Real (Actual) Costs 

Exceptional Costs Real (Actual) Cost 

1.2.  Real Costs  

The budget categories Special Needs Support and Exceptional Costs are based on the principle of real 

costs. 100% of eligible costs under Special Needs Support will be reimbursed (up to the budget category 

amount awarded), on the condition that invoices and receipts are provided. 75% of eligible costs under 

Exceptional Costs will be reimbursed, provided that this does not exceed the budget category amount 

awarded by the UK National Agency. Please note that receipts and invoices are required as evidence for 

real cost expenditure.  

1.3.  Budget Category Transfers  

Within your Key Action 2 project, there is some flexibility to transfer certain elements of your grant between 

the different budget categories without submitting a formal contract amendment request to the UK National 

Agency for approval.  

Please read the information in this section and the information in your Grant Agreement in its 

entirety, and contact us as soon as possible if you have any questions regarding the 

principle of budget category transfers.  It is highly recommended to update the Mobility Tool+ 

as your project progresses. This will assist you with managing your budget, keeping track of 

unit costs you are eligible to claim for and also managing budget category transfers.  
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To understand how budget category transfers work you must understand how grants are funded. If you 

have not done so already, it is advised to read the óUnit Costs and Real Costsô section of this guide. It is 

important to understand that triggering events must take place in order for a project to be eligible for the 

associated costs. It is also important to understand that surplus does not need to be budget category 

transferred.   

Below you can see a diagram which demonstrates which budget categories money can be transferred from 

and to. But remember, it is not possible to simply vire any amount of money from one to the other. The 

principles of triggering events and supporting documentation still stands after budget category transfers 

have taken place. 

From 

 

 

 

 

 

To 

Project Management and Implementation 

Transnational Project Meetings 

Intellectual Outputs 

Multiplier Events 

Learning/teaching/training activities 

Exceptional costs 

 

Transnational Project Meetings 

Intellectual Outputs 

Multiplier Events 

Learning/teaching/training activities (Travel, 

Individual Support and Linguistic Support) 

Special Needs Support 

 
Cannot transfer to the two categories below 

 

Project management and implementation 

Exceptional costs 

Please note:  

Á You cannot transfer money to a budget category where no funds were originally granted; 

Á You cannot decrease a budget category by more than 20%; 

Á You cannot increase a budget category by more than 20%; 

Á You cannot transfer money to the Project Management and Implementation or Exceptional Costs 

budget categories; and 

Á You cannot transfer money from the budget category Special Needs Support but there is an 

exception that you can transfer as much money as needed into it, even if no money was originally 

granted for Special Needs Support. 

If there is a transfer from budget category A to category B, then the relevant triggering events are those 

governing budget category B. The transfer happens before the triggering event, not after. So, for example, 

if you are granted a unit cost for Transnational Project Meetings. but want to use this cost for a Multiplier 

Event, what you should do is simply incur additional triggering events for a Multiplier Event (e.g. additional 
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event attendees) and report them in Mobility Tool+ as such. It is important, however, that the difference 

between the contracted and the reported amounts does not exceed the transfer flexibility defined in your 

Grant Agreement. The incurred costs must also respect the eligibility criteria for the budget category in 

which they are reported. Please see example below:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding activity information into Mobility Tool+ can assist you to track how much budget the project is 

entitled to as it progresses. There are also columns which help manage budget category transfers.  

 

 

 

Planned Activities Actual Activities 
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Meeting hosted by Spanish partner 

UK > Spain = Distance band 100 - 
1999km 

100 - 1999km = ú575 per attendee 

5 x ú575 = ú2875 

 

Meeting hosted by Spanish partner 
UK > Spain = Distance band 100 - 

1999km 
100 - 1999km = ú575 per attendee 

4 x ú575 = ú2300 
 

 

1 x ú575 did not travel. Cannot 

claim this unit cost 

 

ú75  

Amount can be 

budget transferred 

elsewhere, or 

removed from 

total project grant 

ú500  

Amount budget 

transferred  

Multiplier Event hosted by UK 
organisation  

Á ú100 local participant 
Á ú200 international participant 

 

Funding awarded for 100 event 

attendees x ú100 = ú10,000 

Multiplier Event hosted by UK 
organisation  

Á ú100 local participant 
Á ú200 international participant 
 
 

100 event attendees x ú100 = 

ú10,000 

+ additional 5 event attendees:        

5 x ú100 = ú500 

Total 105 x ú100 = ú10,500 
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1.4.  Project Management and Implementation  

Costs eligible under this budget category include staff costs for general project management (e.g. planning, 

finances, coordination and communication between partners, etc.); small scale learning/teaching/training 

materials, tools, approaches etc., virtual cooperation and local project activities (e.g. class-room project 

work with learners, organisation and mentoring of embedded learning/training activities, etc.); information, 

promotion and dissemination (e.g. brochures, leaflets, web information, etc.); general project management 

and administrative tasks, (including staff time for these tasks) should be covered under this budget 

category rather than in Intellectual Outputs.  

1.5.  Transnational Project Meetings  

These meetings are for project coordination and planning purposes. Transnational Project Meetings should 

not be confused for Learning, Teaching and Training activities. As per Annex III of your Grant Agreement, 

the venue for Transnational Project Meetings should be the held and hosted in the country of a project 

partner. For meeting costs to be eligible under the Transnational Project Meetings budget heading, 

activities must involve participants from partner organisations from at least two different Programme 

Countries. When the travel distance for Transnational Project Meetings is less than 100km, it is not 

possible to claim unit costs.  

1.6.  Intellectual Outputs  

Your project may have been awarded a budget to produce Intellectual Outputs. Any approved Intellectual 

Outputs will be listed in Annex I.A of your Grant Agreement and the associated costs outlined in Annex II. 

Please be mindful that costs associated with Managers and Administrative staff are expected to be covered 

under Project Management and Implementation and you will only be able to claim staff costs associated 

with Managers or Administrators against Intellectual Outputs if specified and approved in your project 

application. To be classed as a member of staff, individuals have to be employed by the organisation either 

on a professional or a voluntary basis. In order for costs to be eligible, partners need to be able to 

demonstrate a formal link (on a professional or voluntary basis) with the persons which staff costs are being 

claimed for. To demonstrate this formal link, you need to keep proof of the nature of the relationship (e.g. 

employment contracts or volunteer agreements).  

At the reporting stage, you will need to input details of all Intellectual Outputs produced in the Mobility Tool+ 

and upload them onto the Erasmus+ Project Results Platform. You will also need to report the number of 

days of work specifically for each Intellectual Outputs per staff category for each partner on the basis of the 

timesheets kept. Please see Annex III for further details. Timesheets for each person will also need to be 

http://ec.europa.eu/programmes/erasmus-plus/projects/
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kept according to the supporting documentation section of your Grant Agreement. Annex III of your Grant 

Agreement provides details regarding the unit costs available per country.  

Please note that people working for the organisation on the basis of a service contract (e.g. translators, 

web designers, etc.) are not considered as staff of the organisation. Therefore, their staff time cannot be 

claimed under Intellectual Outputs. Staff costs incurred by individuals external to the partner organisations 

belong under the Exceptional Costs budget category and should only be claimed if included and approved 

in the projectôs budget. 

1.7.  Multiplier Events  

Funding for Multiplier Events is only available for strategic partnerships supporting innovation that create 

Intellectual Outputs.  Multiplier Events are national and transnational conferences, seminars, events 

organised by the project to share and disseminate Intellectual Outputs realised by the project to 

organisations and individuals outside of the Erasmus+ project partnership. Support for Multiplier Events is 

provided only if in direct relation to the Intellectual Outputs of the project. A project without grant support for 

Intellectual Outputs cannot receive support for organising Multiplier Events. 

1.8.  Learning Teaching Training Activities  

Learning, teaching and training activities for staff and pupils should have been applied for at the application 

stage. As a reminder, cultural tourism activities will not be accepted as Learning Teaching Training 

activities. Learning Teaching Training activities can be financed through up to three budget categories: 

Travel, Individual Support and Linguistic Support. Please be aware of the minimum and maximum 

durations for activities. All durations below exclude travel and travel days.  

Type of activity Duration 

Blended mobility of learners 5 Days To 2 Months Of Physical Mobility 

Short-term exchanges of groups of pupils 5 Days To 2 Months  

Long-term study mobility of pupils 2 To 12 Months 

Long-term teaching or training assignments 2 To 12 Months 

Short-term joint staff training events 3 Days To 2 Months 

a)  Individual Support  
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Individual Support is to support the day-to-day costs incurred by participants during the activity. This 

element of the budget is intended to help cover the costs of accommodation, insurance, food as well as 

local travel to and from the placement in the host country.  

Individual Support is calculated on a unit cost basis per day and is payable according to the country of 

destination and the duration of the placement. This component of expenditure is paid as a lump sum and all 

Individual Support must be spent on the participants. Please note that participants are only eligible for unit 

costs per day for the days that they engage in mobility activity. If a participant was funded for 7 days of 

activity but in the end only took part in 5 days of mobility, the participant is only entitled to 5 daysô worth of 

Individual Support. Up to a maximum of two travel days can be requested when adding participant 

information in Mobility Tool+. 

Details of each participant will have to be input onto the Mobility Tool+ and the eligible grant amount will be 

automatically calculated by multiplying the number of days/months per participant with the applicable unit 

contribution, as specified in Annex III of your Grant Agreement.  

b)  Travel   

Travel is a contribution to the travel costs of participants, including accompanying persons, from their place 

of origin to the venue of the activity and return. This budget category is based on the distance travelled per 

participant and is defined as the cost of the entire journey from the UK point of origin to the host destination 

(and return) including transfers. Travel distances are always calculated using the Distance Calculator 

supported by the European Commission. Using the calculator you must indicate the distance of a one-way 

travel to calculate the amount of the EU grant that will support the round trip. Travel is calculated according 

to rates produced by the European Commission, but will be automatically calculated for you on the Mobility 

Tool+. Using the Mobility Tool+ to add participant data in the Learning, Teaching, and Training Activities tab 

is a great way to establish how much money each participant is entitled to for travel to their mobility.  

When claiming travel costs, you will need to report on the number of participants in each activity on the 

Mobility Tool+, the dates of the activity, and enter the appropriate unit cost on the basis of the one-way 

distance obtained from the European Commissionôs online distance calculator. The Mobility Tool+ will 

calculate the grant amount automatically.  

http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm
http://ec.europa.eu/programmes/erasmus-plus/tools/distance_en.htm
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1.2.  Linguistic Support  

Linguistic Support is a contribution to the costs you and your partners may incur when supporting 

participants in long-term transnational activities. On the Mobility Tool+, you will need to report which 

participants received Linguistic Support and you will be allowed to claim ú150 per participant receiving this 

type of support. You will need to retain supporting documents in the form of proof of attendance to any 

language courses, invoices for the purchase of learning materials or a declaration signed by the participant, 

if the partner organisations delivered the linguistic support themselves. Please refer to your Grant 

Agreement for further details. 

1.3.  Special Needs Support  

Special Needs Support is the budget category to help fund the additional costs directly related to 

participants with disabilities and accompanying persons (including costs related to travel and subsistence, if 

justified and as long as a grant for these participants is not requested through budget categories ôtravelô and 

ôindividual supportô).  

Where costs have been incurred for participant(s) with specific needs, you will need to report the actual 

costs in the Mobility Tool+. You will also need to indicate whether you have been granted this funding, or if 

it is a budget transfer, detail the type and total cost being claimed. At final report stage you will be required 

to provide invoices of the actual costs incurred, giving the name and address of the company issuing the 

invoice, as well as the amount, currency and date. 

1.4.  Exceptional Costs  

Any grant awarded under Annex II for Exceptional Costs can be used for subcontracting requirements and 

costs related to the depreciation of equipment, as long as these are specified in your approved application. 

For Exceptional Costs, you need to report the actual costs incurred in the Mobility Tool+. The UK National 

Agency will reimburse 75% of the eligible costs actually incurred or ú50,000 - whichever is the lowest.  



 
 
 

21 
 

2.   Add Mobility information into Mobility Tool+ and  

use the tool to manage grant budget  

Mobility Tool+ is the online management and reporting system developed by the European Commission for 

all Erasmus+ projects. It is a contractual requirement for all projects to report their project activities in the 

Mobility Tool+. It is highly recommended to complete information online as your project progresses and 

participants complete their mobilities. The Mobility Tool+ will also help you manage your project budget. By 

entering information about a participantôs mobility, you can see the unit costs your project is then eligible 

for. The Mobility Tool+ can also help you manage budget category transfers. For more information about 

reporting and Mobility Tool+ please see the reporting section of this guide. 

3.   Retain Sup porting Documentation  

You should ensure that the costs incurred as part of your Erasmus+ project are considered 

eligible in accordance with your project Grant Agreement. You must also ensure that 

expenditure is substantiated by adequate supporting documents that can be produced in the 

context of the checks or audits as described in your Grant Agreement.  

Specific information about the supporting documentation that your organisation is required to retain for 

each budget category of your grant can be found in your project Grant Agreement.  

We would like to remind you that your organisation should also keep evidence of all project expenditure. 

Keeping project expenditure by way of receipts and invoices is not only good practice but may be required 

in evidence should your project be subject to your organisationôs internal audits or external audits 

associated specifically with your Erasmus+ project. 

It is advisable to keep as much original information and evidence as possible in a project file. This will 

facilitate a smooth handover should your Erasmus+ project coordinator change during your project lifetime, 

and also help your organisation complete the narratives of its Erasmus+ final report when the time comes. 

3.1.   Certificates of Attendance  

Please ensure that all participants who travel abroad as part of the project return a Certificate of 

Attendance to your organisation. This is a mandatory document that will need to be attached to your final 

report as proof that Transnational Project Meetings and Learning, Teaching, Training Activities took place. 

You are free to use the certificate on our website as a template, or you can produce your own, provided it 

contains the relevant information needed as stipulated in your Grant Agreement. Template supporting 

documentation can be found on the óManage your Grantô webpage of our website. Participants undertaking 

https://www.erasmusplus.org.uk/schools-projects
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structured courses must also retain their course fees invoice in addition to the Certificate of Attendance. 

Please check your Grant Agreement to ensure that any course fees invoice details the required information 

on it.  

4.   Converting Currency  

It is only necessary to convert costs for reporting that are incurred under budget categories based on real 

costs, namely Special Needs Support and Exceptional Costs. All reporting takes place in Euros. For budget 

categories based on unit costs, no conversion is necessary as actual expenditure for these budget 

categories are not reported to the UK National Agency. For budget categories based on real (actual) costs 

(special needs support and exceptional costs), you may need to convert invoice values for the purpose of 

reporting if they are not incurred in Euros. 

You must use the monthly exchange rate, published by the Official Journal of the European Union, for the 

day in which your organisationôs bank account was credited with the projectôs pre-financing payment. You 

can access the Official Journal of the European Union here. Please do not use the rate on the date of the 

invoice. Please contact us as soon as possible if you would like assistance converting invoices for Special 

Needs Support or Exceptional Costs into Euros.  

All payments from the National Agency to beneficiaries are made in Euros. The UK National Agency is not 

responsible for any delay caused as a result of an institutionôs bank accountôs inability to receive payments 

in Euros.  

http://www.ecb.europa.eu/stats/exchange/eurofxref/html/index.en.html
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 INVOLVING PARTICIPANTS IN PROJECT 

ACTIVITIES  

1.   Project Start and End Dates  

All Erasmus+ project activities must take place between your project start and end date. 

Your project start and end date can be found in your Grant Agreement. Any activity (e.g. 

mobilities or trips, including travel days) that fall outside the project start and end date will be 

deemed ineligible for funding. This could lead to reductions of your final grant amount. 

2.    Health, Safety and Safeguarding  

It is a contractual requirement to ensure that participants work in a safe and healthy 

environment. It is essential that your organisation considers and covers all aspects of 

participantsô health and safety from the start of the project, and throughout the participantsô 

involvement in the project. The UK National Agency recommends that you follow your 

organisationôs health and safety procedures and are fully aware of the health and safety 

procedures within the hosting organisation overseas.  

2.1.   Risk Assessments  
As all Erasmus+ placements are transnational, sending organisations and participants should regularly 

consult the travel guidance published by the Foreign Commonwealth Office before travelling. You can 

search for an individual countries travel advice via the following link. 

Risk assessments should be completed for host organisations, accommodation, travel arrangements and 

any other areas you deem appropriate. A good risk assessment will help avoid accidents, and aid the 

smooth running of the project. The UK National Agency recommends that you follow the risk assessment 

procedures used within your organisation. Further information on risk management and how to conduct a 

risk assessment can be found on the UK Governmentôs Health and Safety website here.  

2.2.  Insurance  

You should establish whether the host organisation has insurance that covers participants

 during their placement or when attending a course. In cases where existing insurance does 

not provide this type of cover, you should ensure that additional insurance is taken out for 

the period of the activity. 

http://www.gov.uk/foreign-travel-advice
http://www.hse.gov.uk/risk/
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The UK National agency does not define a unique format of insurance, nor recommend specific insurance 

companies; this is left up to your sending organisation/institution. However, we strongly advise that you 

have medical and travel insurance for the duration of your time abroad, including travel to and from the UK.  

Participants should ensure that they have adequate travel health insurance and accessible funds to cover 

the cost of any medical treatment abroad and repatriation. Participants should also contact their GP at least 

8 weeks before travel to check whether they need any vaccinations or other preventive measures.  

All participants qualifying under national legislation should apply for the European Health Insurance Card 

(EHIC). This card entitles the holder to reduced costs and occasionally free healthcare in most European 

countries. Further details about the EHIC card and application forms can be found at the NHS website. The 

EHIC does not cover medical repatriation, ongoing medical treatment or non-urgent treatment. Private 

hospitals may not accept the EHIC and may ask for payment before treatment or request evidence of 

adequate insurance.  

2.3.   Safeguarding  

Safeguarding can refer to either a person, or mechanisms in place to ensure protection against danger, 

damage, injury, etc. When working with young people and/or vulnerable people, it is particularly important 

that you have safeguarding policies in place. Further information about safeguarding can be found on the 

UK Governmentôs Disclosure and Barring Service here.  

2.4.  Child Protection  

Key Action 2 projects may involve the participation of pupils under the age of 18, either domestically or 

transnationally. It is the responsibility of all organisations within the partnership to ensure that all children 

participating in activities are protected. Child protection means protecting children and young people from 

abuse. This could be: physical abuse, emotional abuse, sexual abuse or neglect. 

Some aspects of the Key Action 2 project can include taking pupils out of their normal school environment 

or out of normal school hours. In some circumstances this could include the transnational mobility of pupils. 

All schools involved in any project are responsible for minimising the risk of harm by identifying and 

managing potential risks and having a positive and open relationship with the children involved in the 

project. You must consider that while in the UK there are strict child protection laws and UK schools should 

have a clear child protection policy, other countries may not have such structure and procedure in place. It 

is important that your organisation and project partners communicate effectively and put appropriate 

measures in place to ensure the protection and safeguarding of young or vulnerable persons.   

 

http://www.nhs.uk/ehic
https://www.gov.uk/government/organisations/disclosure-and-barring-service
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3.   Selection of Participants  

Sending organisations are responsible for selecting participants to undertake mobility activities. The 

selection process must be fair, transparent, coherent and documented and shall be made available to all 

parties involved. The profile of participants must correspond to the eligibility criteria set out in the 2017 

Programme Guide. The sending organisation should define the selection procedure, i.e. how participants 

will be invited to apply, the documentation that the applicants need to submit and how it will be treated.  

3.1.   Participant Withdrawals  

It is important to ensure that you take all necessary steps to avoid participant withdrawals pre or mid-

placement. This includes: 

Á managing expectations to ensure that your participants know exactly what to expect while on 

placement; 

Á providing partners and host organisations with clear information regarding your participants so that 

both parties are aware of the proposed activities and intended outcomes; 

Á ensuring that you have good quality selection plans in place to ensure that you have involved the 

correct participants. The information that you provide to participants at the start of the programme 

may influence their expectations, so it may be a good idea to hold interviews as part of the selection 

process in order to find out what they want to achieve from their placement; and 

Á preparing participants thoroughly for their placement linguistically, culturally and practically.  

In instances of participants withdrawing pre-mobility or mid-mobility, the standard procedure 

is that none of the costs (unit costs) for these participants would be covered by the UK 

National Agency. You should seek to make a claim through your insurance policy in the first 

instance. If a participant decides on their own accord to leave their placement early, without 

a valid reason, you must follow the terms of their participant contracts and attempt to recover 

any spent funds.  

3.2.  Force Majeure  

Only in exceptional circumstances will the UK National Agency recognise the cause of withdrawal as force 

majeure. You are advised in these cases to contact the UK National Agency as soon as possible to see if it 

is possible to submit a claim under one or more of the cost components within your Grant Agreement i.e. 

Organisational Support, Individual Support, Linguistic Support and/or Travel. If so, you must clearly explain 

in writing the reasons for the withdrawal. The UK National Agency will then assess your claim and 

determine whether it is justified by considering: 

Á whether there is a genuine reason for the withdrawal; 

http://ec.europa.eu/programmes/erasmus-plus/sites/erasmusplus/files/files/resources/erasmus-plus-programme-guide_en.pdf
http://ec.europa.eu/programmes/erasmus-plus/sites/erasmusplus/files/files/resources/erasmus-plus-programme-guide_en.pdf


 
 
 

27 
 

Á whether you took reasonable steps to maintain the participantôs involvement in the project; and 

Á whether the costs are genuinely non-refundable (i.e. pre-booked accommodation). 

The UK National Agency will inform you of the decision and what your next steps should be. If you are 

unable to demonstrate that reasonable steps were taken to avoid withdrawal, the UK National Agency 

reserves the right to request repayment of the corresponding part of the grant.  

4.   List of Travellers  

The British Council issues the List of Travellers form in the UK, for school trips to countries in the European 

Union for pupils on the trip who are of a non-EU nationality. The List of Travellers form allows the pupils to 

go on the trip without getting a visa. You may also hear it referred to as a óVisa Waiver Formô. If the pupils 

on a trip are all from the UK or EU countries, the form isnôt needed. 

The form cannot be used as a visa waiver by anyone other than school children, and cannot be used for 

any trips other than those organised and led by a general education school or sixth form. This would 

include non-EU teachers accompanying the trip who should contact the relevant embassy in order to 

secure a visa. Applications must be made at least two weeks before the date of departure. You can apply 

for the form online at http://listoftravellers.britishcouncil.org. The system will not allow you to complete an 

application if you are within two weeks before the date of departure. For more information about how to 

obtain a list of travellers, please visit the British Council website here. 

Please note that the form cannot completely guarantee entry into a country. It is used 

instead of a visa but even a visa does not completely guarantee entry into a country. 

Immigration officials have the power to turn away visa holders. The British Council also 

cannot guarantee that every immigration official will be aware of the scheme. It is the 

responsibility of each countryôs immigration authority to ensure their officials are fully trained 

and aware of any schemes such as this. However, the British Council cannot guarantee that 

this has been done. Very few trips experience problems, but if you are concerned then you 

can contact the appropriate embassies and speak to the immigration authorities at the ports 

you will be travelling through. 

5.   Validation  

It is important that all Learning, Teaching and Training Activities (transnational and domestic) are either 

formally or informally validated. Accreditation through a course of study is a favourable form of validation 

but other less formal methods are acceptable. Other acceptable methods include Certificates of 

Achievement created by the host or beneficiary organisations. Formal forms of validation are as below and 

should be utilised where possible: 

http://listoftravellers.britishcouncil.org/
https://www.britishcouncil.org/school-resources/partner/list-travellers


 
 
 

28 
 

5.1.  Europass  

The UK National Agency recommends that all projects use Europass to validate the participants time on 

placement. Europass is a European wide initiative which aims to help individuals to present and document 

their skills and qualifications in a clear and transparent way throughout Europe. Europass consists of five 

documents which enable potential employers to understand which subject has been studied, what training 

has been completed and how much experience has been gained. For further information regarding 

Europass visit the website. 

5.2.  Continuous Professional Development (CPD)  

For staff, it is recommended that placements are validated as part of their Continuous Professional 

Development (CPD) plan within their home organisation.  

5.3.  Language Validation  

The portfolio of Europass documents includes the Europass Language Passport. This is a way of validating 

the skills gained on placement as well as adding information about other language training (either formal or 

informal) an individual may have received. 

  

http://www.uknec.org.uk/
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  IMPACT AND DISSEMINATION  

Dissemination and exploitation of results is one of the crucial areas of the Erasmus+ programme. As such, 

there is a whole section in the 2017 Erasmus+ Programme Guide dedicated to Dissemination. You can find 

specific information about Dissemination in Annex II Dissemination and Exploitation of results - A Practical 

Guide for Beneficiaries on pages 309 - 314 of the 2017 Programme Guide.  

 

Tangible impact and results may include: 

Á an approach or a model of best practise used in another country; 

Á reports or studies; 

Á good practice guides or case studies; or 

Á newsletters or information leaflets. 

Intangible impact results may include for example: 

Á knowledge and experience gained by participants, learners or staff 

Á increased skills or achievements; 

Á improved cultural awareness; or 

Á better language skills. 

1.   What is dissemination?  

Dissemination involves spreading the word about your projectôs results, successes and outcomes as far as 

possible. Dissemination is an essential part of all Erasmus+ funded projects and should raise awareness 

about your project, its activities and highlight the outcomes of the project. Participants, beneficiary 

organisations and host organisations should all be included within the projects dissemination activities. You 

should refer to the dissemination plan outlined in your application form, which should cover why, what, how, 

when, to whom and where the dissemination of results will take place.  

Dissemination should be considered throughout the project, should be linked directly to the projectôs 

evaluation process and should take place both during and after the funding period. Dissemination consists 

of both concrete (tangible) results as well as of skills and personal experiences that both project organisers 

and participants to the activities have acquired (intangible results). 

http://ec.europa.eu/programmes/erasmus-plus/sites/erasmusplus/files/files/resources/erasmus-plus-programme-guide_en.pdf
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For projects involving staff, it is particularly important that participants individually disseminate their 

findings, across both formal and informal networks upon their return from their mobility. Good practice and 

lessons learnt should be implemented within participantsô own organisations and through wider local, 

regional, national and/or European networks.  

Projects that produce good results on a participant level and on a wider scale may be used as case studies 

on the Erasmus+ website and in other media. This can be another way of disseminating the results and 

impact that your project has on the participants, organisation and wider community. If possible, it would be 

beneficial not only to send written information to us, but also, photographic evidence and/or videos of the 

participants on placement. 

2.   Erasmus+ Project Results Platform  

The Erasmus+ Project Results Platform is a dissemination platform developed by the European 

Commission for Erasmus+. It offers a comprehensive overview of projects funded under the programme 

and highlights best practices. It is a contractual obligation to disseminate the outcomes of your project and 

make available any Intellectual Outputs or tangible resources, products, deliverables which have resulted 

from funded projects.  

Erasmus+ Project working towards integrating 
innovative teaching methods using ICT in science 

lessons  

* Science IT interactive teaching methods shared 
and developed as a partnership 

* Lessons plans shared and developed together 

* Programme of lessons, science and IT 
implemented in all partner schools of the project. 

Erasmus+ Project 
Results Platform 

Lesson resources uploaded. 
Schools around the world 

can use this to deliver their 
own science lessons using 

IT. 

Twilight Session 

School hosts local science 
teachers from South Wales. 
School shares information 
about innovative teaching 
methods. Sharing of best 

practice. 

Job Shadow 

The UK school advertises 
and offers job shadowing 

opportunities on the School 
Education Gateway once 

their Erasmus+ project has 
ended. Schools across 

Europe can apply for their 
own KA1 funding to  Job 

Shadow the UK school now 
that is now delivering 
innovative lessons. 

http://ec.europa.eu/programmes/erasmus-plus/projects/
http://www.schooleducationgateway.eu/en/pub/tools.htm
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If you are the leading organisation on a project, you are able to log into the Erasmus+ Project Results 

Platform and add information about your project results and update the contact details for your 

organisation. You can upload Intellectual Outputs, documents and pictures in the results section. If you 

have any questions regarding how to use the Erasmus+ Project Results Platform, please check out the 

European Commissionôs Frequently Asked Questions page.  

 

3.   Using the Erasmus+ Logo  

You must use the European Commission's Erasmus+ logo and associated wording for any project outputs 

and promotional materials and publicly acknowledge the support received from the European Union. The 

preferred option to communicate about EU funding is to record óCo-funded by the European Unionô next to 

the EU emblem on the communication material where the EU emblem is used.  You can use the European 

Commission's Erasmus+ logo for your Erasmus+ project outputs and promotional materials found here.  

4.   Using the Media and Press  

International activities can provide interesting stories for the media, and Erasmus+ offers lots of 

opportunities for this. There is good scope for you to secure coverage in local and regional media for your 

activity. Coverage in your local paper, or on a local radio or TV station, allows you to share your successes 

with a wider audience and can provide good publicity for your organisation. Promoting Erasmus+ in the 

media also raises awareness of the programme among other organisations so that they can reap the 

benefits of international activity too.   

http://ec.europa.eu/programmes/erasmus-plus/projects/eplus-help/faq.html
https://www.erasmusplus.org.uk/promotion-and-dissemination
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 REPORTING AND MONITORING  

Beneficiaries are accountable to the UK National Agency for the implementation of the project, for the use 

of funds received and for the amounts paid to participants. All beneficiaries are required to submit a final 

report and must gather and retain all necessary information and supporting documentary evidence for 

expenditure. 

The UK National Agency is required under its contract with the European Commission to undertake 

monitoring activities, audits and checks on a representative sample of organisations each year. The checks 

vary in scope and depth according to the kind of check performed. These checks are carried out to ensure 

that the management of the Erasmus+ Programme is satisfactory and within the terms of the Grant 

Agreement and programme rules. Beneficiaries are accountable to the UK National Agency for the 

implementation of the project, for the use of funds received and for the amounts paid to participants. 

Therefore, beneficiaries should ensure that appropriate reporting and monitoring procedures are in place. 

Beneficiaries must gather and retain all necessary information and documentary evidence, which 

demonstrates clear and transparent management of the project as this may be inspected by the European 

Commission.  

Please refer to section V. of Annex III ï Financial and Contractual Rules for full list and description of 

National Agency checks 

1.  Mobility Tool+  

Mobility Tool+ is the online reporting system developed by the European Commission for all 

Erasmus+ projects. It is a contractual requirement for all projects to report their project 

activities in the tool. Mobility Tool+ can also assist you manage your budget throughout your 

project lifecycle.  

It is advised to keep the Mobility Tool+ up to date as your project progresses. Interim and final narrative 

reports will also be completed in the Mobility Tool+. While you are able to view and edit the final narrative 

report, you should not submit this until after your project end date. The tool can be accessed via 

https://webgate.ec.europa.eu/eac/mobility. In order to log in to Mobility Tool+ you need to have an óEU 

Loginô account. 

The contact person and legal representative for your organisation and partner organisations automatically 

have access to the Mobility Tool+ using the email address we have detailed for them in our database. You 

will be able to log in once you have registered an EU Login account that is linked to your email address. 

https://webgate.ec.europa.eu/eac/mobility
https://www.google.co.uk/url?sa=t&rct=j&q=&esrc=s&source=web&cd=4&cad=rja&uact=8&ved=0ahUKEwi0ioant9DMAhUHJcAKHeywBuUQFggtMAM&url=https%3A%2F%2Fec.europa.eu%2Fsfc%2Fen%2F2014%2Fsupport-ms%2Faccess%2Ffaq%2Fhow-create-ecas-account&usg=AFQjCNFKy_D0M24fSfTbl_TG8T98vNv9Nw&sig2=DmdxRMMoj6XYjHN2Q8Maug
https://www.google.co.uk/url?sa=t&rct=j&q=&esrc=s&source=web&cd=4&cad=rja&uact=8&ved=0ahUKEwi0ioant9DMAhUHJcAKHeywBuUQFggtMAM&url=https%3A%2F%2Fec.europa.eu%2Fsfc%2Fen%2F2014%2Fsupport-ms%2Faccess%2Ffaq%2Fhow-create-ecas-account&usg=AFQjCNFKy_D0M24fSfTbl_TG8T98vNv9Nw&sig2=DmdxRMMoj6XYjHN2Q8Maug
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Once logged in, you can then add additional contacts to assist with the reporting of the Erasmus+ project. 

Please review the ñAccessò options for each contact, if you wish to grant them rights to enter and modify 

information that has been entered onto Mobility Tool+. In Mobility Tool+, your organisation should have 

access to its own reporting environment and is able to fill information in about conducted activities and 

related unit costs / real costs.  

The UK National Agency is here to provide you with support throughout the process. We have produced a 

Mobility Tool+ Guide. A Mobility Tool+ video is also available on our YouTube channel. 

1.1.  Final Beneficiary Project Report  

All beneficiaries are required to submit a final report in Mobility Tool+ within 60 days of their project end 

date. Lead organisations must enter activities and budget information about their project in the Mobility 

Tool+ as the project progresses. Organisations can then begin completing the narrative report. Final reports 

should not be submitted before the project end date. Organisations are required to submit this report online 

and on time in order for the final proportion payment to be paid (upon successful assessment of the final 

report). You will also be required to upload scans of all supporting documentation as annexes to the final 

report.  

Failure to report, or report correctly will result in some, or all Erasmus+ funding being 

withdrawn and a request for recovery being issued.  

Once a project final report has been submitted, it will go to be assessed by expert assessors. You will then 

receive a final report feedback and score. The final report will be assessed on the basis of quality criteria 

and scored out of a total maximum of 100 points. If the final report scores less than 50 points in total, the 

UK National Agency will reduce the final grant amount on the basis of poor, partial or late implementation of 

the project.  

2.  Supporting Documentation  

In support of reporting you are required to produce supporting documentation as evidence 

for certain aspects of your grant. Supporting documentation must be annexed with your final 

report. Failure to produce supporting documentation for a mobility or unit cost  

could make the mobility or unit cost ineligible for funding. Information about the supporting documentation 

required can be found in your Grant Agreement in Annex III. Some templates can be found on the ómanage 

your grantô webpage of our website.  

https://www.google.co.uk/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&cad=rja&uact=8&ved=0ahUKEwjgqYCsmM_MAhXrJJoKHbLIAXgQFggcMAA&url=https%3A%2F%2Fwww.erasmusplus.org.uk%2Ffile%2F834%2Fdownload&usg=AFQjCNHolibBArRtBOu4pBYSPTU2AjidQQ&sig2=D1aglVT1mRCfOSqMAMstYQ
https://www.youtube.com/watch?v=vD5Uh1RCaMM
https://www.erasmusplus.org.uk/schools-projects
https://www.erasmusplus.org.uk/schools-projects
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3.  Monitoring  

The UK National Agency may visit your organisation during the projectôs lifetime. UK National Agency 

representatives will check that your organisation is delivering the project to the specifications detailed in 

your application form, your contract and to the requirements of Erasmus+. The visit aims to support and 

counsel a beneficiary and it is an opportunity for you to take stock of the project achievements and review 

your progress against the objectives. It could also be used to gather and disseminate good practice 

examples.  

Monitoring visits will explore examples of good practice that you have developed, which other projects 

might benefit from. The information gathered during the visit will feed into our work in monitoring the 

progress of the programme in the UK as a whole and will be used to inform reports produced for UK 

Department for Business, Innovation and Skills (the National Authority for the programme in the UK) as well 

as for the European Commission. 

3.1.  On the Spot Checks during the project  

A random sample of projects will be subject to an óon-the-spotô check that can be undertaken during the 

project implementation. There are four areas which an on the spot check aims to investigate:  

Á eligibility of participants for the action;  

Á coherence of participants with application; 

Á eligibility of activities; and 

Á quality of mobility activities. 

Organisations subject to on the spot checks are chosen randomly or based on a risk assessment using a 

methodology specified by the European Commission. Typically, on the spot checks take a few hours to a 

day.  

3.2.  Desk Checks  

Some projects will be selected at random to receive a desk check, which will be undertaken after final 

report reception by the UK National Agency. If you are selected for a desk check, the UK National Agency 

will request original copies of supporting documentation to evidence the ótriggering eventsô and eligibility of 

costs claimed in the final report in order to establish the final approved grant amount.  

3.3.  Audit Visits  

You must set up an appropriate accounting system which identifies all sources of funding and expenditure 

relating to the project incurred during the contract period. The European Commission may request an 



 
 
 

35 
 

external audit or wish to arrange a random inspection of project accounts after the project has been 

completed. You are therefore required to keep all original documents relating to the implementation and 

financial management of the project for a period of five years after the final payment has been made. 

Audit visits may be undertaken by the European Commission, the European Court of Auditors, the UK 

National Agencyôs own internal Audit and/or Compliance Teams, and other relevant bodies. The European 

Commission and the European Court of Auditors operate on a short timescale and may request a visit at 

very short notice. The UK National Agency has more flexibility in arranging ad hoc visits. The European 

Commission and the European Court of Auditors have their own method of planning visits and the UK 

National Agency is only informed of the organisations they intend to visit when they announce a visit.  
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  ADDITIONAL SUPPORT  

1.   Keeping us up to date  

We will be in contact with you throughout the duration of your project. It is important therefore that you keep 

us informed of your most up-to-date contact information for the contact person and legal representative you 

detail in your application form. Please let us know via email if your project legal representative (usually your 

head teacher), or the appointed contact person for your project changes, if they leave your organisation, or 

their contact details change. You should also let us know if your organisation bank details change at any time, 

or you would like to propose changes to your project or project activities. You can contact the UK National 

Agency at erasmusplus.applications@britishcouncil.org. Please quote your project reference number in all 

emails.   

2.   Contacting Us  

The Erasmus+ Team is on hand to help you with any queries you may have regarding your Key Action 2 

project. You can contact us via the following channels: 

Erasmus+ Help Line 

You can contact us by phone via +44 (0) 161 957 7755. Our helpline is open Monday ï Friday  

08.30 ï 17.30 (excluding public holidays). 

Erasmus+ Email 

For project related enquiries you can contact us via: erasmusplus.applications@britishcouncil.org 

3.   Social Media  

Keep up-to-date with the Erasmus+ programme by connecting with us through our social media channels. We 

advertise events, deadlines and further information through the following channels: 

  Sign up to our newsletter www.erasmusplus.org.uk/subscribe-to-our-newsletter  

 Follow us on Twitter:   @erasmusplusuk / www.twitter.com/erasmusplusuk 

 Like us on Facebook:   www.facebook.com/ukerasmusplus 

  View our YouTube channel:  www.youtube.com/erasmusplusuk 

  Follow us on Storify:   www.storify.com/erasmusplusuk 

mailto:erasmusplus.applications@britishcouncil.org
https://erasmusplus.org.uk/contact-us
https://erasmusplus.org.uk/contact-us
https://erasmusplus.org.uk/contact-us
mailto:erasmusplus.applications@britishcouncil.org
http://www.erasmusplus.org.uk/subscribe-to-our-newsletter
https://twitter.com/erasmusplusuk
http://www.facebook.com/ukerasmusplus
http://www.youtube.com/erasmusplusuk
http://www.storify.com/erasmusplusuk
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 NEXT STEPS & OTHER OPPORTUNITIES  

1.   eTwinning  

Why not involve your students in your Erasmus+ project by using eTwinning? eTwinning 

is the Community for Schools in Europe a free and safe platform for teachers to connect, 

develop collaborative projects and share ideas in Europe including through 

Erasmus+. Click here to find out how to quickly register and get started. 

You can also use eTwinning to:  

Á prepare  participants for their Erasmus+ mobility; 

Á build contacts with teachers and schools across Europe for future projects; 

Á engage pupils in your Erasmus+ project and enrich learning and motivation of pupils and staff; 

Á access high quality professional development and ready-made resources; 

Á raise standards across the whole school community; and 

Á gain recognition for your commitment through eTwinning awards. 

1.1.  Putting you r project on eTwinning  

You can register your project on eTwinning to gain access to a secure online place called the TwinSpace, 

where you can then invite your students to join and collaborate with their European peers. Youôll find a 

complete package of free online resources available to help you work together. Using the TwinSpace - a 

privately shared workspace - you'll be able to upload and share resources in project folders, use a 

calendar, a live chat forum, bulletin boards, and the facility to build your own project pages. 

Schools can gain awards and recognition for their international work by using eTwinning. Each year 

eTwinning award prizes to some of the best projects collaborating using the eTwinning space; this can 

often include international personal development opportunities for school staff members, or invitations to 

events and prestigious awards evenings. By just uploading information and using the tool as part of your 

Erasmus+ project you could qualify for some of these awards and opportunities.  

1.2.  Supporting you with eTwinning  

If you need some help getting started on eTwinning, from registration to finding a partner and starting a 

project, there is lots of training and support available online and face-to-face in any UK region. The British 

Council has a network of ambassadors who are teachers or educational professionals with significant 

experience using eTwinning. These ambassadors along with the British Council eTwinning staff are happy 

https://www.britishcouncil.org/etwinning/what/how-to-join
https://www.britishcouncil.org/etwinning/what/how-to-join





