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1 FOREWORD

Do you work for an organisation that provides learning opportunities for adult learners?
Have you thought of widening your professional scope by starting or building a European
cooperation project? Then please allow us to introduce the Grundtvig Navigator as your
guide to European cooperation in adult learning.

The Grundtvig Navigator is a handbook for Grundtvig Learning Partnerships. It is targeted
at all adult education institutions whether formal or non-formal, as well as informal
learning environments for adults in the Socrates countries®, that are interested in starting
a learning partnership or are already involved in one.

At the first Learning Partnership Conference, held in Denmark in 2002, enthusiastic
participants suggested that their experiences in cooperation projects could support further
progress of internationalisation in adult education. It was decided that a handbook for
current and new project promoters should be developed, which would establish a clear
representation of the nature of learning partnerships and could help stimulate all kinds

of adult education institutions to engage in European cooperation. In addition, it could
contribute to improving the quality of the processes and outcomes of these projects.

The national agencies from Denmark, Germany, Slovenia, Spain and The Netherlands
volunteered to develop this handbook. They each involved an experienced project
coordinator from their country to write a contribution from their own experience of

a learning partnership. This combination of viewpoints allows you to see the learning
partnership in its transition from an idea, then put in writing as a formal application for
funding and finally into the lively interaction between European colleagues.

As you will see from the table of contents, the Grundtvig Navigator strives to give an
insight into the specific nature of learning partnerships and help you to develop a project
from an initial idea into a working project plan moreover into a successful experience.
For the different stages, guidance and tips are given which range from application and
reporting procedures to project management from start to finish. At the bottom of each
page some characteristic projects are introduced that might inspire you to find a good
theme for your new project. Should you encounter unfamiliar terminology in the text,
you can consult the glossary of terms that has been compiled. A section for further
reading has also been added, as well as some sample forms which you can use or adapt
for your new project.

The Grundtvig Navigator Team wishes you bon voyage on your way to a stimulating
European exchange. We hope that this handbook can be a compass that points towards
new shores and unexplored terrain in adult learning.

All contributors would like to thank the European Commission for its support to the
development of the Grundtvig Navigator. Our thanks also go out to all Grundtvig colleagues
at the National Agencies for their suggestions and input during the writing process.

Marcia Joosen
on behalf of the Grundtvig Navigator Team

*The 25 EU Member States, the EFTA/EEA countries (Iceland, Liechtenstein, Norway)
and EU candidate countries (Bulgaria, Romania, Turkey).



2 INTRODUCTION TO GRUNDTVIG
AND TO LEARNING PARTNERSHIPS

On a daily basis, people in Europe are well aware of the opportunities and challenges brought about
by the rapid changes in almost all aspects of our everyday lives. Changes in the way we communicate,
the way we work, the way we live with our families and friends and the way we live together in our
local, national and wider European communities. In this Europe of knowledge and technology, with an
economic and cultural wealth and diversity, there is a clear and growing need for a new variety of
lifelong learning opportunities, open to all citizens.

Since the year 2000, the EU Grundtvig action has offered a framework and financial support for
European cooperation in the field of Lifelong Learning and Adult Education. The overall objective is to
strengthen the quality, relevance and European perspective of adult education and learning practices
through European cooperation and exchanges.

The idea of general adult learning in Grundtvig is very broad and includes not only formal, qualifying
courses but also non-formal or 'popular enlightenment' learning activities and even completely
informal learning environments such as museums, libraries and NGOs. In keeping with this idea,
Grundtvig activities and projects are open to all organisations, employees and adult learners from

the 31 participating countries that wish to develop quality in teaching and add a European dimension
to their adult teaching and learning practices.

STRUCTURE OF THE GRUNDTVIG ACTION
® Grundtvig 1 European Cooperation Projects
innovative, product oriented projects between institutions in adult education
® Grundtvig 2 Learning Partnerships
easy-access, process oriented cooperation projects in adult education
® Grundtvig 3 Training Grants
individual grants for adult educators and other adult education staff for European
courses and other training activities
® Grundtvig 4 Networks
large-scale European networks on a thematic area in general adult education

In this Grundtvig Navigator we focus on a new and particularly rewarding kind of project: Grundtvig
Learning Partnerships. In a Grundtvig Learning Partnership a minimum of three institutions and
organisations from three different countries decide to work together on a common problem, challenge
or a thematic area which is of interest and relevance to their practice. Exchanging experience and
developing new ideas to improve practice is often the core of the activities.

In learning partnerships, emphasis is on the process of European cooperation and the enrichment of
everyday practice through professional exchange and partnership. Another important feature of
learning partnerships is broad participation. The focus on process and practice is as tailor-made for
the involvement of as many colleagues and adult learners in the project activities as possible.

LEARNING BY DOING
The project aims to find a good way of integrating migrants and others in the labour market.
The partners seek to identify the learners' needs for social skills, cultural understanding and
workplace communication codes and to transform this knowledge into good guidance, teaching and

training practice. Experiences will be exchanged in uncovering the non-formal competencies of the
target group and of making the target group aware of these competencies. Participating countries
are Denmark, Czech Republic, Finland, France, Germany and Norway.




To sum up the main points from above, learning partnerships are characterised by four
fabulous P's:

® Practice and improvement at heart

® Process orientation

® Participation by colleagues and learners

® Partnerships throughout Europe

What's in it for me, my organisation and my learners?

All over Europe, adult education providers and learning arenas face similar challenges trying
to redefine their role and mission in the dynamic and diverse environment of present day
Europe. Within the framework of Grundtvig Learning Partnerships, organisations have been
reporting back that the projects have been learning experiences for the organisation.

Adult educators involved have benefited from the expertise of fellow professional teachers,
in addition learners have grown from the authentic and motivating communication with
peer learners.

Learning partnerships can be seen as a vessel of cooperation. The quality of the journey
and the sweetness of the outcome depend on the creativeness and the labour of those who
board the vessel. We welcome you on board and hope that you will find this Navigator to
be a helpful tool.

Nicolai Frederik Severin Grundtvig (1783-1872) was
a Danish clergyman and writer and is regarded as the
founder of the Nordic tradition of lifelong learning.
His concept of a folk high school is based on the idea
that education should be available throughout life and
should embrace citizenship, as well as personal and
cultural development.You can find the spirit of
Grundtvig within the idea of the learning partnerships.
The main focus is placed on relationships and face-to-
face communication.

SOCIAL INCLUSION OF PERSONS RETURNED FROM IMPRISONMENT
This learning partnership aims to prepare an educational programme, which helps ex-prisoners to
reintegrate into society and prevents them from further criminal behaviour. The programme will
generalise experiences of all participating countries and will be adaptable to other societies too.

Participating countries are Lithuania, Bulgaria, France and Greece.
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10 3 THE FIRST IDEA

You meet colleagues during a course or conference in another European country.
You talk about your work in adult education and find that you face many of the same challenges.
You would like the opportunity to explore these further. But where to start?

This is a basic scenario for beginning a European cooperation project. In search of the way forward,
you encounter Grundtvig Learning Partnerships. In exploring the possibilities of starting a learning
partnership many questions arise such as: Is there potential for your exchange? How to shape your
idea into a good and rewarding project? These as well as many more questions are dealt with in this
handbook.

A learning partnership is built upon good ideas and partners. This chapter offers suggestions for

formulating an attractive and attainable project theme that is linked to topics in your own
organisation. This enables the daily work or current interests to guide you in determining what
your institution would like to learn from and together with partners from other countries.

3.1 Profile of a learning partnership

A learning partnership is an educational exchange between institutions in adult education from
different European countries which participate in the Socrates programme. It involves at least three
institutions, their (teaching) staff and adult learners. The duration of Socrates support for the project
proposed can be one to three years.

Who can participate in a learning partnership?

In principle all organisations, institutions, associations which offer general education for adults can
participate in the Grundtvig action, whether they belong to the formal or non-formal sector of
education. These may include primary schools and universities, for example, if they are offering
education specifically targeted at adult learners. A project might actually benefit from partners with
a divergent background.

Since a learning partnership is orientated towards the process of European co-operation, it can include
smaller organisations which deal with educational issues like local community or welfare associations,
volunteer organisations and trade unions that would normally lack the possibility to cooperate in
projects which require a large input of human and financial resources.

Active involvement of learners in all project aspects - planning, implementing and evaluating - is a
core element of a learning partnership. In this context, the term ‘learner’ can be taken in a very broad
sense. Learners in a learning partnership are obviously participants in courses for adults, but could also
be teachers or trainers, education or project managers, regional network coordinators, adult education
counsellors, librarians or museum workers.



Content and topics

Learning partnerships promote European co-operation in the field of adult education between trainers
and learners from different European countries. The cooperation offers the participants an opportunity
to exchange experiences, practices and methods of their daily work. Although the theme for the
partnership may vary widely, to include any topic in adult education, the ultimate goal can be simple.
Creating a broader awareness of the varied European cultural, social and economic scene and an
improved understanding of different subjects of common interest is at the heart| of each learning
partnership. However, choosing a theme which is close to the daily practice and \which attracts adult
education trainers and learners to explore, learn from others and seek information is crucial for a
successful learning partnership.

3.2 Building up the idea
' have a good idea for a transnational project. What is my next step?

Once you have an idea about the theme that you would like to address in a project, then it is time to
put pen to paper. If the answers to the following questions are clear to you, and your partners can
agree to it, then filling out an application for funding will be no problem.

Ask yourself:

Why would | like to carry out this project; what am | seeking in the European context?

What kind of changes would | like to establish in my organisation or in the local community?
Where does my idea come from and how did it develop?

Does it respond to a real need, does it arise from a detected need? Or is based on my own intuition?

The answers to these questions point to the aim of the project. Determining your ultimate aim is
important since it will help you to support your initial idea during its development into a project.
Having it on paper will be useful to explain the project to potential partner institutions, your
management and your colleagues.

To further develop the aim of the project, you will have to consider your objectives. Since the objectives
are fundamental steps which the project needs to follow in order to reach its aim, it might be a good
idea to determine these together with your partners. Discuss what aspects will be treated and what
processes will be followed so that you can achieve the results you expect.

In the case of a learning partnership, it is important to limit your ambitions and be realistic about the
aim that you set: keep it short and simple. For example: the project will look for/good practices in
motivating adults to follow a language course. As an objective towards this aim, you might collect
learners' experiences in a book or on a cd-rom.

Although working towards a joint product can be very motivating and is to be recommended for
projects over twelve months, it is not strictly necessary to produce a tangible result such as a book or
website. At the very least, one valuable outcome for all participants in a project|will be the ties of
friendship, a better understanding of Europe and European countries, as well as good and unforgettable
memories.

It is important to be aware that the general objective of projects financed by the European Community
is to build a respectful and competitive Europe, where all citizens have their own place. For that reason
it is necessary that we know the history, the culture, the customs and traditions from the other
community countries, in order to overcome the most difficult borders, which are never geographic.



Broadening your horizons on a personal and cultural level will motivate you in your work, as learning
about other methodologies and approaches to adult learning will stimulate creativity and innovation
in your institution.

3.3 Involving your organisation
How can I integrate my project idea into the aims of my organisation?

At this early stage it is a good idea to consider how your idea matches with your organisation in
general. The closer the idea is to the aims and values of the organisation the more likely it is that
the project will be successful.

Let's say that your organisation is committed to working with IT as an integrated tool for learning;
it is then clear that your project idea should add to this work in some ways. Or if your organisation
is working on the implementation of gender mainstreaming in adult education, it could make sense
to stimulate national developments by sharing experiences and good practice of other countries.

Benefits to the organisation

First of all, participating in an international project has a general learning aspect: learning from
teachers and learners| in other countries sheds light on your own practices and may inspire to
introduce new ways of working. You learn from others and you are given an opportunity to reflect
upon your own practices. Secondly, the project itself will give you possibilities to develop something
new and innovative which you would not have done otherwise. Thirdly, participants will have the
possibility to gain new insights and experiences. Finally, the project can be used to raise the profile
of your own organisation at the local or national level.

Involving managers and colleagues

When the idea is related to the general aims of your organisation, it becomes much easier to convince
and secure support from your management. Without the moral and financial support in terms of e.g.
staff hours it is difficult if not impossible to carry out a successful project. Consider also which
colleagues could be interested in participating; who could invest in the project or add to it through
their commitment or enthusiasm?

Build up a national expert group, reflecting and working on the subject of the learning partnership at
home, in-between the transnational work. Let your management participate in this group from time to
time. This will allow them to see the connection between the ‘normal’ work of the institution and the
European work in the learning partnership.

EUROPE CLOSER TO THE CITIZEN AND MORE TRANSPARENT
The aim of the project is to promote the European dimension and knowledge
about the European Union and European activities among adult learners. It wants
to form new strategies in how to attract and motivate people with regard to

socio-political issues, thus creating active citizens. Target groups of the project
are pensioners, volunteers and study circle leaders in the local community.
Participating countries are Greece, Germany and United Kingdom.




Creating added value

When thinking about the benefit of a European project, it is important to consider the added value
for the institution in terms of profile. For example, active involvement of learners creates enthusiasm,
which might spread to their families and the local community. Such a broad base and interest in the
project may provide good publicity to your institution which in turn will help you to interest other
(government) institutions to contribute complementary investments. It will be of help to you to
disseminate your project, and involve more people than you initially expected to participate.
Throughout the project, you will certainly achieve results that you could not have predicted.

It is important to recognise these and make good use of them since these unexpected spin-off effects
could be an added value for your institution.

THE FIRST IDEA - ISSUES TO CONSIDER
® Make your objectives as specific as possible.
® |ntegrate your project idea with the general aims of your organisation.
® Put your aims and objectives on paper to present to potential partners
and your management.
e Secure support from management and commitment from colleagues:
try to imagine organisational and personal benefits from the project.
e View your idea in a larger European perspective.
® Be flexible and open-minded about modelling your idea, together with your partners.
® Try to ensure a great variety in terms of types of partner organisations and countries.
® |nvolve your adult learners in the project from the start.

EMPOWERING RURAL CONSUMERS
The aim of the project is to provide the opportunity for consumer specialists from the
participating countries and organisations to learn from each other. Furthermore, to promote
and stimulate education and consultation processes in disadvantaged areas via informative

and teaching materials. The best case practices of ‘empowering consumer’ will be
summarised, adapted for national needs and prepared for use in further education work.
Participating countries are Latvia, Austria and Estonia.
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You have given the idea of European cooperation some thought and have considered
how it can fit with your work situation and colleagues. You are enthusiastic about the
concept, but how do you develop it into a project with partners abroad, and where do you
find the financial support?

This chapter offers you the steps from the rough idea to a solid project plan. It starts with a focus on
finding partners and establishing a motivated group. A real partnership will grow while you exchange
views on expectations and create a common understanding. The end result will be an agreement on
tasks and roles and a joint commitment for the activity planning. At this point you will be ready to
send in the application for funding.

4.1 Finding good partners
We would like to start a European project - how do we find institutions abroad with the same
interests and similar goals?

It is advisable to start in good time to find suitable partner institutions for your learning partnership.
Invest in finding the right partners: after all you will have to work together for some time.

Having good partners can boost the quality of working processes, the results of the project, and
increase the enjoyment and benefit of working together. /

4.1.1 PREPARE YOUR SEARCH

Finding suitable partners starts with a short preparation. A first contact with potential partners will be
easier and more fruitful if you clearly state your expectations to them. You could consider writing a
‘call for cooperation’ or ‘partner search': a short description about your project idea (approximately one
A4 page in length) with basic information regarding the project aim and objectives, expected results,
start and end date, and your contact details. In addition, it might be practical to prepare a description
of your own organisation in English describing: what kind of organisation it is, how many staff and
students there are, what your philosophy or aim is, what the main fields are, subjects and activities,
and what the target groups are to be.

4.1.2 USE EXISTING PARTNER SEARCH TOOLS

The ways to finding partners abroad can be many and diverse. But it will always be helpful to have
an idea about the partner you are looking for in terms of country, type of institution and main field
of activities. Any of the following partner search tools could be helpful to you:

Activate your own networks
You can use your contacts and networks at national and international level to get recommendations
and references for potential partners, who have worked together with others in international projects.

Participate in a contact seminar

Contact seminars are organised by the national agencies throughout the year. These seminars bring
together interested institutions from various Socrates countries. Workshops give you the opportunity
to discuss about the chosen topic, to get to know your colleagues in Europe and brainstorm a new
cooperation project. The national agencies are represented and give information and advice on shaping
the project proposal. The ‘pressure cooker' effect of the seminar often gives rise to any number of new
learning partnerships.

HELSINKI > FINLAND
60°10'11"N | 24°56'18"E




Try the online partner search

Several partner search databases are available online which function as market places for cooperation
offers: either you browse them in search of a partner or you place your own request so that interested
institutions can contact you. Try http://partbase.programkontoret.se/ or http://siu.no/socpart

Use the Socrates projects database

On the Internet, you can also find the database of Socrates projects previously funded by the
European Commission. If you need inspiration for a project or are in search of an institution with
a specific expertise, this tool might prove useful. It is to be found on http://isoc.siu.no/

In addition, a compendium of the accepted Grundtvig Learning Partnerships is compiled each year,
which can be found on http://europa.eu.int/comm/education/grundtvig.html

4.1.3 COMPOSE A SOUND PARTNERSHIP
For your project you will need to find partner institutions in several Socrates countries. Since you want
your search to lead you to the best possible mix of partners, here are some things to consider:

Partnership size

Not every partner who applies for the project may actually join due to a number of causes, such as
rejection in the national selection or internal changes in the institution. On average, a solid learning
partnership will have five to eight partners during the application stage.

Countries

Go for the truly European approach and try to find partners from all corners of Europe: engage North,
South, East and West European countries. Involvement of the newer member states of the European
Union is looked upon especially favourably. Do not forget to include those countries that are of a
personal or professional interest to you, since they will be able to provide interesting factual examples
or theoretical inputs.

Motivation

A learning partnership comes to life through a diverse group of partner institutions, which combine
their different views on the subject and different levels of experience. Make sure though that you
understand your partners' interest in the project. The scope of your knowledge can be different but
there should be a shared interest in acquiring knowledge of the specific topic, or it could become
difficult to find a common basis for the work.

Language

Find an agreement in terms of the language of communication. Choose a common language in which
all partners feel comfortable. It is natural that not everyone will have a perfect ability in the common
language, but do not let that stop you from engaging in the project: the language skills will gradually
grow together with the enthusiasm. Even so, there is a difference between imperfect language skills
and little to no skills in the language of communication at all. If hardly any staff at an institution can
understand or speak the common language, this will slow down communication throughout the project
and could even block the progress. This can be solved through translations and interpretation during
meetings; do realise however that this will influence the nature of your meetings. If you decide to
facilitate communication through these means, do not neglect to be clear with your partners about
the time and financial investments that are made.

EUROPEAN SENIOR CITIZEN'S STORY BOARD
This learning partnership aims at promoting interaction between European senior citizens.
Seniors work in local study groups where they collect stories about their cultural heritage.

These stories are gathered on the joint web page, which has a chat room for each topic. All
the stories and products are also published in the International Senior's Magazine.
Participating countries are Finland, Belgium, Germany, Ireland, Italy and Spain.
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Commitment

Your potential partners are individuals with their own personal qualities and an institution in their
background. As a person they do not need to be experienced in European projects, but at least they
should have a positive attitude towards the new experience. As a representative of their institution in
the partnership, the contact person should be able to provide continuity and act as a liaison between
the partners. The key person(s) at an organisation ought to be constantly involved in the project,
contributing time as well as energy and content. Moreover, they should be able to anchor the
partnership inside the institution, and have the authorisation to decide upon and communicate
decisions to their organisation.

Who knows, the first partnership ‘quality test' could be the common work on the application.
As all partners will have to add ideas and information to the common project proposal, and do work
on their own parts, you will have the opportunity to find out about their accuracy and reliability.

BRUXELLES > BELGIUM
50°50'44"N | 4°22'36"E




4.2 Establishing agreement on a common project plan
Yes, we would like to participate in your project.
It sounds interesting, but what do you have in mind exactly?

It is important for the success of a learning partnership that the partners have similarities in terms
of their expectations of the project and common ideas on the topic and scope. Finding common areas
between your institutions is best started before applying for the project and is naturally easiest to
discuss face-to-face. Try to raise the subject at a preparatory meeting; any further definition can be
made during the kick-off meeting.

4.2.1 FIND A COMMON UNDERSTANDING

Since you would probably like to get to know your partner institutions before you submit an
application or would like to meet with your partners to discuss the project and fill out the application
form together, there is the opportunity to have a preparatory meeting. In this meeting, you can set
the common aims for the project, speak about tasks and responsibilities, work out a concrete project
plan and design or write the proposal together. If you are travelling abroad for this preparatory
meeting, ask your national agency how you can apply for a Preparatory Visit Grant to cover your
travel and subsistence costs.

In the beginning practically all learning partnerships experience differences in the understanding of
and approach to project topics. Cultural differences can reinforce language problems and vice versa,
which might lead to things 'getting lost' in the translation. Although you might not be aware of this
in an initial conversation, your interpretation of terms and concepts can be quite different from your
partner's. As a result of the differences in educational systems, social contexts, frames of reference,
language and definitions of concepts, there might be a few hiccups at the start. Still, it is good to
come to terms with these cultural differences soon, in order to begin building a common vocabulary.

The earlier you can get as much information as possible about the other partners, their countries and
their approaches, the better. This will allow you to build a common framework of concepts and mutual
understanding, which will smooth the discussion on working methods and pedagogical principles.

Among the first subjects of conversation could be a preliminary discussion of definitions.

What do you mean by terms like ‘adult learners', ‘youngsters', ‘low or high level', ‘education’, ‘training’,
‘vocational’, 'expensive’, ‘cheap’, ‘curriculum’, 'gender mainstreaming’, ‘hard to reach group’, 'formal,
non-formal, informal learning’, etc?

4.2.2 DEFINE TASKS AND ROLES

In the project preparation stage the future learning partnership will decide which partner will be the
first among equals, and act as the coordinator of the project. Defining the role of the coordinator is
part of the joint process as the amount of involvement of the coordinator of a learning partnership
could actually vary. For instance, the coordinating institution could function like:

a post box, and be the formal leading person to address, fill out the joint part of reports and collect
relevant data;

a 'true’ coordinator, and monitor different independent actions within the partnership, uniting these
regularly;

a director-general, and be the strong leading figure who takes responsibility for all major activities;
who not only prepares meetings but decides on working methods, takes minutes, checks
appointments, sends reminders, organises social events, recommends how to spend the budget etc.

It is up to the partnership to come to an agreement on the role that best suits the needs of the
partnership and the work at hand.
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Selection of the coordinator can be established through discussion, lobbying, voting or allotting this
task. Qualities to be taken into account during the selection could be

® experience in project work;

® time available;

® |anguage skills;

e team player in balance with leadership skills;

® skills to communicate, to organise and summarise.

In many cases, the institution that started the process towards developing a learning partnership will
routinely take on the role of coordinating institution.

Besides agreeing on the role of the coordinator, it is important that the responsibilities in the learning
partnership are divided: all partners have to contribute. Depending on the project activities, all tasks
could be divided equally. For instance, all institutions organise one transnational meeting apiece, for
which they decide on the content and locations. In exchange, another partner could volunteer to make
the minutes for that meeting or to handle the evaluation. In a larger learning partnership, with many
institutions joining in, you could also imagine working in teams or in workgroups.

4.2.3 DESIGN AN ACTIVITY PLAN

In an activity plan all ideas on objectives, results, working methods and meetings are combined into an
instrument that will later help the partnership to be successful. In this stage the activity plan is like a
schedule which clarifies the project work step by step. Make this job easier by using the activity
planning sheet from the application form to detail periods, tasks, actors and expected results.

Things that the activity plan needs to cover

Start with your general aim and breakdown the aim into concrete objectives.

The general aim 'We want to improve the motivation for learning of our adult learners' could be further
specified as ‘We plan to learn from each others' experience in motivating adult learners through ICT',
which could translate into an objective like "We will collect good practices of ICT methods in our own
organisation’

Divide the objectives into separate actions.
The objective ‘Collecting good practices of ICT methods in our own organisation’ could be divided into
the following actions:

a describe a good practice of your own organisation;

b prepare a digital presentation and illustrate it with pictures;

¢ share comments on the presentations;

d select the best presentations to be used on our project website.

Using a timeline for the whole project period, you can divide the final project result into smaller parts
or steps. Let's say that the final project results are going to be disseminated through a website on
pedagogical ICT methods. If you aim to have a draft version of the website at the end of the first
project year, there should be an overview of the possible content of the website after the first half year,
with a decision on the tone and language(s) of communication, and an inventory of links to partners’
initiatives.



On your timeline, the meetings will become natural milestones for the project. You could divide the
project period into parts by planning the actual number of transnational meetings. Decide on the
number of meetings, the number of participants from each institution, the duration and the country
you are travelling to for each meeting. These variables will determine a part of your grant application,
which makes it worthwhile for you to be detailed at this stage.

Finally, try to formulate what tangible or intangible results can be expected out of the project.

The quality of the results is not in how many you can think of, but in how concrete and attainable
they are. Even though a learning partnership does not require tangible outcomes, it is nevertheless
useful to try to quantify the results. Try to make results measurable, even if they are not material.

Do not write: “The project will result in more attention for guidance of adult learners” but: "The project
will result in five recommendations to improve guidance of adult learners, by a set date”. In the case of
the ICT example at hand, the result could take shape as “Every partner will introduce at least one new
ICT learning method in their existing courses for seniors".

4.3 Modelling your plan into an application: formalities

Now that/you have identified a project topic and the project partners, you can take solid steps in
writing the project proposal and qualifying for Socrates funding. You should start off by contacting
your national agency and obtaining official information from them. This part takes you through the
main steps of application writing and will clarify some keywords.

4.3.1 WHAT CAN A NATIONAL AGENCY DO FOR ME?

Before you go into the process of filling out the application form for a Grundtvig Learning Partnership,
it is important to realise that this is a decentralised action on which decisions are taken by the
different national agencies. Although the application and selection procedure are basically the same
in all countries, there are some details in the national approach, policy and regulations that might
differ among the countries involved.

Before you send in your application for funding to your own national agency, make sure that you go
online or make personal contact in order to get answers to the following questions:

® When is the application deadline in my country?

® Which application form do | use?

e Can | write the application in the chosen language of communication, or do | have to translate
the application or parts of it into my national language?

e Should | prepare additional documentation for my national agency?

® How many copies of the application do | send to my national agency?

® Are there|any specific national priorities?

® Are there|any limitations in terms of project duration or funding?

ADULT LEARNERS IN ARTS
The ALIA project aims at bringing senior citizens who are attending non-formal
courses in the fine arts into contact with one another. Learners from the

participating countries create joint exhibitions of their own art, on a cultural theme
relevant to each country. The exchange also encourages them to acquire new skills
in foreign languages and ICT. Participating countries are The Netherlands, Bulgaria,
Greece, Spain and the United Kingdom.
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4.3.2 Formal requirements

All features of learning partnerships are explained in the Socrates guidelines for applicants. Additional
information and specific priorities are to be found in the annual call for proposals for the Socrates
programme. Besides those two important documents, it is vital to read the application form thoroughly
and be aware of issues like eligible costs and the project description that is required from you.

Here are some of the basic items:

Partnership

A Grundtvig Learning Partnership can only function with three or more eligible partner institutions,
from at least three Socrates countries. One of the countries in the partnership should be a member
of the European Union.

Project duration

A project can be funded for a period of one, two or three years. In the application form you should
provide an activity plan for the whole duration of your project. Be aware, the national agency can
only approve your project on an annual basis. If the project lasts more than one year, do not forget
to submit a renewal application each year: an application for funding should be made for every year
of your project.

Budget

Your institution's individual budget for the project consists of two parts, a standard and a

variable amount.

The standard amount is intended to cover direct costs for your project. This part of the budget can be
used to buy materials that you need for the project, to pay for translation services, language (refresher)
courses for staff or learners involved in the project, publication costs, software costs and general
administrative costs. You can also use it to cover other costs, such as renting rooms, or renting
equipment for a project meeting in your institution. It can also be used for national travel e.g. for field
research or in case there is a second partner from your country, and you need to travel to another city
to attend a transnational meeting.

The variable amount should contribute to transnational travel costs. You can only finance international
travels from this part of budget and are obliged to use the most economic available public transport to
your destination.

It is important to use only real costs when calculating the budget. This means that you have to take
into account only costs for actual services or goods which you expect to use during a given project
year. Do note however that once a grant amount has been determined by contract, no additional
funding can be allocated in the course of the year.
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Application form
The standard application form for a learning partnership is adapted each year, so make sure to use the
current version. The form is made up of four sections, some of which are filled out together with your
partners, others by you personally for your own institution.

SECTION ~ CONTENT WRITTEN BY
A Identification of the applicant organisation You
B Summary of the project and address details of the partners Partnership
C Detailed description of project and the activity planning Partnership
D Estimated budget for the applicant institution for one project year You

Although each institution makes its own budget request, it is recommended to attune your budget with
the other partners so that the items match. For example, if the project intends to build a common
website for which the construction costs will be divided between all partners, make sure that all
institutions actually budget for this website.

Another important item to consider in the budget are so-called 'minor elements of equipment. In
principle, durable equipment that will outlast the project or serve other purposes than merely project
activities, is not eligible for Socrates funding. An exception is made for relatively affordable equipment
which is absolutely necessary to carry out the project. Should you need to buy web cams for a
videoconferencing project, or digital cameras so that adult learners can photograph their daily lives to
support their e-mail exchange, the national agency will only take these 'minor elements of equipment'
into account in the calculation of the project grant if they are requested and justified in the
application form.

Any questions that you might have on the application form can be addressed to the national agency in
your country. Be sure to check at least the following before submitting an application for funding.

IS OUR APPLICATION COMPLETED CORRECTLY:
A BRIEF CHECKLIST
® The application is made on the standard application form for the current deadline.
e All required data fields have been filled out fully.
® The project idea and planning is clearly described, and with sufficient detail and measurability.
o All partners have completed their own application, combining the joint project description
with the details on their own organisation and budget request.
® The form has been written in the language of communication or proper national language,
as required by each national agency.

DEVELOPMENT OF ICT LEARNING
This partnership establishes a network for electronic learning and videoconferencing
in order to promote participants’ competencies and abilities in written and spoken
foreign languages. This innovative and motivating way of learning makes it possible

to learn at a distance with the advantages of face-to-face contacts. Participating
countries are The Netherlands, Belgium, France, Norway, Spain and Sweden.




4.3.3 Selection procedure and criteria

After you have submitted your application for a learning partnership, the waiting begins.

Before approval, your national agency will need time to select projects and consult other agencies.
It might help the wait if you have an idea of what goes on during the selection procedure for the
new learning partnerships.

The implementation of the selection procedure varies slightly among countries, but includes the
following|steps:

1 Receiving of applications and returning the acknowledgment of receipt.

2 Formal eligibility check (does the application contain an original stamp, original signature;
has the right form been used etc.).

3 National assessment of applications and selection.

4 European matching of the national assessments.

5 Final approval on the basis of the matching.

6 Contracting procedure.

During the national assessment, experts appraise the applications for their country using a number of
selection criteria. Being aware of what they look for, might help you to refine your project application.
The selection takes into account the following:
Eligibility
- Does the application satisfy all formal requirements?
2 Relevance
- Is the project relevant to the Grundtvig action, to its objectives and target groups,
and is it relevant also in the national context of adult education?
3 Quality
Is the potential impact of the project clear from the application?
Does the project management and task distribution look sound?
Has the partnership been well composed and do the partners have the necessary
qualities to fulfil the project?
Is the working plan clear enough to give some orientation to the partners and to guarantee
a stringent and successful working process during the partnership?
4 Priorities
- Does the project meet any of the priorities for Socrates in general or the Grundtvig action in
particular, as mentioned in the Guidelines for Applicants or the Call for Proposals?
- Does it, in addition, respond to any national requirements mentioned in the Call?

—_

After the national assessments on a project have been communicated between the national agencies of
the project partners, a final selection result is determined by the national agency of the coordinating
institution. This selection result will be communicated to you in writing.

Even if the project as such is successful and gets approved, some of the partners might not. At any
rate, if less than three Socrates countries remain after the project partners have been selected and
approved; or if the coordinator of the project is rejected by its national agency and it is not possible
to identify another coordinating institution, the learning partnership will be rejected.

MOTIVATION BY SPORTS (MOBYS)
Is it possible to transfer the positive and stimulating effect of sports into learning situations?
This learning partnership wants to exchange experiences on possibilities to enhance the motivation

for learning of young adults that suffer from drug abuse, and enable them to return into society.
Participating countries are Italy, Czech Republic, Germany, Poland and Spain.
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The selection procedure can end in the following options:

The project partnership is:

a) approved as a whole b) partially approved c) rejected

Your institution is: (i.e. some partners are rejected)

a) approved You will receive a contract. You will receive a contract. The project will not receive
The project can go ahead Consult your national agency Grundtvig funding this year.
as planned. whether changes should be

made to the planning.

b) rejected You will not receive Grundtvig You will not receive Grundtvig The project will not receive
funding for participation in the | funding for participation in the | Grundtvig funding this year.
project this year. project this year.

4.3.4 Contracting
After approval of the project and participation of your institution in it, you will get a grant agreement
from your national agency. It is possible that your national agency cannot allocate the entire budget
amount foreseen in your application. Reasons for a reduction in the maximum grant amount could be:
1 You applied for ineligible costs.
2 Some of your budgeted costs are not supported by the activity plan.
3 The budgeting policy of your national agency does not allow full support of approved projects.

Be careful when budgeting for the project: the budget should relate back to
the project description. If, for example, you budget travel and subsistence for
a staff study visit to France which does not figure into the activity plan, your
National Agency will deduct this amount from the grant allocation.

You can claim the allocated Grundtvig funding when the agreement is signed by both parties, i.e. the
legal representatives of your institution and of your national agency. As an advance you will receive
80% of the approved grant, and a second payment of the remainder will be made at the end of the
project year, after approval of your final report.

It is important to note that your application form is part of the grant agreement, which means that
your activity plan for the agreement duration is binding. If you want to or need to make changes in
your project partnership or plan during the contractual year, it is necessary to notify your national
agency in writing. As for changes in your budget planning, there is a restricted possibility to transfer
grant money between the two parts of the budget - the standard and variable amounts.

For details you should consult your grant agreement.

Basic rules and obligations which are good to know in advance:
® You have to submit a report at the end of the project year.
® You can spend money only for eligible costs and within the contractual period.
® |f you wish to continue your project another year, you will have to apply for a renewal.

TRADITIONAL CLOTH AND PATTERNS ON MODERN DESIGN
The learning partnership aims at collecting traditional patterns, interpreting their meaning and turning
them into updated items. Through producing a collection of products ranging from fashion outfits to

pottery, tradition is preserved for future generations. Participating countries are Portugal, Germany, ltaly,
Lithuania and Romania.
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FROM IDEA TO PROJECT PLAN - ISSUES TO CONSIDER

e Arrange a face-to-face preparatory meeting in order to write the proposal together
with your partners.

® Invite partners to bring examples of an activity plan from previous (national) projects
to your preparatory meeting and use them to brainstorm on a structure.

® Try to get a clear understanding of the interest and motivation of the institutions
participating in the project.

e Reflect on your own and your institutions’ competences and abilities to work in the
project and be open enough to speak about limitations.

® When discussing institutional or national information and experience,
focus on what is common.

® Be flexible in relation to the intercultural components. Be aware that things are not
always going to be the way you are used to.

® Promote divided responsibility for activities, which promotes shared ownership of the
project.

¢ Find agreement on important questions. What will happen to the project if key personnel
changes? What will happen to the project if one of the partners wishes to withdraw?

® Make and update a contact list of the main and second contact person at each
institution.

® Find out whether every institution has similar IT equipment. Can all of them participate
regularly in e-mail communication or virtual communities?

® When planning the meetings, have you considered important holidays?
Try the Eurydice-website for an overview of common European school holidays.

¢ Consider exchanging ‘letters of intent' with your partners in order to secure commitment
even before the actual start of the project.

EUROPEAN COALITION AGAINST UNEMPLOYMENT
This project focuses on the preparation of people at risk of social exclusion for their
integration in the labour market. It includes psychosocial support, vocational orientation,
active participation in educational procedures, training programs and work placements.
The project aims at sharing experiences and models of work used by organisations across
Europe, concerning the preparation for employment programs in order to improve
employability within specific target groups. Participating countries are Greece, Czech
Republic, Spain and United Kingdom.
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After thorough preparation, having come this far will give you a good feeling but it might also give a
feeling of new and unknown responsibilities. Facing these head on will be easier with some guidance.
In this chapter you will find ideas and recommendations that can help you in the project.

5.1 Planning the work
Our project has been approved.

We know that we have a good working plan, but how do we stay on the right track?

THE LIFE CYCLE OF A LEARNING PARTNERSHIP

Possibilities Initiation Development Delive Conclusion
(idea) (kick-off) (activities) (resultrs%

(closing evaluation)

PLANNING

The activity plan, that was drafted for the grant application, forms a part of your contract and should
therefore be followed as much as possible. If the outcome of the selection procedure calls for changes
to be made to the plan, for example if a partner has been rejected or has decided not to participate,
this is the time to consult your national agency on the options.

Still, try not to see the activity plan as a bible, but as a road map or work plan. Use the plan to stay on
the right track while you are on the journey between meetings, fulfilling obligations and tasks in your
own institution. The work plan shows the priorities for every stage in the cycle of the project and it
shows what subjects the agenda for each meeting will have to address. Evaluation moments help to
reflect on the project reviewing questions such as: are we on the right track towards reaching our
objectives, and how well do we work together?

In planning the project, you may keep in mind the cycle of quality control: Plan, Do, Check, Act.

WAYS FROM EXCLUSION TO INCLUSION AS AN ACTIVE EUROPEAN CITIZEN
This learning partnership reaches out to different groups at risk of social exclusion in order to facilitate
visits, contacts and participation in local community organisations as well as in learning and cultural

activities. The results will be documented and exchanged via photos, videos, artwork and exhibitions.
Participating countries are Denmark, Belgium, Finland, Poland and Sweden.
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® Plan
Agree on the work for the following stage. Agree on the timetable, the actors,the results and how
these will be presented and evaluated.

* Do
The partners fulfil the tasks for this stage and prepare the next meeting. The agenda for the project
meeting is led by the tasks that are foreseen. The partner that is responsible for a specific task, is
responsible for handling the agenda.

® Check
Go back to the activity plan to check what the expectations were and evaluate together: what went
wrong and what went well? Did we reach the target for this stage? Are we satisfied about our
cooperation? What is the next step in the project?

e Act
Confirm the project plan for the next stage. Consider together whether the activity plan needs to be
changed or adapted in terms of expected results, timetable or actors. Reach an agreement on the
definition of the adjustments.

This cycle repeats itself throughout the lifetime of the project. Although it might seem slightly
bureaucratic to think of the project work as a cycle, this method can have an unexpected positive
impact on the partnership. Not all partners will be used to working in projects and keeping an eye
on long-term planning. Breaking down the project in short-term cycles for each stage enables all
partners to keep an overview of the tasks. Not everyone is used to cooperating with a partner that
works faster, slower or simply in a different way. Not everyone is used to exchanging ideas and
discussing another person's work open and freely. Making monitoring a joint activity within the
partnership will encourage all partners to follow the activity plan for the project.

5.2 Preparing the project meetings

How do we plan and manage our meetings so that they are both successful in outcome and
rewarding for the participants?

Consider the transnational meetings as the milestones of the project. A joint meeting with all partners
is a high point since it gives great stimulus and positive energy to the project. Successful teamwork is
a decisive element in the overall success of your project, but is influenced by the fact that project team
members do not work under one roof but in several geographically dispersed institutions.

Because of this the main channel for team communication, namely face-to-face meetings, will be
limited. That means that well planned and organised meetings are a crucial element for your project's
overall success. Planning meetings carefully can benefit the project and the partnership process greatly,
during and after the actual event.
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5.2.1 MEETING OBJECTIVE
Prepare for each meeting by considering the objective of the meeting: what is it w

The first meeting will almost certainly have a very practical orientation. Objectives
could be:

Team building - consider the importance of informal social events to set the atmo
Fine-tuning the project - now that you know which partners will definitely be par
all partners know the size of their project grant, you should review the activity pla
and the allocation of tasks.

Setting targets - determine milestones for the project and agree on the timeline.
Quality control - think about an evaluation and monitoring plan for the project.

Following meetings will offer more time for discussions on content. In addition, so
that could come up at a second or third meeting are:

Monitoring and evaluating project progress.

Changes in the activity plan.

Preparation of the partnership report to the national agency.

Determining next year's activity plan and budget and preparation for an applicatio

5.2.2 MEETING CHARACTERISTICS
Organising a European meeting will need some specific considerations by the host
the following issues.

Duration of a meeting
Project meetings will generally last for two to three full working days. They will of
a weekend to make use of cheap flight tickets, in order to reduce travel costs. Of ¢
could also be combined with study visits to the partner institution and other neigh
or allow a moment for job shadowing, which would all make the meetings slightly

orking towards?
for the first meeting
sphere.

t of the project and
n, discuss the budget

me practical issues

n renewal.

among others on

ten take place over
ourse, meetings
bouring institutions
longer.

Participants at meetings

The number of participants may vary according to the objectives of the meeting. F
continuity it is advised to bring at least two staff members per institution. When |
has been foreseen, the staff may be accompanied by one or more adult learners. It

or reasons of
earner participation
is important to

make sure that the key persons of each institution can attend the meetings. Key meeting participants
are the team members who will be responsible for the project implementation at their institution, but
it is also possible to invite others who can make a significant contribution to the project or to its

dissemination. 1]
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L]

Choice of country

FIRENZE > ITALY
43°46'07"N | 11°15'25"E

Often, the first project meeting will be organised in the project coordinator's home country, since the
coordinating institution will have the best knowledge about the whole partnership at this stage of the

project and might also have previous experience in projects. Subsequent meetings

could rotate between

the partner countries so that the responsibility for the success of the project is shared. This rotation
will also create a direct access to the culture and language of the different project participants: an

intercultural experience which will add value to the project.
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Meeting venue

The host will have to find one or more suitable locations to hold the meeting. Besides discussions
between the project team members, relevant study visits to classrooms or local organisations can
contribute to the project meeting. The choice for parts of the programme inside or outside will depend
on the weather and the culture.

The choice of accommodation, restaurants and social events will be limited by the daily subsistence

rate for a given country. It is important to be aware that the level of the daily allowance depends on
the funding policy of each national agency. Some project partners might have a smaller budget, and
therefore it is necessary to consult all meeting participants in advance on the financial situation.

Placing the whole group in the same hotel will assure informal networking possibilities. In some cases
it will also be a cost-effective measure: having the host make one booking for all particip