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PARTNER AGREEMENT
Leonardo Da Vinci Lifelong Learning Programme
Between
Company Name:
     


Head office Address:
     


Represented by:
     ,      


Referred to herein after as the Requestor

And

Company Name: Almond Vocational Link Ltd



Head office Address: 36 New Street, Barbican, Plymouth, Devon, UK, PL21 2NA



Represented by: Janet Wonnacott, Managing Director



Referred to herein after as the Organiser

The following has been agreed
Article 1 – Object of this Agreement
1.1 Both parties have concluded an Agreement regarding the organisation, in the framework of the European Lifelong Learning Programme in the form of a work placement.
1.2 Under the application of the present Agreement, the word work placement will be understood as an organised place of work provided by the Organiser of this Agreement.

1.3 The main goal of the work placement is to increase the trainee’s chances of find qualified and durable employment. The type of training and skills which will be acquired during the work placement are detailed in Annex 1 of this Agreement. The work placement will take place entirely in the language of the host country.

1.4 The Group’s arrival and departure dates are laid out in Annex 1 of this Agreement.

Article 2 – Activities Prior to the work placements

2.1 The Requestor must organise the return of the Student Participation Forms six weeks before the work placement start date. This will include the following information;

· Details of the Trainees

· Preferred work placement options

· An up to date CV – to be provided in the host country language for every trainee

· A description of each individual trainee’s personal expectations and goals

· Accommodation requirements whilst on placement

Article 3 – Social activities
3.1 The Organiser is very happy to advise of any trips and can organise where applicable, please ask your Students to specify any details within their individual Participation Forms.

3.2 The Organiser can organise English Language training for any Students, please specify if required.

3.3 The Organiser arranges a social activity one night every week for all the students to meet up and get to know each other. Although the Organiser prepares the event, it is understood that the Organiser does not pay for any items at the events.

Article 4 – Work Placements
4.1 The goal of the work placement is to give the Trainees the opportunity to acquire work experience, in the framework of their training, by using and improving their knowledge of the language of the host country, as well as acquiring technical and non-technical competencies.

4.2 The content of the work placement is laid out in Annex 2 of this Agreement
4.3 The start and end dates of the work placement as well as the duration is laid down in Annex 1 of this Agreement.

4.4 The Organiser commits to finding a professional work placement for every Trainee, in line with the Trainee’s training, linguistic proficiency and professional goals. The Organiser can offer its own organisation as a work placement venue.

4.5 Neither the Trainee, nor the company where the work placement is offered, can be remunerated for the work placement.

4.6 One week comprises of at least 5 full days at the work placement. The Organiser will ensure that every Trainee is present at the company, every working day of his/her work placement and that they Trainee will comply with the working hours as laid down by the Employer. 

4.7 If Trainees require a holiday entitlement during their work placement, this must be pre-agreed with the Organiser at least two weeks before their commencement date. The Organiser reserves the right to decline such a request.
4.8 If the Trainee deems the work placement to be inadequate, then the Organiser will review the information and where necessary offer a new venue to the Trainee for the duration of his or her work placement, subject to the Requestor’s Agreement.

Article 5 – Accommodation and meals

5.1 The Organiser will organise accommodation for all Trainees for the entire duration of their stay, where requested.

5.2 The type of accommodation is mentioned in Annex 1 of the Agreement
5.3 If the Trainee deems the accommodation to be insufficient and can reasonably justify this, the Organiser will offer new accommodation to the Trainee, subject to the Requestor’s Agreement.

Article 6 – The Rights and the Obligations on behalf of the Organiser
6.1 The Organiser will designate a placement supervisor/mentor, who is in charge of the Trainee’s personal guidance for the duration of the Trainee’s stay. The name, contact details and email address of the supervisor on location, who represents the Organiser, is mentioned in Annex 1 of this Agreement.

This person will be in charge of welcoming, assisting, informing, guiding, accompanying and following up on the Trainee, as well as acting as an intermediary in case of difficulties or problems, within the company, the home or the host family.

In case the Organiser’s representative is unable to fulfil their tasks on location, as mentioned above, The Organiser will designate another contact in the same city. The problem is then notified to the Requestor.

The Organiser commits to provide a contact number, which can be used in case of an emergency. This phone number will be communicated to all the Trainees, their host families and the Requestor prior to the commencement of the work placement.
6.2 The Organiser cannot be held responsible, under the present Agreement, if the work placement cannot take place, or can only take place in part, as a result of force majeure (such as a strike, social trouble, fire, unfavourable meteorological conditions, technical problems)

6.3 The Organiser has the right to make changes to the content of the work placement in order to assure proper organisation for all Trainees.

Any changes will be notified by email to the supervisor/mentor and the Requestor’s Project Manager.

Such changes that affect the agreed content and its full realisation must be verified beforehand with the trainer/supervisor and the Requestor’s Project Manager.

Changes to the work placement location, accommodation or urgent problems must be immediately notified to the Placement supervisor and the Requestor’s Project Manager.

The Organiser has the opportunity, in the consultation with the Requestor, to organise the return home of the Trainee. In this case, the Organiser will be reimbursed for any expenses incurred.

6.4 The Organiser will be in charge of welcoming the Trainees from the station. Should the Trainee have a host family they will be responsible for collecting the Trainee, unless they are unable to do so.

6.5 Before the arrival of the Trainee and as soon as possible, the Organiser will provide detailed information to the Trainee of where his/her work placement will take place.

6.6 The Organiser will arrange the English Language training, where applicable and will ensure this is carried out within the first week of their arrival in the UK.
6.7 The Organiser will arrange a group social meeting with the Trainees once a week, the date this is organised on may vary.

6.8 The Organiser meets with each trainee once a week on a one to one basis at the Organiser’s office. Details of this meeting will be sent to the Trainee by email or they will be contacted by telephone. 

6.9 The Organiser will regularly report to the Requestor by email (Placement supervisor as well as the Requestor’s Project manager - CC) on the trainees’ progress, on any problems that might arise during the duration of the Trainees stay in the UK. 

The Organiser will undertake to draft a report, comprising of a general assessment of the project, as well as an individual evaluation of the trainee.

The modalities of this report are laid down in Annex 1 of this Agreement.

All reports are to be sent by email to the Requestor (Placement Supervisor and Project Manager   - CC)

6.10 The Organiser will respect the confidentiality of all information related to the Trainee Personal information provided under this Agreement and will only use the data in line with the modalities and conditions outlined in this Agreement. Comments on the Trainee’s performance or the outcome of the work placement will only be discussed with the Requestor and Project Manager.

6.11 At the end of the work placement, the Trainees will receive a European Mobility. The Organiser will ensure that the Manager at the work placement venue certifies the Europass with a company stamp and signature.

Article 7 – Other Rights and Obligations of the Requestor
7.1 The Requestor will designate a Placement Supervisor. The name and contact details of the Placement Supervisor and the Project Manager who will supervise the Trainees from a distance are indicated in Annex 1 of this Agreement.

 7.2 The Requestor will organise transport for the Trainee between the place of residence of the Requestor and the place where the work placement takes place.
7.3 The Requestor will prepare the documents pertaining to the Europass Mobility.

Article 8 – Insurance
8.1 The Requestor is responsible for underwriting insurance against accidents, illness (during travel, transport, the work placement and time off) and repatriation for all the Trainees.
8.2 The Trainee will be responsible for any damage caused during leave from the work placement.

Article 9 – Costs and Payment
9.1 Annex 3 provides a detailed overview of the cost per Trainee
9.2 If a Trainee chooses to end the work placement programme early, then all costs incurred for the Trainee prior to this date, and costs included in section 3 will be chargeable by the Organiser. Any management or administration fees which have been invoiced will be non refundable. A percentage of the remainder duration fee will be collectable by the Organiser to the sum of 40%.
9.3 If a Trainee withdraws from the work placement prior to the commencement date of the programme, the Organiser will not refund any administration or management fees and 20% of the total Trainee costs laid out in Annex 3 will be chargeable.

9.4 If the work placement cannot take place at all, due to unforeseen circumstances such as those in article 6.2, the Organiser reserves the right to retain the administration and management fee but the total sum of the Trainee costs will be refunded.

9.5 The Organiser will draw up an invoice for the Requestor to the total  amount mentioned in Annex 3,  this payment must be paid in full 4 weeks prior to the Trainees’ arrival.

Please make payments to the following account:

	Bank Address
	
	Payment Details
	
	

	Bank of Scotland
	
	Sort Code:
	12-20-10
	 

	8 Lochside Avenue
	
	Account Number:
	43338001
	 

	Edinburgh
	
	
	IBAN Number:
	IBAN GB97 BOFS 1220 1043 3380 01

	EX12 9DJ
	
	
	SWIFT BIC:
	BOFSGB21EUL
	

	
	
	
	
	
	


In case of late payment, legal interest will be automatically charged without notice of default.

All invoices have to include the following items:

· The mention that this concerns the Leonardo Da Vinci Programme

· Date of service rendered

· The costs covered by the invoices
The Organiser will keep all original documents for 2 years after the end date of the programme. 

Article 10 – Annexes
The following annexes are an integral part of this contract:

· Annex1 – General Information

· Annex 2 – Detailed description by the Organiser of the work placement

· Annex 3 – Detailed calculation

Article 11 – Competent courts and applicable law
Any disputes pertaining to this contract will be subject to UK law and are the exclusive competence of the UK courts
Article 12 
This contract has been drawn up between the following parties.

On behalf of:





On behalf of Almond Vocational Link Ltd

Date:






Date:

Duly read and approved




Duly read and approved
Drawn up in the UK, two original copies. Each party declares to have received one original copy
Annex 1: General Information
Objective

The group is made up of       trainees.
Their names are as follows and the work placement areas they are interested in are:
Name







Work placement Area
     







     
     







     
     







     
     







     
     







     
     







     

     







     
     







     
     







     
     







     
The group arrival date is:       and the departure date is:       
Work placements will commence on:       and end on:      
The trainee will be working to an agreed       hours per week for       consecutive weeks.

Accommodation/Meals

(Please indicate the accommodation/meal combination of your choice)

Accommodation and meals will be based on the following, during the work placement, please tick appropriate choice:

Host Family 

· Half board (includes breakfast and a cooked dinner, use of fitted kitchen for all other meals)

· Breakfast only (includes breakfast, use of fitted kitchen for all other meals)

· Access to the kitchen (no meals included, only use of a fitted kitchen)

Work placement: Supervision
The contact details for all supervision of work placements on behalf of the Organiser are:

Janet Wonnacott: +44 (0)1752 22 44 46 or email janetw@almondvoclink.co.uk
Contact details for the work placement supervision on behalf of the Requestor are:

Name                   
 Tel No: +     


Email:     
Requester Project Management contact details:

Name:


     
Address:

     
Email Address:

     
Contact Number: +
     
Fax: +


     
Reporting

It is agreed that prior and during the work placement the Organiser will send a detailed report to the Requestor by email (provided above). Details of this report are to include:

· Prior to arrival - A list of the work placement venues for all of the trainees, indicating the name of the company, the supervisor, company email address and contact numbers

· A list of all the accommodation for all trainees, including the name and address of the host family and contact details

· Week 1 – 2 - An intermediary progress report for each individual trainee

On the last week of the work placement the Organiser will provide a second report to the Requestor by email. This report will comprise of an individual assessment of each trainee as well as a general assessment and will comprise of the following elements:

· Did the trainee achieve the goals as set out at the beginning of the work placement?

· Why/Why not?

· Can the work placement supervisor envisage the trainee in such a position? If yes, please list the trainee strengths.  If no, please list the needs for improvement.

· Overall how did you feel the work placement went?

Annex 2 – Description
Detailed description of the work placement by the Organiser (include any cultural trips, social events and any trainee meetings planned)
     

Annex 3 – Calculation/Detailed Offer
	Names of trainees


	     

	Requestor contact details
	     


	Company address


	     


Fees

	Accommodation Fees
	€     

	Management and Administration Fee
	€     

	Cost of local transport (if applicable)
	€     

	English Language training
	€     

	Social - Cultural programme
	€     

	Total per trainee (Euros)
	€     


This price is based on one trainee and will therefore need to be multiplied by the number of trainees and will take into account any provisions, such as those set out in article 9 of this Agreement to which the annex has been appended.
Total Cost for       Trainees = €     
Janet Wonnacott, Almond Vocational Link Ltd, 36, New Street, Barbican, Plymouth, Devon, PL21 2NA

Tel: +44 (0)1752 22 44 46           Email: janetw@almondvoclink.co.uk       Web: www.almondvoclink.co.uk
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