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2013 - 2014
ERASMUS

INFORMATION ON LEARNING MOBILITY 
Dear Students,

You have earned the right to student mobility within the framework of Erasmus Programme and will do part of your study abroad. Followings are the steps you will follow and the matters you need to know. Please be aware that the student admission procedures of universities may differ. Therefore, it is advisable to visit the web pages of your host university to learn beforehand the required documents.   

Documents to be submitted to the International Office before departure:
1. Letter of Acceptance (Copy)
2. Learning Agreement (Original)
3. Copy of visa
4. Travel and Health Insurance (Copy)
5. Up-to-date Transcript of Records (Original)
6. Departmental Board Decision
7. Euro Account Number at Ziraat Bank ( Balcalı Branch)

8. Grant Contract
Documents to be submitted to the International Office after returning:
1. Transcript of Records issued by the host university 
2. Confirmation Letter
3. Final version of the Learning Agreement (Original) 
4. Final Report
5. Additional Information Form
6. Copy of the Entry-Exit pages of the passport 
7. Departmental Board Decision (for return)
Application Process and Required Documents: 
1. All students should visit the International Office and fill in the “Information Form” in which the ID and contact information of the students are asked. Besides, those who sign a letter of undertaking that they have been informed regarding the exchange process should visit our Office to sign this letter. 
2. Students will obtain and fill in the Erasmus Application Form from the website of their host universities and send it to them. If the application form is not published on the host university’s website, it can be asked for through regular post or fax. Some universities may demand the Learning Agreement together with the Application Form (explained in detail below). 
3. Outgoing students will make the necessary arrangements for the accommodation abroad. They can refer to the websites of their host universities for this purpose. Generally, an Accommodation Form can be found on the website of the host university, which should be filled in and sent. This procedure should not be delayed; otherwise, students may have to stay at places with higher prices. 
4. Another document that may be required together with the Application Form is the Transcript of Records, which displays the grades earned. The English version of the transcripts can be obtained from the Office of Students Affairs.  

5. The document the preparation of which would take longer but is of greater importance is the Learning Agreement, which displays the courses the student will take at the host university. 
This document is signed on behalf of the Çukurova University (Ç.U.) by: 
I – Ç.U. Erasmus Department Coordinator,
II - Ç.U. Erasmus Institutional Coordinator (please visit the International Office), 
On behalf of the Partner University; 

III – Erasmus Coordinator of the Department with which the agreement is made, 
IV - Erasmus Institutional Coordinator, and 

V – the student. 

Attention:
· Students will prepare the agreements, which include the courses they will take at the host university, with the assistance of their department/faculty Erasmus Coordinator. Students will get information regarding the course content from the websites of their host universities and then, select the appropriate courses with their coordinators. The course codes and ECTS credits must be written on the learning agreement. All students are obliged to register for a course load of at least 30 ECTS credits per semester.  Post graduate and doctoral students will work both with their coordinators and consultants in selecting the courses. 
· Regardless of being a undergraduate, post-graduate or doctoral student, those that will benefit from the mobility programme, are obliged to take ECTS credit. Depending on the structure of the host organization, the student may take ECTS credit through such academic activities as developing projects, giving seminars, doing researches, laboratory works, etc., rather than being required to attend courses through traditional classroom education. Therefore, post-graduate and doctoral students, who have completed their course loads, can receive ECTS credit for the studies related to their dissertations. 
· The learning agreement must be updated, in cases where the document needs to be changed due to such reasons as when the selected course is not opened or the quota is full, etc. The second page of the learning agreement serves to this purpose (under the title “Changes to the Original Proposed Learning Agreement”).  For each and every change, the student must obtain the opinion and approval of the Erasmus Departmental Coordinator. To get the necessary approval, the student must submit a copy of the Changes to the Learning Agreement Document to the International Office, which indicates the course changes.   
Nevertheless, in cases where the course changes exceed 30% of the 30 ECTS credits, the learning agreement must be re-approved by the Departmental Board. The students of Engineering and Architecture Faculty may need to obtain the Departmental Board Decision for each course; please consult to your departmental coordinator in this matter. Erasmus student may get help of a friend in following the procedures for the signing of the document. The responsibility to follow the preparation and signing of the document rests solely with the student. Finally, the document will be submitted to the International Office. 
6. Erasmus Intensive Language Courses (EILC) are specifically for the European languages that are less widely spoken (those other than English, French, German and Spanish). Students may attend those courses by obtaining grant before starting your study. These courses are provided by certain universities at each country. Information regarding these courses can be obtained from university websites.  
Significant dates for EILC:

	Fall Semester Application Deadline 
	01 June 2013

	Spring Semester Application Deadline  
	18 November 2013


7. The document that are generally required to be sent to the host university for Erasmus applications are listed as follows: 
· Application form
· Accommodation form (if the host university provides accommodation facility)  
· Learning agreement 

· Official Transcript

· EILC Application form (if the host university require attendance to these courses) 
8. The host university may demand documents other than those listed-above. Please check the required documents beforehand on the website of your host university. Some universities may require the submission of a “Letter of Motivation” and/or a “Letter of Reference” in addition to other application documents. You can ask the assistance of your departmental coordinator while writing this letter. The letter of reference should be written by a lecturer at your department, addressed to the host university and should be sent in a sealed envelope.  
9. Every university sets a deadline for the submission of the application documents. However, since the universities’ response to your application may take long, it is advisable to send the documents as soon as they are ready and not to wait till the deadline.     
Other Considerations: 
· In order not to pay the passport fee, students will obtain an official letter from the International Office, after the grants are announced and the acceptance documents are received.  
After receiving the above-mentioned letter, students should refer to Adana Directorate of Security after having the letter approved by the Beşocak Tax Office.  Students receive their passports issued by Adana Directorate of Security without difficulty. The directorates of security of other provinces may demand passport fee. 
Passports should be valid at least for two years. For passport application, students need to apply to the Passport Department of Adana Directorate of Security with 2 biometric photographs, TR Identity number, original of national ID card with a photocopy and 72,00 Turkish Liras passport execution fee. Passports will be sent by post to the declared addresses within 3 to 4 days. 
ATTENTION:

· After receiving their letter of acceptance, students will obtain a “Visa Letter” from the International Office in addition to the letter for passport application. This letter indicates the duration of your stay abroad and the amount of grant you will get during this period. Without issuing this letter, visa cannot be granted. 
Students will apply for visa to the embassies or consulates of the countries of their host universities. Visa application procedures are under the responsibility of students. Document(s) related to financial status of the applicant apart from those mentioned above may be required to grant visa. In certain cases, in addition to visa letter, students may need to obtain a document showing that there is a certain amount of money in their bank accounts.   
· Research assistants, master and doctoral students, who are working for Çukurova University as permanent staff, should obtain a letter of assignment from the institutes they are affiliated to. 
ATTENTION:

	Before departing, students will pay their tuition fees to their own departments, but will not register for courses.  


· Another important issue that must be considered is the travel and health insurance. Even if the host university does not require, students must take out a travel and health insurance to secure themselves and submit its copy to the International Office before departure.  
The procedures of countries and universities related to health insurance do differ; some offer full insurance to students while majority require them to take out their own insurance policy. As a matter of fact, most of the consulates do not grant visa to applicants not holding a health insurance. Students should get information regarding the procedures of their host universities and take out a health insurance accordingly either in Turkey (from the consulates or private insurance companies) or in the country of their host universities. Students can take out a health insurance policy from any insurance company. They must inform the company that they will go abroad as student and ask the insurer whether the destination country is within the insurance coverage. Before having a health insurance, students should consult to Social Security Institution and get information regarding the countries with which Turkey has a social security agreement. Where your destination country is among the agreement countries, you can have your insurance papers issued from the Social Security Institution. 
ATTENTION:

	Students will file a departmental approval letter to their Department/Faculty secretariat to inform their Departments and Faculties that they will benefit from Erasmus Programme. They will enclose the copies of their acceptance documents and learning agreements to their departmental approval letter. A sample letter is annexed to this document and can be obtained from the International Office. The reply to the letter will be sent to the department secretariat (1,5-2 weeks later); one copy will be sent to the Office of Students Affairs and another to the International Office to be placed in the student file. Grant payment will not be made to the students until after the International Office receives the Departmental Board Decision. In order to facilitate the process, students may follow the procedures in person. 


· A copy of visa will be submitted to the International Office by students. 
· Before departure, students must submit to the International Office an up-to-date and approved transcript of records they will obtain from the Office of Students Affairs.  
ATTENTION:

	A Grant Contract, which is in the nature of an agreement between the student and the University, will be signed after the completion of all required documents. Students will benefit from the grant only after the grant contract is signed.


· The amount of grant to be paid to students will be calculated in consideration of the dates indicated on the letter of acceptance. 
· Initially, 80% of the grant will be paid to students. The remaining 20% payment will be re-calculated according to the dates indicated on the confirmation letter and made at the end of the exchange period after the student presents the necessary documents. Students should obtain documents from the International Office through getting an appointment on the following internet address: http://international.cu.edu.tr 
· Non-grant students will benefit from the exchange programme within the framework of the same rights and obligations as the grant students. Student may benefit from the programme for two terms, one with grant and the other without receiving grant. 
· National Agency established the monthly amounts of grants to be provided to the Erasmus students for the 2013-2014 academic year based on the table below: 
	Country 
	Monthly Grant Amount €
	Country
	Monthly Grant Amount €

	Austria
	476
	Belgium
	448

	Bulgaria
	281
	Southern Cyprus 
	375

	Check Republic 
	377
	Germany
	425

	Denmark 
	601
	Estonia
	339

	Spain
	438
	Finland 
	535

	France
	520
	the UK
	602

	Greece
	425
	Hungary
	355

	Ireland
	489
	Italy
	477

	Lithuania
	325
	Luxembourg
	448

	Latvia
	333
	Malta 
	368

	Netherlands
	466
	Poland
	345

	Portugal
	381
	Romania
	312

	Sweden
	531
	Slovenia 
	401

	Slovak Republic
	358
	
	


Return Procedures
· After returning, students should file a return letter to their department/faculty secretariats together with their learning agreements, transcript of records and confirmation letters so that the courses they have taken abroad are recognized by their departments.  

· Erasmus students that have returned should fill in the “Final Report Form” that is to be provided/sent to them by the International Office. The remaining 20% of the grant will be paid to the students after they file their Transcript of Records, Confirmation Letter, Final Report Form, Additional Report Form and Learning Agreement. 
· In cases where it is determined that students have not attended courses and fulfil the obligations they are required to perform as students during their study abroad, either 100% or 20% of the total amount of grant students have earned for the duration of their stay abroad will not be paid to them considering also their failure in the courses taken abroad. 
PLEASE DO NOT FORGET!
· In the course of completing all these procedures, the outgoing students should be in constant contact with their Erasmus Departmental Coordinator and the International Office. Students are advised to check their e-mails at least 2-3 times a week and forward any e-mails they receive from their host universities to their departmental coordinators. 
· Students should send an e-mail to the International Office as soon as they arrive in the host university and inform the Office of any problems they may experience throughout their study abroad (problems at the university, dormitory or with a lecturer, another students, etc.). Please contact with the International Office via the following e-mail addresses: outgoing.erasmus@cu.edu.tr and erasmus@cu.edu.tr . Additionally, students should hold adequate number of headshot or passport photographs and extra money in additional to the Erasmus grant-aid while going abroad. 
By participating in the Erasmus Programme, you will enrich your education, build up your cultural richness and gain experiences invaluable for your life after graduation. 
For information and consultancy, contact: 
International Office – Connecting Num: 2371, 2500 
Direct Tel and Fax: 338 64 11

outgoing.eramus@cu.edu.tr, erasmus@cu.edu.tr
http://international.cu.edu.tr 
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ECTS - EUROPEAN CREDIT TRANSFER SYSTEM 

LEARNING AGREEMENT  

ACADEMIC YEAR 2012/2013  

FIELD OF STUDY: _________________
	Name of student: _______________________________________________________________________

Sending institution: ÇUKUROVA UNIVERSITY                                                       Country: TURKEY




DETAILS OF THE PROPOSED STUDY PROGRAMME ABROAD/LEARNING AGREEMENT

	Receiving institution: ___________________________________________________________________

Country: _____________________________________________________________________________


	Course unit code (if any) and page no. of the information package
	Course unit title (as indicated in the information package)


	Number of ECTS credits



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


if necessary, continue the list on a separate sheet

	Student’s signature: _______________________________________Date: ___________________________


	SENDING INSTITUTION

We confirm that the proposed programme of study/learning agreement is approved.

	Departmental coordinator’s name & signature

Date: _________________________________
	Institutional coordinator’s name & signature

Date: _________________________________________


	RECEIVING INSTITUTION

We confirm that this proposed programme of study/learning agreement is approved.

	Departmental coordinator’s name & signature

Date: _________________________________
	Institutional coordinator’s name & signature

Date: ________________________________________


	Name of student: ______________________________________________________________________

Sending institution: ÇUKUROVA UNIVERSITY                                                     Country: TURKEY


CHANGES TO ORIGINAL PROPOSED STUDY PROGRAMME/LEARNING AGREEMENT

(to be filled in ONLY if appropriate) 
	Course unit code (if any) and page no. of the information package
	Course unit title (as indicated in the information package)
	Deleted

course

unit
	Added

course

unit
	Number of 

ECTS credits

	
	
	(
	(
	

	
	
	(
	(
	

	
	
	(
	(
	

	
	
	(
	(
	

	
	
	(
	(
	

	
	
	(
	(
	

	
	
	(
	(
	

	
	
	(
	(
	

	
	
	(
	(
	


if necessary, continue this list on a separate sheet

	Student’s signature: _______________________________________Date: ___________________________


	SENDING INSTITUTION

We confirm that the proposed programme of study/learning agreement is approved.

	Departmental coordinator’s name & signature

Date: _________________________________
	Institutional coordinator’s name & signature

Date: _________________________________________


	RECEIVING INSTITUTION

We confirm that this proposed programme of study/learning agreement is approved.

	Departmental coordinator’s name & signature

Date: _________________________________
	Institutional coordinator’s name & signature

Date: ________________________________________


Petition for Departmental Approval for Erasmus Outgoing Students
	___________________________________ 

TO THE OFFICE OF DEPARTMENT HEAD/FACULTY DEAN/INSTITUTE DIRECTOR,  
I am a undergraduate/postgraduate/doctoral student with student ID_______________ in the __________________________Department of the__________________________ Faculty/Institute. 
I have been accepted to study at_____________________________ University in _________________________ (city), ________________________ (country) between the dates of _____________ - _____________ for ______ (1 – 2) study term/s.  I have a learning agreement in which the courses I will take and the ECTS credits of these courses are indicated. I would like to be considered successful for the courses corresponding to the indicated term/s within the framework of my undergraduate/post graduate/doctoral programme, if I successfully pass these courses. I declare that I will submit my Learning Agreement signed and approved by both Organizations after I complete my study abroad. Otherwise, I acknowledge that my study abroad will be considered invalid. 
I would appreciate if my request is considered and deemed appropriate through a Departmental Board Decision. Kindly submitted for your consideration.  
________________________________ (Date)

________________________________ (Name- Surname)

________________________________ (Signature)

Annexes: 

1. Learning Agreement
2. Letter of Acceptance
The Faculties/Departments are obliged to issue the Departmental Board Decision within 15 days following the filing of the above petition in accordance with the LLP Programme Erasmus Exchange Directive dated 18 January 2011 and to communicate a copy of the Decision to the Office of Student Affairs and the International Office. 


Petition for Departmental Approval for Course Change –Erasmus Outgoing Students
	___________________________________ 

TO THE OFFICE OF DEPARTMENT HEAD/FACULTY DEAN/INSTITUTE DIRECTOR,  
I am a undergraduate/postgraduate/doctoral student with student ID_______________ in the __________________________Department of the__________________________ Faculty/Institute. As an Erasmus Student of Higher Education Exchange Programme,  I am continuing my study at_____________________________ University in _________________________ (city), ________________________ (country), which will last for ______ (1 – 2) study term/s between the dates_____________ - _____________.  
Due to ______________________________________________________________, I need to make changes in my learning agreement enclosed to my petition for departmental approval, which I filled to the ________________________________________department/faculty/institute secretariat on ____________________ and was approved on _______________. Enclosed is a document showing the changes that I wish to make in my learning agreement.  I would like these changes to be approved and like to be considered successful in the courses corresponding to the indicated term/s within the framework of my undergraduate/post graduate/doctoral programme, if I successfully pass the courses that I will take based on my changed learning agreement. I declare that I will submit my Learning Agreement signed and approved by both Organizations after I complete my study abroad. Otherwise, I acknowledge that my study abroad will be considered invalid. 
I would appreciate if my request is considered and deemed appropriate through a Departmental Board Decision. Kindly submitted for your consideration.  
________________________________ (Date)

________________________________ (Name- Surname)

________________________________ (Signature)

Annexes: 

1. Learning Agreement, Course Change Form
2. Letter of Acceptance
The Faculties/Departments are obliged to issue the Departmental Board Decision within 15 days following the filing of the above petition in accordance with the LLP Programme Erasmus Exchange Directive dated 18 January 2011 and to communicate a copy of the Decision to the Office of Student Affairs and the International Office.


	Departmental Approval Form for Erasmus Returning Students 
___________________________________ 

TO THE OFFICE OF DEPARTMENT HEAD/FACULTY DEAN/INSTITUTE DIRECTOR,  
I am a undergraduate/postgraduate/doctoral student with student ID_______________ in the __________________________Department of the__________________________ Faculty/Institute. Within the framework of the Erasmus Higher Education Exchange Programme, I was selected as an Erasmus student by the Faculty/Department jury. In this context, I studied at_____________________________ University in _________________________ (city), ________________________ (country) between the dates_____________ - _____________ for one study term. 
Enclosed are my Learning Agreement, which includes the courses taken during the relevant period and the corresponding ECTS credits and is signed both my consultants at the home and host universities as well as the Confirmation Letter and Transcript of Records issued by the host university. 
I would like the courses I took abroad and passed with success to be recognized in lieu of the courses I should normally have taken at my home organization during the indicated term within the framework of my undergraduate/post graduate/doctoral programme and to be considered successful in these courses. 
I would appreciate if my request is considered and deemed appropriate through a Departmental Board Decision. Kindly submitted for your consideration.  
________________________________ (Date)

________________________________ (Name- Surname)

________________________________ (Signature)

Annexes: 

1. Final Learning Agreement
2. Transcript of Records
3. Confirmation Letter
* The Faculties/Departments are obliged to issue the Departmental Board Decision within 15 days following the filing of the above petition in accordance with the LLP Programme Erasmus Exchange Directive dated 18 January 2011 and to communicate a copy of the Decision to the Office of Student Affairs and the International Office. 
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