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[bookmark: _Hlk493770400]I. Background


The European Lawyers Foundation
The European Lawyers Foundation (ELF), coordinator of this project, is a non-profit organisation headquartered in The Hague, The Netherlands. It was established by the Council of Bars and Law Societies of Europe (CCBE) in 2014. ELF’s objective is to undertake projects that relate to the exercise of the profession of lawyers, the development of the law and practice pertaining to the rule of law and administration of justice and substantive developments in the law itself, both at a European and international level. For more information on ELF’s work, please visit our website: http://elf-fae.eu.
The Exchange programme
The Multilateral Exchange of Lawyers is an important initiative, co-funded by the European Union (EU), which allows greater mobility of lawyers within the European Union and contributes to the development of a European judicial culture. It has set up the first Europe-wide training exchange scheme for lawyers, based on the good practices established by the European Judicial Training Network for the exchange of judges and prosecutors. 
As its predecessor, the second edition of the Multilateral Exchange of Lawyers (LAWYEREX) is led by the European Lawyers Foundation, in partnership with the national Bars of Cyprus,  Czech Republic,  Italy, Romania, Slovakia, and Spain, the  Polish Bar of Attorneys-At-Law, and the local Bars of Athens, Barcelona and Paris. During its life cycle (August 2019 – July 2021), lawyers from 9 EU Member States (young lawyers with up to 7 years of professional experience) will have the opportunity to be trained abroad in host institutions from the legal sector.
The duration of each placement will be two weeks (10 working days), and host institutions in partner countries will be either private law firms with cross-border activities within Europe or national or local Bars. The first exchanges are expected to take place in November 2019, and the total number of lawyers to participate in the exchanges will be 107. 
Objectives of the exchange
The exchange offers the opportunity to young lawyers to become familiar with other EU Member States’ legal systems, to create or consolidate cross-border networking capacities, and to improve their legal and linguistic skills and competences. Lawyers offered a placement in national or local Bars should expect institutional type of work for issues affecting the legal profession, whereas lawyers offered a placement in law firms will work on practical cases according to their field of expertise. Each lawyer participating in the exchange will be guided by a “supervisor”, who will provide the necessary guidance to quickly integrate the lawyer into the working life of the host institution. The supervisor will be responsible for giving assignments to lawyers participating in the exchange, providing information and insights on national legislation in any area of law relevant to the lawyer’s work and accompanying him or her in day-to-day professional work, including relations with other colleagues and clients. Other activities such as attendance at court hearings, participation in conferences and seminars, visits to national institutions or European organisations based in the host country, or attendance at networking events, are strongly recommended to be included in the exchange programme whenever possible. 


II. Selection procedure


Call for applications
The call for applications is launched by the respective partner organisations in different periods throughout each year (see indicative tables below). Information about the calls and the exact deadlines can be requested from the national contact points in each partner country (see also section V – useful contacts). Regarding the application process, applicants must fill in the project’s application form (see attached document 1 below) and provide information about their preferred countries for the exchange (3 preferences), their preferred dates, their spoken languages and their preferred practice areas. Their CV (in English) should also be attached to the application form. Lawyers selected for the first round of exchanges will be offered a placement during the period December 2019 – February 2020, taking into account their preferences and the availability of posts in the host institutions. Likewise, the second round of exchanges will take place from March until June 2020 and so on. Submitting an application means that candidates have agreed to the ELF’s data protection policy.
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[bookmark: _Hlk494117071]Attached Document
1. Application form



Pre-selected candidates
After the end of the selection process, partner countries will need to provide within one week a list of pre-selected candidates to ELF. The ELF will then place the pre-selected lawyers in the most suitable destination country according to their 3 preferences, and taking into account the following criteria: 
a) their spoken languages (for example a lawyer with C2 level in French has good chances of being selected in France)
b) a fair geographical balance (for example Greece offers 10 placements in total, so these placements should be distributed to lawyers of as many partner countries as possible)
c) the preferences of other pre-selected lawyers (for example if only one pre-selected lawyer has chosen Cyprus as first preference in the first round, then this person will be accepted in Cyprus)
d) other elements of their CVs which link them to a specific country (for example a Romanian lawyer who has selected Poland as first preference because he was in Poland as an Erasmus student has good chances of being selected in Poland). 
ELF will use its best efforts to place pre-selected candidates in one of their three preferred countries, but there is no guarantee that pre-selected candidates will finally be offered a placement or that the final placement will correspond to their 3 preferences. Participants are not notified at this stage about their country of destination, but only after a final placement in the country of destination is found (see below the final placement procedure).
Final placement
After placing the pre-selected candidates in countries of destination, the ELF will transfer their files to the national contact points, who will then be responsible to find the most suitable national host institution according to the preferences of the candidates (bar or law firm, practice areas, months of availability, spoken languages) and after matching them with the needs of the host institutions participating in the specific round of exchanges. 
After the final placements are confirmed, the national contact points will inform the candidates about the final placement offer, and the latter should provide a final answer within a deadline of one week. In case of an affirmative reply, candidates will secure their placement and will be able to proceed to travel and accommodation arrangements in the country of destination (for financial aspects see section IV). They will also receive the contact details of the host institution as well as the name and e-mail of their supervisor. 
Candidates rejecting the offer can apply for future rounds but they will not have any preferential treatment over other candidates. In the round in question, they will be replaced by candidates from the reserve list, which is kept by every partner organisation after each selection process.


[bookmark: _Hlk493771398]III. Before, during and after the exchange


Before the exchange
· Selected participants
[bookmark: _Hlk15986393][bookmark: _Hlk15984722]The selected participants are responsible for making their own travel and accommodation arrangements and for sending the following documents to the ELF’s project manager, Vasileios Stathopoulos (stathopoulos@elf-fae.eu) no later than two weeks before the start date of the exchange: 
1. A scanned copy of the Exchange Agreement (see attached document 2 below) with the signature of the contact person in their respective Bar (see also section V – Useful contacts), which is considered as their sending institution. The remaining two signatures – from the participant and the supervisor – will be placed during the first day of the exchange (start date) and will serve as a proof that the participant has taken up his/her duties as expected in the host institution. 
2. A copy of their travel tickets as proof that selected participants are intending to travel to the country of destination, following to the approval of the placement. 
3. A scanned copy of their European health insurance card or a similar private health insurance, which should cover them for any health expenses incurred abroad for the whole duration of the exchange. Participants should also make sure that they are insured against accident, death and sickness risks.
· Supervisors
One week before the start date of the exchange, supervisors in host institutions should communicate to selected participants a provisional exchange programme, including a list of activities and assignments which participants will work on during their placement. The exchange programme should include at least the following components: 
1. Training session about the national law in the host jurisdiction.
2. An “out of the office” activity, such as attendance of a court hearing, a networking event, a visit to the local Bar etc. 
3. Work on a specific case or shadowing a meeting with clients (for placements in law firms).
The final exchange programme should be communicated to the participant by his/her supervisor during the first day of the exchange.
[bookmark: _Hlk494117393]Attached Document
2. Exchange Agreement




During the exchange
· First day of the exchange
During the first day of the placement, both the participant and the supervisor should originally sign the Exchange Agreement (see attached document 2 above), which should enter immediately into force and serve as proof that the participant took up his/her duties as expected (this is important for the first payment of the subsistence allowance and the reimbursement of the travel costs). In order to be valid, the Exchange Agreement should have all three signatures (from the contact point at the sending institution, the participant and the supervisor). A scanned version of the Exchange Agreement should be sent to th
e European Lawyers Foundation (stathopoulos@elf-fae.eu). 
Further, the participant needs to fill in the Expense Sheet (see attached document 3 below) with all personal information requested (including an IBAN number and personal or professional address), the travel itinerary and the exact travel costs for his/her whole travel from the city of residence to the city of destination and return. The subsistence costs of the Expense Sheet are pre-filled (1400 EUR) because they are based on a per diem system and not on real cost, like the travel costs. The Expense sheet needs to be sent electronically to the European Lawyers Foundation (stathopoulos@elf-fae.eu)  in order to trigger the first reimbursement of funds to the participant’s account (see the detailed procedure in Chapter IV). Together with the Expense Sheet, selected lawyers should send electronically the official invoice(s) which will serve as supporting documents to their travel cost claims (see also Chapter IV for the detailed procedure of reimbursement) 
Finally, during the first day, the supervisor should communicate to the participant the final Exchange Programme, namely a list of tasks and activities that the participant will work on during the 2 weeks of the exchange.
· Duration, work behaviour and interruption
The minimum number of working days for the completion of the exchange programme should be 10 consecutive working days (excluding the weekends). Working days should be from Monday to Friday as a general rule. Selected participants are free to arrive earlier at their country of destination or prolong their stay after the end of their placement (but in case participants plan to stay much longer than 14 days, they are advised to contact ELF). Regardless the duration of the stay, the daily allowance will cover 14 days and the total amount of 1400 EUR.
Selected participants and their supervisors are expected to interact with professionalism, ethical behaviour and mutual respect, following the core principles of the legal profession and the values of the EU Charter of Fundamental Rights. Any issues arising during the exchange should first be addressed to the supervisor of the host institution and, if no satisfactory solution is found, participants or supervisors should contact either the contact point in the country of the exchange, or the European Lawyers Foundation. 
[bookmark: _Hlk16255789]If an exchange is expected to be interrupted before the planned end date, the ELF should be notified immediately (unless there is force majeure) either by the supervisor or the participant (mentioning the exact reason for the interruption). The ELF will cover the daily allowance from the start date of the exchange until the date it was interrupted, and only if the interruption is duly justified. In case the participant received a higher amount than the one he/she was entitled to receive on the date when the exchange was interrupted, then the participant will need to transfer back to ELF’s bank account the undue amount already advanced. Participants will be receiving EU public funds, so the transfer of ineligible funds back to ELF is mandatory in all cases. Written proof of the interruption of the exchange, mentioning the exact date of interruption and the reason, should be sent to ELF by the supervisor of the host institution through the form of a “declaration of honour”. Even in the case of interruption, the participant will still need to complete all the reporting documents (Exchange Report, Evaluation Form and Expense Sheet) and send them to the European Lawyers Foundation.
· Last day of the exchange
On the last day of the exchange, the participant will need to complete (in English) and send to the ELF’s project manager, Vasileios Stathopoulos (stathopoulos@elf-fae.eu) the following reporting documents (templates are attached below): 
A. [bookmark: _Hlk16256290]“The participant’s report”, a comprehensive document where the participant takes stock of the most important elements from the exchange programme (see attached document 4 below). 
B. “The evaluation form”, a document where the participant is asked to evaluate certain aspects of the exchange programme and make a self-assessment of the learning outcome (see attached document 5 below).
In addition, on the last day of the exchange, the host institution’s supervisor will need to complete (in English) and send electronically to the ELF’s project manager, Vasileios Stathopoulos (stathopoulos@elf-fae.eu) the following documents: 
A. [bookmark: _Hlk16256342]“The exchange certificate”, including the names of the participant and the supervisor, the host institution and the duration of the exchange. The certificate should be duly signed by the supervisor (see attached document 6 below).
B. “The supervisor’s report”, a short document where the supervisor will evaluate the work undertaken by the lawyer participating in the exchange (see attached document 7 below).
After the exchange
Within one month after the end date of the exchange, and provided that the ELF has received on the last day of the exchange (the end date) all reporting documents mentioned above, duly completed by both the participant and the supervisor, the ELF will proceed to the second and final payment of the travel and subsistence allowances to the participant (see detailed procedure in chapter IV). 
Further, after the exchange, the ELF might contact either the participant or the supervisor (or both) in order to provide a quote related to the experience gained from the LAWYEREX project. The quote, together with a personal photo of the person quoted, will be included in a common template prepared by ELF (the testimonial template, see attached document 8), which will be published and disseminated through the ELF’s and the partner organisations’ social media in order to promote the project. Participation in this project activity is of course optional and entirely up to the participant or the supervisor. Participants who agree to participate in the testimonial activity will be requested to give their consent to the ELF’s data protection policy. 





Attached Documents
3. Expense Sheet


(If you are unable to open the document, then right click on the icon, select “Worksheet object” and then click on “Edit”)
4. Participant’s Report


5. Evaluation Form


6. Exchange Certificate


(If you are unable to open the document, then right click on the icon, select “Presentation object” and then click on “Edit”) 
7. Supervisor’s Report


8. Testimonial (example)



[bookmark: _Hlk493771568]

IV. Financial conditions


Travel allowance and daily allowance
Travel allowance: Each participant is entitled to an allowance of a maximum of 400 EUR to cover the travel cost (flight tickets and/or long-distance train and bus tickets) from the place of residence to the place of destination and vice versa. Local transport within the city of residence or within the city of destination, including transport from/to the airport, will not be covered through the travel allowance, since the daily allowance (see below) aims to cover these costs. As explained above (chapter III), participants should fill in an Expense Sheet (see attached document 3 above) with the detailed description of the travel itinerary and the corresponding costs. The travel costs claimed need to be properly justified with the supporting invoices issued by the airlines, train or bus companies. Please note that only official electronic invoices will be accepted as supporting documents, given that confirmation e-mails, e-tickets etc. are not reliable documents since the amounts and information are editable. The final expense sheet should be signed and sent by e-mail to Vasileios Stathopoulos (stathopoulos@elf-fae.eu) together with the supporting invoices for the flight tickets during the first day of the exchange.

Daily allowance: Each participant is entitled to a daily allowance of 100 EUR per day (1400 EUR for the whole duration of the exchange). The daily allowance is a fixed amount and it aims to cover the participant’s subsistence costs (accommodation, local transport and living expenses) during the exchange. Every participant who fulfilled the requirement of working 10 consecutive working days in his/her host institution will receive the maximum amount of 1400 EUR, no matter of the total duration of his/her stay in the country of destination (it will not thus make any difference if the person stays 13 or 16 days in total abroad). Since daily allowances are reimbursed based on a per diem system and not on real cost, participants will not be requested to provide any supporting documents for their subsistence costs (for example invoices for accommodation, meals or local transport will not be necessary).
The participant is fully responsible for the travel and accommodation arrangements during the period of the exchange. The organisation responsible for the payments of the daily and travel allowances will be the European Lawyers Foundation. There will be no financial commitment of any kind from the host institution or the sending institution vis-à-vis the participant.
Payment procedure and requested documents
The payment of the daily and travel allowances will take place in two different instalments as follows: 
A. [bookmark: _Hlk16255382]At the beginning of the exchange after signature of the Exchange Agreement and completion of the Expense Sheet: after the participant has taken up his/her duties in the host institution as expected and has sent to ELF the signed Exchange Agreement (attached document 2 above) and the Expense Sheet (attached document 3 above), ELF will reimburse the travel cost from the place of residence to the place of destination and will make a first payment to the participant for an amount of 50% of the total allowance (700 EUR in total). If the participant had advanced travel and accommodation costs but, for any reason, he or she was unable to participate in the exchange, then these costs will not be covered by the project.  
B. At the end of the exchange after reception of all the reporting documents: on the last day of the exchange, the participant will need to complete (in English) the participant’s report (attached document 4 above) and the evaluation form (attached document 5 above) and send them electronically to the ELF. During the same day, the supervisor will need to complete (in English) and send electronically to the ELF the “supervisor’s report” and a copy of the “exchange certificate” (attached document 6 above) properly signed. Once ELF receives all these documents and after checking them, it will proceed to the reimbursement of the travel cost from the city of destination to the city of residence and to the payment of the remaining 50% of the total allowance (700 EUR). This second and final payment by the ELF will take place within one month after the electronic reception of all abovementioned reporting documents. If any of the reporting documents is missing from the participant’s file, there will be significant delays in the reimbursement process. Finally, if the ELF does not receive the reporting documents duly completed during the last day of the exchange and following to one reminder, the final reimbursement will not take place.

Final note
If you are unable to open the documents attached to this practical guide, you can download them from the ELF’s website through the following link: http://elf-fae.eu/lawyerex/ 

	Organisation
	Contact person
	Contact details

	European Lawyers Foundation (Coordinator)
	Vasileios Stathopoulos          
(Project Manager)
	stathopoulos@elf-fae.eu 
info@elf-fae.eu (functional e-mail)

	Česká Advokátní Komora 
	Veronika Slováčková
	Slovackova@cak.cz 

	Ordre des Avocats de Paris 
	Ariane Baux                                  
	abaux@avocatparis.org

	Cyprus Bar Association 
	Koulia Vakis
	cybar@cytanet.com.cy 

	Krajowa Rada Radcow Prawnych 
	Maria Napiontek
	komisjazagraniczna@kirp.pl

	Consejo General de la Abogacía Española
	Carlos Magdalena González  
	carlos.magdalena@abogacia.es                                    

	Uniunea Naţională a Barourilor din România
	Cristina Gheorghe
Veronica Morecut
	unbr@unbr.ro
veronica.morecut@unbr.ro 

	Il·lustre Col·legi de l'Advocacia de Barcelona
	Patricia Diaz
	pdiaz@icab.cat 

	Athens Bar Association
	Georgios Papadopoulos
Anastasia Tsiri
	gkpapadopoulos@yahoo.gr 
tsiri.an@dsa.gr 

	Consiglio Nazionale Forense
	Moira Agrimi
	humanrights@consiglionazionaleforense.it 

	Slovenská Advokátska Komora
	Michaela Chládeková
	Chladekova@sak.sk


[bookmark: _Hlk494119618]V. Useful contacts

Contact persons in partner organisations
	

European Lawyers Foundation
ANBI – Dutch Public Benefit Organisation
Neuhuyskade 94, 2596 XM Den Haag, The Netherlands – Tel. +31 612 99 09 18
E-mail:  info@elf-fae.eu – Website: www.elf-fae.eu
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[bookmark: _Hlk491945902]Application form

Please fill in electronically all the fields and attach your CV in English

Please note that handwritten applications cannot be accepted





		[bookmark: _Hlk491943254]First name

		

		Surname

		



		Nationality 

		

		Date of birth

		



		Job title

		

		Sex

		Male ☐

		Female ☐



		Job experience   

		

		Experience abroad

		Yes ☐

		No ☐



		Membership bar

		

		Phone number

		



		E-mail

		







		[bookmark: _Hlk491943646]Preferred countries                                                                               Cyprus, Czechia, France, Greece, Italy, Poland, Romania, Slovakia, Spain                                       (all 3 preferences need to be filled in)

		Working languages                            Minimum B2 level of proficiency                         (proof of knowledge might be requested)



		1st preference 

		

		Mother tongue

		



		2nd preference

		

		1st language

		



		3rd preference

		

		2nd language

		







		[bookmark: _Hlk491944134]

		Bar Association (institutional work for issues affecting lawyers)

		Law firm (practical work in legal cases according to practice areas)



		Preferred host institution

		☐		☐





		[bookmark: _Hlk491944387]

		Civil law

		Criminal law

		Public law

		European law



		Preferred practice areas (for law firms)

		☐		☐		☐		☐





		

		December 2019

		January 2020

		February 2020



		Preferred month for the exchange

		☐		☐		☐
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Exchange Agreement

[bookmark: _Hlk488238752]Planned period of the exchange: from …………………………………  till …………………………………

[bookmark: _Hlk488230830]

The Host Institution

		Institution’s name

		



		Country

		



		Supervisor’s name

		



		Function

		



		E-mail

		



		Phone number

		









The Participant

		Name

		



		Nationality

		



		E-mail

		



		Phone number

		









The Sending Institution

		Institutions’s name

		



		Country

		



		Contact person

		



		E-mail 

		



		Phone number

		








I.	TERMS AND CONDITIONS OF THE EXCHANGE PROGRAMME

[bookmark: _Hlk488233912]Language(s) of the exchange: ………………………………………………………………………………………….

1. Objectives of the exchange

The exchange should offer the opportunity to participants to immerse themselves in other EU Member States’ legal systems, to create or consolidate cross-border networking capacities, and to improve their legal and linguistic skills and competences. Each lawyer participating in the exchange will be put together with an experienced lawyer in the host institution, the “supervisor”, who will provide the necessary guidance to quickly integrate the lawyer into the working life of the host institution. The supervisor will be responsible for giving assignments to lawyers participating in the exchange, providing information and insights on national legislation in any area of law relevant to the lawyer’s work and accompanying him or her in day-to-day professional work, including relations with other colleagues and clients.

2. Start date and duration of the exchange

The start date of the exchange is …………………………………………………………………………………….

The duration of the exchange is 10 consecutive working days. Working days should be from Monday to Friday as a general rule. 

3. Daily allowance and travel allowance

Each participant is entitled to a daily allowance of 100 EUR per day (1400 EUR for the whole duration of the exchange) plus a travel allowance of a maximum of 400 EUR for the travel costs from the place of residence to the place of destination and vice versa. The daily allowance is a fixed amount and it aims to cover the participant’s subsistence costs (accommodation, local transport and living expenses) during the exchange. The participant is fully responsible for the travel and accommodation arrangements during the period of the exchange. The organisation responsible for the payments of the daily and travel allowances will be the European Lawyers Foundation (hereinafter referred to as “ELF”). There will be no financial commitment of any kind from the host institution, the sending institution or the receiving institution vis-à-vis the participant. 

4. Payment procedure

The payment of the daily and travel allowances will take place in two different instalments as follows: 

A. In the beginning of the exchange after signature of the exchange agreement and completion of the Expense Sheet: after the participant has taken up his/her duties in the host institution as expected and has sent to ELF the signed Exchange Agreement and the Expense Sheet, ELF will reimburse the travel cost from the place of residence to the place of destination and will make a first payment to the participant for an amount of 50% of the total allowance (700 EUR in total).  

B. [bookmark: _GoBack]In the end of the exchange after reception of all the reporting documents: on the last day of the exchange, the participant will need to complete the participant’s exchange report and the evaluation form and send them electronically to the ELF. During the same day, the supervisor will need to complete and send electronically to the ELF the “supervisor’s report” and a scanned copy of the “exchange certificate of attendance” properly signed. Once ELF receives all these documents and after checking them, it will proceed to the reimbursement of the travel cost from the city of destination to the city of residence and to the payment of the remaining 50% of the total allowance (700 EUR). This second and final payment by the ELF will take place within one month after the electronic reception of all abovementioned reporting documents. If any of the reporting documents is missing from the participant’s file, there will be significant delays in the reimbursement process. Finally, if the ELF does not receive the reporting documents duly completed during the last day of the exchange and following to one reminder, the final reimbursement will not take place. 

5. Interruption of the exchange 

[bookmark: _Hlk16255993]If an exchange is expected to be interrupted before the planned end date, the ELF should be notified immediately (unless there is force majeure) either by the supervisor or the participant. The ELF will cover the daily allowance from the start date of the exchange until the date it was interrupted, and only if the interruption is duly justified. In case the participant received a higher amount than the one he/she was entitled to receive on the date when the exchange was interrupted, then the participant will need to transfer back to ELF’s bank account the undue amount already advanced. Participants will be receiving EU public funds, so the transfer of ineligible funds back to ELF is mandatory in all cases. Written proof of the interruption of the exchange, mentioning the exact date of interruption and the reason, should be sent to ELF by the supervisor of the host institution through the form of a “declaration of honour”. Even in the case of interruption, the participant will still need to complete all the reporting documents (Exchange Report, Evaluation Form and Expense Sheet) and send them to the European Lawyers Foundation.

6. Health and other insurances

The participant should have in his possession his/her European health insurance card, which should cover him/her for any health expenses incurred abroad for the whole duration of the exchange. The participant should also make sure that he/she is insured against accident, death and invalidity risks.

7. Reporting documents 

On the last day of the exchange, the participant will need to complete (in English) and send electronically to ELF the following reporting documents (templates are included in the project’s practical guide): 

A. “The participant’s report”, a comprehensive document where the participant takes stock of the most important elements from the exchange programme. 

B. “The evaluation form”, a document where the participant is asked to evaluate certain aspects of the exchange programme and make a self-assessment of the learning outcome. 

Further, on the last day of the exchange, the host institution’s supervisor will need to complete (in English) and send electronically to ELF the following reporting documents (templates are also included in the project’s practical guide): 

A. “The exchange certificate”, including the names of the participant and the supervisor, the host institution and the duration of the exchange. The certificate should be duly signed by the supervisor.

B. “The supervisor’s report”, a short document where the supervisor will evaluate the work undertaken by the lawyer participating in the exchange.

II. COMMITMENT OF THE THREE PARTIES

By signing this document, the host institution, the participant and the sending institution confirm that they approve the proposed exchange agreement.

The participant will share his/her experience, in particular its impact on his/her professional development on the sending institution, as a source of inspiration to others. 

The host institution will communicate immediately to the sending institution and the European Lawyers Foundation any problems occurred during the exchange period or any changes on the signed exchange agreement.



		[bookmark: _Hlk488244468]The host institution

Name of supervisor:

Date:

Signature: 







		The participant

Name of participant:

Date: 

Signature: 







		The sending institution

Name of contact person:

Date

Signature: 
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LAWYEREX Expense Sheet for participants.xlsx
Blad1





		Expense sheet

		To be filled in electronically and signed. Please be informed that handwritten expense sheets cannot be accepted.



		Participant's name														Reference of the Project				Project ID: 853763                          Acronym: LAWYEREX

		Period of travel														Date

		Aim of the travel

		IBAN number for reimbursement

		Home address



		1. Travel costs

		Nr.		Date				Description of the cost												Amount in EUR (max total €400)

		1

		2

		3

		4

		5

		6

		For conversion rates go to the link below, select the currency and the day of the payment to calculate the amount in Euro's.
http://www.ecb.europa.eu/stats/policy_and_exchange_rates/euro_reference_exchange_rates/html/index.en.html



		2. Subsistance costs

		Nr.		Date				Description												Amount in EUR

		1						Per diem (100 EUR x 14 days)												€ 1,400.00





														Total costs declared						€ 1,400.00



		Signatures

		Signature by the participant														Signature for approval
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Participant’s Report

1. Please complete this report electronically and in English. Please note that this report will be delivered to the European Commission at the end of the project. Please be informed that handwritten reports cannot be accepted. 

2. The recommended length is 4 pages.

3. Please read the explanation of each question carefully before answering. Feel free to add any other relevant information in the end of each answer.

4. The summary (first question) should contain a synthesis of the most important information in the report and might be published anonymously by the European Lawyers Foundation (ELF) for dissemination purposes.

5. The final version of this document should be converted to PDF format, so that its content cannot be edited in any way.  

6. Please send this document (in PDF format) to the European Lawyers Foundation (stathopoulos@elf-fae.eu) on the last day of the exchange.



		[bookmark: _Hlk16076513]Name and surname

		



		Nationality

		



		Sending institution

		



		Host country 

		



		Host institution’s name

		



		Supervisor’s name

		



		Dates of the placement 

		









		Overall assessment of the exchange

		1 Poor

		2 Sufficient

		3 Good

		4 Very good

		5 Excellent



		

		☐		☐		☐		☐		☐








[bookmark: _Hlk488163664][bookmark: _Hlk488160188]1. Executive summary 

Please write a brief summary of the most relevant information from your exchange experience. This text might be anonymously published by the European Lawyers Foundation for dissemination purposes.





2. Programme of the placement 

Assignments you were given, institutions you may have visited, hearings, seminars/conferences you may have attended, law firms you may have contacted or relevant cases you may have dealt with. The aim here is not to detail each of the activities but to give an overview of the contents of the placement. 





3. Host institution 

Brief description of the host institution, main fields of work, etc. In case you worked in a law firm, please describe the  type of clients, number of lawyers who are part of the firm, etc.





[bookmark: _Hlk488163765]4. The law of the host country

With regard to the activities you took part in during the exchange, please develop one aspect of the host country’s national law that you were particularly interested in.





[bookmark: _Hlk488163824]5. The comparative aspect of your placement

What principal similarities and differences could you observe between your own country and your host country in terms of staff management, relationships with colleagues, clients and courts, substantial law, etc.? Please develop.





[bookmark: _Hlk488163865]6. The European aspect of your placement

Did you have the opportunity to observe the implementation of, or references to, EU law issues? Please develop.





[bookmark: _Hlk488163928]7. The benefits of the placement

What were the benefits of your placement? How can these benefits be useful in your daily legal practice back in your country? Do you think your colleagues and clients could benefit from the knowledge you acquired during your placement? How?





8. Suggestions

In your opinion, what aspects of your Placement Programme could be improved and what new elements could possibly be introduced?
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Evaluation form for participants



1. [bookmark: _Hlk16076064]Please complete this report electronically and in English. Please note that this report will be delivered to the European Commission at the end of the project. Please be informed that handwritten reports cannot be accepted.

2. [bookmark: _Hlk16075848]The final version of this document should be converted to PDF format, so that its content cannot be edited in any way.  

3. Please send this document (in PDF format) to the European Lawyers Foundation (stathopoulos@elf-fae.eu) on the last day of the exchange.

4. Please note that this document is only for internal use, aiming to assess the quality of this exchange programme and possibly improve it.



		Name and surname

		



		Nationality

		



		Sending institution

		



		Host country 

		



		Host institution’s name

		



		Supervisor’s name

		



		Dates of the placement 

		









Please select your answers according to the following scale: 



		1

		2

		3

		4

		5



		Poor

		Sufficient  

		Good

		Very good

		Excellent 



		Strongly disagree

		Mostly disagree

		Neutral

		Mostly agree

		Strongly agree







If your evaluation is inferior to 3 out of 5 please use the comment section to explain your low rating.




		Part 1 | General assessment of the exchange

		1

		2

		3

		4

		5



		1

		What is your overall assessment of the exchange?

		☐		☐		☐		☐		☐

		2

		Were your expectations met?

		☐		☐		☐		☐		☐

		3

		Do you think that the exchange was of added value for your professional development?

		☐		☐		☐		☐		☐

		4

		How would you evaluate the European context of the exchange?

		☐		☐		☐		☐		☐

		5

		Did the exchange increase your feeling of belong to a European judicial culture and your feeling of mutual trust?

		☐		☐		☐		☐		☐

		6

		Would you find it positive to establish a permanent exchange scheme for lawyers at EU level?

		☐		☐		☐		☐		☐





Your comments:







		[bookmark: _Hlk488398813]Part 2 | Exchange experience and content

		1

		2

		3

		4

		5



		7

		Do you think the duration of the exchange was adequate?

		☐		☐		☐		☐		☐

		8

		Was your integration in the working life of your hosting institution satisfactory?

		☐		☐		☐		☐		☐

		9

		How would you evaluate your supervisor’s guidance during the exchange?

		☐		☐		☐		☐		☐

		10

		How would you evaluate the activities that you were asked to carry out during the exchange?

		☐		☐		☐		☐		☐

		11

		How would you evaluate the support from the ELF and the sending and receiving bars before and during the exchange?

		☐		☐		☐		☐		☐

		12

		Are you now more familiar with the legal system and proceedings in the host country?

		☐		☐		☐		☐		☐

		13

		Are you satisfied with the networking component of the exchange?

		☐		☐		☐		☐		☐





Your comments:



[bookmark: _Hlk16253868]



		Part 3 | Benefits from the exchange

		1

		2

		3

		4

		5



		From a professional development perspective, thanks to this exchange programme in a foreign country…



		14

		I have learnt from good practices from abroad

		☐		☐		☐		☐		☐

		15

		I have gained practical skills relevant for my current job and professional development

		☐		☐		☐		☐		☐

		16

		I have shared my own experiences with people from the host country

		☐		☐		☐		☐		☐

		17

		I have extended my professional network

		☐		☐		☐		☐		☐

		18

		I have built or reinforced cooperation between the hosting institution and other institutions in my home country

		☐		☐		☐		☐		☐

		19

		I have increased my job satisfaction

		☐		☐		☐		☐		☐

		20

		Emotional skills (e.g. stress management, self-confidence)

		☐		☐		☐		☐		☐

		From a personal development perspective, thanks to this exchange programme in a foreign country…



		21

		I have increased my social, linguistic and cultural competences

		☐		☐		☐		☐		☐

		22

		I am now more interested in European topics

		☐		☐		☐		☐		☐

		23

		I have become more aware of the common European values (human rights, democracy, tolerance, gender equality etc.)

		☐		☐		☐		☐		☐

		24

		I am now more supportive of Europe’s multiculturalism

		☐		☐		☐		☐		☐

		25

		I have become more aware of how important foreign language skills are for my personal and professional development

		☐		☐		☐		☐		☐





Your comments:







		Part 4 | General comments 



		If you wish, please give any additional information, observations, comments or suggestions that may be useful about the exchange



		











We thank you for your cooperation!



www.elf-fae.eu 
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LAWYEREX Exchange Certificate.pptx
Name Surname

Certificate

The European Lawyers Foundation, coordinator of the project, certifies that

Has taken part in a short-term placement in

[Name, surname, function of the supervisor]

Madrid, 10-11 October 2016



[Name of the host institution + Name the country]

 

during the period

[Day/Month] – [Day/Month] [Year]

 

organised in the framework of the Multilateral Exchange of 

Lawyers 2 (LAWYEREX) project and under the supervision of the signatory of this certificate of attendance
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Supervisor’s Report 

1. Please complete this report electronically and in English. Please note that this report will be delivered to the European Commission at the end of the project. Please be informed that handwritten reports cannot be accepted.

2. The recommended length is 2 pages.

3. Please read the explanation of each question carefully before answering. Feel free to add any other relevant information in the end of each answer.

4. The summary (first question) should contain a synthesis of the most important information in the report and might be published anonymously by the European Lawyers Foundation (ELF) for dissemination purposes.  

5. The final version of this document should be converted to PDF format, so that its content cannot be edited in any way.

6. Please send this document (in PDF format) to the European Lawyers Foundation (stathopoulos@elf-fae.eu) on the last day of the exchange.



		Supervisor’s name

		



		Country 

		



		Position

		



		Host institution 

		







		[bookmark: _Hlk488397374]Participant’s name

		



		Country

		



		Dates of placement

		







		Overall evaluation of the participant

		1 Poor

		2 Sufficient

		3 Good

		4 Very good

		5 Excellent



		

		☐		☐		☐		☐		☐








[bookmark: _Hlk488163664][bookmark: _Hlk488160188]1. Executive summary 

Please write a brief summary of the most relevant information from the exchange experience (programme, achieved learning outcomes, participant’s contribution, networking component etc.). This text could be anonymously published by the European Lawyers Foundation for dissemination purposes.





[bookmark: _Hlk488163765]2. Evaluation of the participant

Please evaluate the participant by describing in your own words his/her main skills and competencies, the quality of his/her work, the ability to integrate in your working environment, his/her linguistic skills (both oral and written), his/her social and human skills and any other aspect of his/her work you find relevant.
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I. Istoric 

             Fundația Europeană a Avocaților (European Lawyers Foundation)

              Programul de schimb

              Obiectivele schimbului

II. Procedura de selecție

             Apel la candidaturi

              Candidații preselectați

              Plasament final

III. Înainte, în timpul și după schimbul de experiență 

             Înainte de schimbul de experiență

              În timpul schimbului de experiență

              După schimbul de experiență

IV. Condiții financiare 

             Indemnizație zilnică și indemnizație de călătorie

              Procedura de plată și documentele solicitate

V. Contacte utile 

              Persoane de contact din organizațiile partenere




[bookmark: _Hlk493770400]I. Istoric

 

 

Fundația Europeană a Avocaților

Fundația Europeană a Avocaților (ELF), coordonatorul acestui proiect, este o organizație non-profit cu sediul central la Haga, Olanda. Aceasta a fost înființată de Consiliul Barurilor și Societăților de Drept din Europa (CCBE) în 2014. Obiectivul ELF este de a derula proiecte care se referă la exercitarea profesiei de avocat, la dezvoltarea dreptului și a practicii referitoare la statul de drept și la administrarea justiției și la evoluții substanțiale ale dreptului în sine, atât la nivel european, cât și internațional. Pentru mai multe informații despre activitatea ELF, vă rugăm să vizitați site-ul nostru web: http://elf-fae.eu .

Programul de schimb

Schimbul multilateral de avocați este o inițiativă importantă, co-finanțată de Uniunea Europeană (UE), care permite o mai mare mobilitate a avocaților din cadrul Uniunii Europene și contribuie la dezvoltarea unei culturi judiciare europene. A înființat prima schemă de schimb pentru avocați la nivel european, pe baza bunelor practici stabilite de Rețeaua europeană de instruire judiciară în cazul schimburilor de experiență între judecători și procurori.

Ca și proiectul anterior, a doua ediție a Schimbului multilateral de avocați (LAWYEREX) este condusă de Fundația Europeană a Avocaților, în parteneriat cu Barourile naționale din Cipru, Cehia, Italia, România, Slovacia și Spania, Baroul Avocaților din Polonia și barourile locale din Atena, Barcelona și Paris. Pe parcursul duratei proiectului (august 2019 - iulie 2021), avocații din 9 state membre ale UE (tineri avocați cu experiență profesională de până la 7 ani) vor avea posibilitatea de a fi instruiți în străinătate în instituții gazdă din sectorul juridic.

Durata fiecărui plasament va fi de două săptămâni (10 zile lucrătoare), iar instituțiile gazdă din țările partenere vor fi fie forme de exercitare ale profesiei cu activitate transfrontalieră în Europa, fie Barouri naționale sau locale. Se preconizează că primele schimburi vor avea loc în noiembrie 2019, iar numărul total de avocați care vor participa la schimburi va fi de 107.

Obiectivele schimbului

Schimbul oferă oportunitatea tinerilor avocați de a se familiariza cu sistemele juridice ale altor state membre ale UE, de a crea sau consolida capacitățile rețelelor transfrontaliere și de a-și îmbunătăți abilitățile și competențele juridice și lingvistice. Avocații cărora le este oferit un schimb de experiență în barourile naționale sau locale ar trebui să se aștepte la un tip de activitate instituțională privind probleme care afectează profesia juridică, în timp ce avocații cărora le este oferit un schimb de experiență în cabinete de avocatură vor lucra pe cazuri practice în funcție de domeniul lor de expertiză. Fiecare avocat care participă la schimb va fi ghidat de un „supervizor”, care va oferi îndrumările necesare pentru integrarea rapidă a avocatului în activitatea instituției gazdă. Supervizorul va fi responsabil pentru acordarea de misiuni avocaților care participă la schimb, furnizând informații cu privire la legislația națională în orice domeniu de drept relevant pentru activitatea avocatului și însoțindu-l în activitatea profesională de zi cu zi, inclusiv în relațiile cu alți colegi și clienți. Alte activități, cum ar fi prezența la ședințe de judecată, participarea la conferințe și seminare, vizite la instituții naționale sau organizații europene cu sediul în țara gazdă sau participarea la evenimente de networking, sunt recomandate cu tărie să fie incluse în programul de schimb ori de câte ori este posibil.



 II. Procedura de selecție 





Apelul la candidaturi

Apelul la candidaturi este lansat de organizațiile partenere respective în diferite perioade pe parcursul fiecărui an (a se vedea tabelele orientative de mai jos). Informații despre apeluri și termenele exacte pot fi solicitate de la persoanele de contact naționale din fiecare țară parteneră (a se vedea, de asemenea, secțiunea V - contacte utile). În ceea ce privește procesul de aplicare, solicitanții trebuie să completeze formularul de solicitare a proiectului (a se vedea documentul 1 atașat mai jos) și să furnizeze informații despre țările preferate pentru schimb (3 preferințe), datele preferate, limbile vorbite și zonele de practică preferate. CV-ul lor (în limba engleză) trebuie, de asemenea, atașat la formularul de înscriere. Avocaților selectați pentru prima rundă de schimburi li se va oferi un loc de muncă în perioada decembrie 2019 - februarie 2020, ținând cont de preferințele lor și de disponibilitatea posturilor în instituțiile gazdă. De asemenea, a doua rundă de schimburi va avea loc din martie până în iunie 2020 și așa mai departe. Depunerea candidaturilor presupune ca persoanele interesate sunt de acord cu termenele și condițiile ELF privind protecția datelor personale. 

 

		 

		2019

		2020



		 

		septembrie

		octombrie

		noiembrie

		decembrie

		JAN

		februarie

		MAR

		APRILIE

		MAI

		IUNIE



		Procedura de selecție

1 rundă st

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		Schimburi 

1 rundă st

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		Procedura de selecție

2 - a rundă

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		Schimburi 

2 - a rundă

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		Procedura de selecție

Runda a 3 - a

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		

		

		

		

		

		

		

		

		

		

		





 

		 

		2020

		2021



		 

		iul.

		august

		septembrie

		octombrie

		noiembrie

		decembrie

		JAN

		februarie

		MAR

		APRILIE



		Schimburi 

Runda a 3 - a

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		Procedura de selecție

Runda a 4- a

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		Schimburi 

Runda a 4- a

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 



		

		

		

		

		

		

		

		

		

		

		





 

[bookmark: _Hlk494117071]Attached Document

1. Application form







 

Candidații preselectați

După încheierea procesului de selecție, țările partenere vor trebui să furnizeze în termen de o săptămână o listă de candidați preselectați la ELF. ELF va plasa apoi avocații preselectați în țara de destinație cea mai potrivită în funcție de cele 3 preferințe ale acestora și ținând cont de următoarele criterii: 

a) limbile vorbite (de exemplu, un avocat cu nivel C2 în franceză are șanse mari să fie selectat în Franța)

b) un echilibru geografic echitabil (de exemplu, Grecia oferă 10 plasamente în total, deci aceste destinații de plasare ar trebui distribuite avocaților din cât mai multe țări partenere)

c) preferințele altor avocați preselectați (de exemplu, dacă doar un avocat preselectat a ales Cipru ca primă preferință în prima rundă, atunci această persoană va fi acceptată în Cipru)

d) alte elemente ale CV-urilor lor care le leagă o anumită țară (de exemplu, un avocat român care a selectat Polonia ca primă preferință, deoarece a fost în Polonia ca student Erasmus are șanse mari de a fi selectat să meargă în Polonia).

ELF va depune toate eforturile pentru a plasa candidații preselectați într-una din cele trei țări preferate, dar nu există nicio garanție că candidaților preselectați li se va oferi în cele din urmă un plasament sau că plasarea finală va corespunde celor 3 preferințe ale acestora. Participanții nu sunt anunțați în această etapă despre țara de destinație, ci numai după ce se identifică plasarea finală în țara de destinație (a se vedea mai jos procedura finală de plasare).

Plasamentul final

După plasarea candidaților preselectați în țările de destinație, ELF va transfera fișierele către punctele de contact naționale, care vor fi apoi responsabile să găsească cea mai potrivită instituție gazdă națională în funcție de preferințele candidaților (barou sau firmă de avocatură, zone de practică, luni de disponibilitate, limbi vorbite) și după potrivirea acestora cu nevoile instituțiilor gazdă care participă la runda specifică de schimburi. 

După confirmarea destinațiilor de plasare finale, punctele de contact naționale vor informa candidații despre oferta finală de plasare, iar candidatul va trebui să ofere un răspuns final în termen de o săptămână. În cazul unui răspuns afirmativ, candidații își vor asigura plasarea și vor putea proceda la aranjamentele de călătorie și cazare în țara de destinație (pentru aspecte financiare a se vedea secțiunea IV). De asemenea, vor primi datele de contact ale instituției gazdă, precum și numele și e-mail-ul supervizorului lor. 

Candidații care resping oferta pot aplica pentru rundele viitoare, dar nu vor avea tratament preferențial față de alți candidați. În runda în cauză, aceștia vor fi înlocuiți de candidați din lista de rezervă, care este păstrată de fiecare organizație parteneră după fiecare proces de selecție.




[bookmark: _Hlk493771398]III. Înainte, în timpul și după schimbul de experiență

 

 

Înainte de schimbul de experiență

 Participanți selectați

[bookmark: _Hlk15986393][bookmark: _Hlk15984722]Participanții selectați sunt responsabili să își facă propriile aranjamente de călătorie și cazare și să trimită următoarele documente către managerul de proiect al ELF, Vasileios Stathopoulos ( stathopoulos@elf-fae.eu ) cu cel mult două săptămâni înainte de data începerii schimbului:

1. O copie scanată a Acordului de schimb (a se vedea documentul atașat 2 de mai jos) cu semnătura persoanei de contact în bara respectivă (a se vedea, de asemenea, secțiunea V - Contacte utile), care este considerată instituția de expediere a acestora. Celelalte două semnături - de la participant și supervizor - vor fi plasate în prima zi a schimbului (data începerii) și vor servi drept dovadă că participantul și-a preluat sarcinile așa cum era de așteptat în instituția gazdă. 

2. O copie a biletelor de călătorie ca dovadă că participanții selectați intenționează să călătorească în țara de destinație, după aprobarea plasării.

3. O copie scanată a cardului de asigurări sociale de sănătate sau a unei asigurări private de sănătate similare , care ar trebui să le acopere orice cheltuială de sănătate suportată în străinătate pe toată durata schimbului. Participanții ar trebui, de asemenea, să se asigure că sunt asigurați împotriva riscurilor de accident, deces și boală.

 Supervizorii

Cu o săptămână înainte de data începerii schimbului, supervizorii din instituțiile gazdă trebuie să comunice participanților selectați un program de schimb provizoriu, inclusiv o listă de activități și sarcini pe care participanții le vor lucra în timpul schimbului de experiență. Programul de schimb ar trebui să includă cel puțin următoarele componente:

1. Ședință de instruire despre dreptul național în jurisdicția gazdă.

2. O activitate „în afara biroului”, cum ar fi participarea la o ședință de judecată, un eveniment în rețea, o vizită la Baroul local etc.

3. Lucru la un caz specific sau asistarea (fără implicare) la o întâlnire cu clienții (pentru plasamentele în cabinetele de avocatură).

Programul final de schimb trebuie comunicat participantului de către supervizorul său în prima zi a schimbului.



[bookmark: _Hlk494117393]Attached Document

2. Exchange Agreement







 



În timpul schimbului

 Prima zi a schimbului

În prima zi, atât participantul, cât și supervizorul trebuie să semneze în original Acordul de schimb (a se vedea documentul atașat 2 de mai sus), care ar trebui să intre imediat în vigoare și să servească ca dovadă că participantul și-a asumat sarcinile așa cum era de așteptat ( acest lucru este important pentru prima plată a diurnei și pentru rambursarea costurilor de călătorie). Pentru a fi valabil, Acordul de schimb trebuie să conțină toate cele trei semnături (de la persoana de contact din instituția expeditoare, participantul și supervizorul). O versiune scanată a Acordului de schimb trebuie trimisă Fundației Europene pentru Avocați ( stathopoulos@elf-fae.eu ).

În plus, participantul trebuie să completeze fișa de cheltuieli (a se vedea documentul atașat 3 de mai jos) cu toate informațiile personale solicitate (inclusiv un cont IBAN și o adresă personală sau profesională), itinerariul de călătorie și costurile exacte ale călătoriei pentru întreaga călătorie de la orașul de reședință către orașul de destinație și întoarcere. Costurile pentru subzistență ale fișei de cheltuieli sunt completate în avans  (1400 EUR), deoarece se bazează pe sistemul diurnei zilnice și nu pe costuri concrete, cum ar fi costurile de călătorie. Fișa de cheltuieli trebuie trimisă electronic la Fundația Europeană a Avocaților (stathopoulos@elf-fae.eu) pentru a putea fi efectuată prima rambursare a fondurilor în contul participantului (a se vedea procedura detaliată în capitolul IV). Împreună cu Fișa de cheltuieli, avocații selectați ar trebui să trimită electronic  factura care va servi drept document justificative pentru cererile de rambursare a costurilor de călătorie (a se vedea, de asemenea, capitolul IV pentru procedura detaliată de rambursare).

În sfârșit, în prima zi, supervizorul trebuie să comunice participantului Programul final de schimb , și anume o listă de sarcini și activități pe care participantul le va desfășura pe parcursul celor 2 săptămâni de schimb.

 Durata, comportamentul la muncă și întreruperea

Numărul minim de zile pentru finalizarea programului de schimb trebuie să fie de 10 zile lucrătoare consecutive (excluzând sfârșiturile de săptămână). Zilele de lucru ar trebui să fie de luni până vineri, ca regulă generală. Participanții selectați sunt liberi să ajungă mai devreme la țara de destinație sau să își prelungească șederea după încheierea schimbului de experiență (dar în cazul în care participanții intenționează să stea mult mai mult de 14 zile, li se recomandă să contacteze ELF). Indiferent de durata șederii, indemnizația zilnică va acoperi 14 zile și suma totală de 1400 EUR.

Participanții selectați și supervizorii acestora trebuie să interacționeze cu profesionalism, comportament etic și respect reciproc, urmând principiile de bază ale profesiei juridice și valorile Cartei drepturilor fundamentale a UE. Orice problemă apărută în timpul schimbului ar trebui să fie adresată mai întâi supervizorului din instituția gazdă și, dacă nu se găsește nicio soluție satisfăcătoare, participanții sau supervizorii trebuie să contacteze fie punctul de contact din țara schimbului, fie European Lawyers Foundation. 

[bookmark: _Hlk16255789]Dacă se preconizează că un schimb de experiență va fi întrerupt înainte de data planificată de finalizare, ELF trebuie să fie anunțat imediat (cu excepția cazului în care există forță majoră) fie de către supervizor, fie de către participant (cu menționarea motivului exact al întreruperii). ELF va acoperi diurna zilnică de la data începerii schimbului până la data la care acesta a fost întrerupt, și numai în cazul în care întreruperea este justificată în mod corespunzător. În cazul în care participantul a primit o sumă mai mare decât cea pe care avea dreptul să o primească la data întreruperii schimbului, atunci participantul va trebui să transfere în contul bancar al ELF suma nejustificată deja avansată. Participanții vor primi fonduri publice UE, astfel încât transferul de fonduri neeligibile înapoi la ELF este obligatoriu în toate cazurile. O dovadă scrisă a întreruperii schimbului, menționând data exactă a întreruperii și motivul trebuie să fie trimisă ELF de către supervizorul instituției gazdă prin intermediul unei „declarații de onoare”. Chiar și în caz de întrerupere, participantul va trebui în continuare să completeze toate documentele de raportare (Raport de schimb, Formular de evaluare și Fișă de cheltuieli) și să le trimită la European Lawyers Foundation.

 Ultima zi a schimbului

În ultima zi a schimbului, participantul va trebui să completeze (în engleză) și să trimită managerului de proiect al ELF, Vasileios Stathopoulos (stathopoulos@elf-fae.eu) următoarele documente de raportare (modelele sunt atașate mai jos):

A. [bookmark: _Hlk16256290]„Raportul participantului” , un document cuprinzător în care participantul face bilanțul celor mai importante elemente din programul de schimb (a se vedea documentul atașat 4 de mai jos).

B. „Formularul de evaluare” , un document în care participantului i se cere să evalueze anumite aspecte ale programului de schimb și să facă o autoevaluare a rezultatului învățării (a se vedea documentul atașat 5 de mai jos).

În plus, în ultima zi a schimbului, supervizorul instituției gazdă va trebui să completeze (în engleză) și să trimită electronic managerului de proiect al ELF, Vasileios Stathopoulos (stathopoulos@elf-fae.eu) următoarele documente:

A. [bookmark: _Hlk16256342]„Certificatul de schimb”, care include numele participantului și a supervizorului, instituția gazdă și durata schimbului. Certificatul trebuie să fie semnat în mod corespunzător de către supervizor (a se vedea documentul atașat 6 de mai jos).

B. „Raportul supervizorului”, un scurt document în care supervizorul va evalua activitatea desfășurată de avocatul participant la schimb (a se vedea documentul atașat 7 de mai jos).

După schimb

În termen de o lună de la data încheierii schimbului și cu condiția ca ELF să fi primit în ultima zi a schimbului (data de încheiere) toate documentele de raportare menționate mai sus, completate în mod corespunzător atât de participant, cât și de supervizor, ELF va continua la cea de a doua și finală plată a indemnizațiilor de călătorie și de ședere către participant (a se vedea procedura detaliată în capitolul IV). 

Mai departe, după schimb, ELF ar putea contacta fie participantul, fie supervizorul (sau ambii) pentru primi o descriere legată de experiența acumulată în cadrul proiectului LAWYEREX. Descrierea respectivă, împreună cu o fotografie personală a persoanei care o realizează, vor fi incluse într-un șablon comun pregătit de ELF (modelul de recomandare, a se vedea documentul 8 atașat), care va fi publicat și difuzat prin intermediul social media al ELF și al organizațiilor partenere pentru promovarea proiectului. Participarea la această activitate a proiectului este, desigur, opțională și depinde în totalitate de participant sau de supervizor. Participanții care sunt de acord să participe la activitatea de recomandare vor fi solicitați să își dea acordul cu privire la politica de protecție a datelor a ELF.

 

 



















Attached Documents

3. Expense Sheet





(If you are unable to open the document, then right click on the icon, select “Worksheet object” and then click on “Edit”)

4. Participant’s Report





5. Evaluation Form





6. Exchange Certificate





(If you are unable to open the document, then right click on the icon, select “Presentation object” and then click on “Edit”) 

7. Supervisor’s Report





8. Testimonial (example)








 

[bookmark: _Hlk493771568]IV. Condiții financiare

 

 

Indemnizația de călătorie și diurna 

Indemnizație de călătorie : Fiecare participant are dreptul la o indemnizație de maximum 400 EUR pentru a acoperi costul călătoriei (bilete de avion și / sau bilete de tren și autobuze pe distanțe lungi) de la locul de reședință până la locul de destinație și invers. Transportul local în orașul de reședință sau în orașul de destinație, inclusiv transportul de la / către aeroport, nu va fi acoperit prin indemnizația de călătorie, deoarece diurna (a se vedea mai jos) își propune să acopere aceste costuri. Așa cum s-a explicat mai sus (capitolul III), participanții trebuie să completeze o fișă de cheltuieli (a se vedea documentul atașat 3 de mai sus) cu descrierea detaliată a itinerariului de călătorie și a costurilor corespunzătoare. Costurile de călătorie revendicate trebuie justificate în mod corespunzător cu facturile justificative emise de companiile aeriene, de tren sau de autobuz. Vă rugăm să rețineți că numai facturile electronice oficiale vor fi acceptate ca documente justificative, având în vedere că e-mailurile de confirmare, biletele electronice etc. nu sunt documente de încredere, deoarece sumele și informațiile sunt editabile. Foaia de cheltuieli finală trebuie semnată și trimisă prin e-mail către Vasileios Stathopoulos (stathopoulos@elf-fae.eu) împreună cu facturile justificative pentru biletele de avion în prima zi de schimb.

 

Indemnizație zilnică: Fiecare participant are dreptul la o indemnizație zilnică de 100 EUR pe zi (1400 EUR pe întreaga durată a schimbului). Indemnizația zilnică este o sumă fixă și are scopul să acopere costurile de întreținere ale participantului (cazare, transport local și cheltuielile de trai) din timpul schimbului. Fiecare participant care a îndeplinit cerința de a lucra 10 zile lucrătoare consecutive în instituția sa gazdă va primi suma maximă de 1400 EUR, indiferent de durata totală a șederii sale în țara de destinație (nu va face astfel niciun fel diferență dacă persoana rămâne 13 sau 16 zile în total în străinătate) .Întrucât alocațiile zilnice sunt rambursate pe baza unui sistem pe zi și nu pe cost real, participanților nu li se va solicita să furnizeze niciun document justificativ pentru costurile de subzistență (de exemplu, facturile pentru cazare, masă sau transport local nu vor fi necesare).

Participantul este pe deplin responsabil pentru aranjamentele de călătorie și cazare în perioada schimbului. Organizația responsabilă pentru plățile zilnice și alocațiile de călătorie va fi Fundația Europeană a Avocaților. Nu va exista niciun angajament financiar de niciun fel din partea instituției gazdă sau a instituției de expediere față de participant.

Procedura de plată și documentele solicitate

Plata cotizației zilnice și a călătoriei se va face în două tranșe diferite, după cum urmează: 

A. [bookmark: _Hlk16255382]La începutul schimbului după semnarea Acordului de schimb și completarea fișei de cheltuieli: după ce participantul și-a preluat atribuțiile în instituția gazdă, așa cum era de așteptat și a trimis ELF Acordul de schimb semnat (documentul atașat 2 de mai sus) și Fișa de cheltuieli (documentul atașat 3 de mai sus), ELF va rambursa costul călătoriei de la locul de reședință până la locul de destinație și va efectua o primă plată către participant pentru o sumă de 50% din totalul alocației (700 EUR în total) .Dacă participantul a suportat costuri avansate de călătorie și cazare, dar, din orice motiv, nu a putut participa la schimb, aceste costuri nu vor fi acoperite de proiect.

B. La sfârșitul schimbului după primirea tuturor documentelor de raportare : în ultima zi a schimbului, participantul va trebui să completeze (în engleză) raportul participantului (documentul atașat 4 de mai sus) și formularul de evaluare (documentul atașat 5 de mai sus ) și trimiteți-le electronic la ELF. În aceeași zi, supraveghetorul va trebui să completeze (în engleză) și să transmită electronic ELF „raportul supervizorului” și o copie a „certificatului de schimb” (documentul atașat 6 de mai sus) semnat corespunzător.Odată ce ELF primește toate aceste documente și după verificarea lor, va proceda la rambursarea costului de călătorie de la orașul de destinație la orașul de reședință și la plata celor 50% restante din alocația totală (700 EUR). Cea de-a doua și ultima plată de către ELF va avea loc în termen de o lună după primirea electronică a tuturor documentelor de raportare menționate mai sus . Dacă unul dintre documentele de raportare lipsește din dosarul participantului, vor exista întârzieri semnificative în procesul de rambursare. În sfârșit, dacă ELF nu primește documentele de raportare completate în mod corespunzător în ultima zi a schimbului și în urma unui memento, rambursarea finală nu va avea loc.

 

Notă finală

Dacă nu puteți deschide documentele atașate acestui ghid practic, le puteți descărca de pe site-ul ELF prin următorul link: http://elf-fae.eu/lawyerex/ 


		Organizare

		Persoană de contact

		Detalii de contact



		Fundația Europeană a Avocaților (coordonator)

		Vasileios Stathopoulos          

(Manager de proiect)

		stathopoulos@elf-fae.eu 

info@elf-fae.eu (e-mail funcțional)



		Česká Advokátní Komora 

		Veronika Slováčková

		Slovackova@cak.cz 



		Ordre des Avocats de Paris 

		Ariane Baux                                  

		abaux@avocatparis.org



		Asociația Barourilor din Cipru 

		Koulia Vakis

		cybar@cytanet.com.cy 



		Prawnych din Krajowa Rada Radcow 

		Maria Napiontek

		komisjazagraniczna@kirp.pl



		Consiliul General al Abogaciei Espaciale

		Carlos Magdalena González  

		carlos.magdalena@abogacia.es                                     



		Uniunea Națională a Barourilor din România

		Cristina Gheorghe

		unbr@unbr.ro



		Il·lustre Col·legi de l’Advocacia de Barcelona

		Patricia Diaz

		pdiaz@icab.cat 



		Asociația Baroului din Atena

		Georgios Papadopoulos

		gkpapadopoulos@yahoo.gr 



		Consiglio Nazionale Forense

		Moira Agrimi

		humanrights@consiglionazionaleforense.it 



		Slovenská Advokátska Komora

		Michaela Chládeková

		Chladekova@sak.sk





[bookmark: _Hlk494119618]V. Contacte utile

 

Persoane de contact din organizațiile partenere

              




[bookmark: _Hlk494120221]VI. Anexă

 

 

		Țară

		Lista provizorie a instituțiilor gazdă



		Cipru

		 



		Cipru

		 



		Cipru

		 



		Czechia

		 



		Czechia

		 



		Czechia

		 



		Franţa

		 



		Franţa

		 



		Franţa

		 



		Grecia

		 



		Grecia

		 



		Grecia

		 



		Italia

		 



		Italia

		 



		Italia

		 



		Polonia

		 



		Polonia

		 



		Polonia

		 



		România

		 



		România

		 



		România

		 



		Slovacia

		 



		Slovacia

		 



		Slovacia

		 



		Spania

		 



		Spania

		 



		Spania

		 





 

Fundația Europeană a Avocaților

ANBI - Organizația olandeză de beneficii publice

Neuhuyskade 94, 2596 XM Den Haag, Olanda - Tel. +31 612 99 09 18

E-mail: info@elf-fae.eu - Website: www.elf-fae.eu
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[bookmark: _Hlk491945902]Application form


Please fill in electronically all the fields and attach your CV in English


Please note that handwritten applications cannot be accepted








			[bookmark: _Hlk491943254]First name


			


			Surname


			





			Nationality 


			


			Date of birth


			





			Job title


			


			Sex


			Male ☐


			Female ☐





			Job experience   


			


			Experience abroad


			Yes ☐


			No ☐





			Membership bar


			


			Phone number


			





			E-mail


			











			[bookmark: _Hlk491943646]Preferred countries                                                                               Cyprus, Czechia, France, Greece, Italy, Poland, Romania, Slovakia, Spain                                       (all 3 preferences need to be filled in)


			Working languages                            Minimum B2 level of proficiency                         (proof of knowledge might be requested)





			1st preference 


			


			Mother tongue


			





			2nd preference


			


			1st language


			





			3rd preference


			


			2nd language


			











			[bookmark: _Hlk491944134]


			Bar Association (institutional work for issues affecting lawyers)


			Law firm (practical work in legal cases according to practice areas)





			Preferred host institution


			☐			☐








			[bookmark: _Hlk491944387]


			Civil law


			Criminal law


			Public law


			European law





			Preferred practice areas (for law firms)


			☐			☐			☐			☐








			


			December 2019


			January 2020


			February 2020





			Preferred month for the exchange


			☐			☐			☐





[bookmark: _GoBack]





[image: ]





2





image1.png


LAWYER








image2.png


European‘
awyers j
Foundati# "

The project is co-funded  The project is coordinated
by the Justice Programme by the European Lawyers
of the European Union Foundation (ELF)










image6.emf

LAWYEREX  Exchange Agreement.docx




LAWYEREX Exchange Agreement.docx

[image: ]

















Exchange Agreement


[bookmark: _Hlk488238752]Planned period of the exchange: from …………………………………  till …………………………………


[bookmark: _Hlk488230830]


The Host Institution


			Institution’s name


			





			Country


			





			Supervisor’s name


			





			Function


			





			E-mail


			





			Phone number


			














The Participant


			Name


			





			Nationality


			





			E-mail


			





			Phone number


			














The Sending Institution


			Institutions’s name


			





			Country


			





			Contact person


			





			E-mail 


			





			Phone number


			












I.	TERMS AND CONDITIONS OF THE EXCHANGE PROGRAMME


[bookmark: _Hlk488233912]Language(s) of the exchange: ………………………………………………………………………………………….


1. Objectives of the exchange


The exchange should offer the opportunity to participants to immerse themselves in other EU Member States’ legal systems, to create or consolidate cross-border networking capacities, and to improve their legal and linguistic skills and competences. Each lawyer participating in the exchange will be put together with an experienced lawyer in the host institution, the “supervisor”, who will provide the necessary guidance to quickly integrate the lawyer into the working life of the host institution. The supervisor will be responsible for giving assignments to lawyers participating in the exchange, providing information and insights on national legislation in any area of law relevant to the lawyer’s work and accompanying him or her in day-to-day professional work, including relations with other colleagues and clients.


2. Start date and duration of the exchange


The start date of the exchange is …………………………………………………………………………………….


The duration of the exchange is 10 consecutive working days. Working days should be from Monday to Friday as a general rule. 


3. Daily allowance and travel allowance


Each participant is entitled to a daily allowance of 100 EUR per day (1400 EUR for the whole duration of the exchange) plus a travel allowance of a maximum of 400 EUR for the travel costs from the place of residence to the place of destination and vice versa. The daily allowance is a fixed amount and it aims to cover the participant’s subsistence costs (accommodation, local transport and living expenses) during the exchange. The participant is fully responsible for the travel and accommodation arrangements during the period of the exchange. The organisation responsible for the payments of the daily and travel allowances will be the European Lawyers Foundation (hereinafter referred to as “ELF”). There will be no financial commitment of any kind from the host institution, the sending institution or the receiving institution vis-à-vis the participant. 


4. Payment procedure


The payment of the daily and travel allowances will take place in two different instalments as follows: 


A. In the beginning of the exchange after signature of the exchange agreement and completion of the Expense Sheet: after the participant has taken up his/her duties in the host institution as expected and has sent to ELF the signed Exchange Agreement and the Expense Sheet, ELF will reimburse the travel cost from the place of residence to the place of destination and will make a first payment to the participant for an amount of 50% of the total allowance (700 EUR in total).  


B. [bookmark: _GoBack]In the end of the exchange after reception of all the reporting documents: on the last day of the exchange, the participant will need to complete the participant’s exchange report and the evaluation form and send them electronically to the ELF. During the same day, the supervisor will need to complete and send electronically to the ELF the “supervisor’s report” and a scanned copy of the “exchange certificate of attendance” properly signed. Once ELF receives all these documents and after checking them, it will proceed to the reimbursement of the travel cost from the city of destination to the city of residence and to the payment of the remaining 50% of the total allowance (700 EUR). This second and final payment by the ELF will take place within one month after the electronic reception of all abovementioned reporting documents. If any of the reporting documents is missing from the participant’s file, there will be significant delays in the reimbursement process. Finally, if the ELF does not receive the reporting documents duly completed during the last day of the exchange and following to one reminder, the final reimbursement will not take place. 


5. Interruption of the exchange 


[bookmark: _Hlk16255993]If an exchange is expected to be interrupted before the planned end date, the ELF should be notified immediately (unless there is force majeure) either by the supervisor or the participant. The ELF will cover the daily allowance from the start date of the exchange until the date it was interrupted, and only if the interruption is duly justified. In case the participant received a higher amount than the one he/she was entitled to receive on the date when the exchange was interrupted, then the participant will need to transfer back to ELF’s bank account the undue amount already advanced. Participants will be receiving EU public funds, so the transfer of ineligible funds back to ELF is mandatory in all cases. Written proof of the interruption of the exchange, mentioning the exact date of interruption and the reason, should be sent to ELF by the supervisor of the host institution through the form of a “declaration of honour”. Even in the case of interruption, the participant will still need to complete all the reporting documents (Exchange Report, Evaluation Form and Expense Sheet) and send them to the European Lawyers Foundation.


6. Health and other insurances


The participant should have in his possession his/her European health insurance card, which should cover him/her for any health expenses incurred abroad for the whole duration of the exchange. The participant should also make sure that he/she is insured against accident, death and invalidity risks.


7. Reporting documents 


On the last day of the exchange, the participant will need to complete (in English) and send electronically to ELF the following reporting documents (templates are included in the project’s practical guide): 


A. “The participant’s report”, a comprehensive document where the participant takes stock of the most important elements from the exchange programme. 


B. “The evaluation form”, a document where the participant is asked to evaluate certain aspects of the exchange programme and make a self-assessment of the learning outcome. 


Further, on the last day of the exchange, the host institution’s supervisor will need to complete (in English) and send electronically to ELF the following reporting documents (templates are also included in the project’s practical guide): 


A. “The exchange certificate”, including the names of the participant and the supervisor, the host institution and the duration of the exchange. The certificate should be duly signed by the supervisor.


B. “The supervisor’s report”, a short document where the supervisor will evaluate the work undertaken by the lawyer participating in the exchange.


II. COMMITMENT OF THE THREE PARTIES


By signing this document, the host institution, the participant and the sending institution confirm that they approve the proposed exchange agreement.


The participant will share his/her experience, in particular its impact on his/her professional development on the sending institution, as a source of inspiration to others. 


The host institution will communicate immediately to the sending institution and the European Lawyers Foundation any problems occurred during the exchange period or any changes on the signed exchange agreement.





			[bookmark: _Hlk488244468]The host institution


Name of supervisor:


Date:


Signature: 











			The participant


Name of participant:


Date: 


Signature: 











			The sending institution


Name of contact person:


Date


Signature: 
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Blad1








			Expense sheet


			To be filled in electronically and signed. Please be informed that handwritten expense sheets cannot be accepted.





			Participant's name																					Reference of the Project						Project ID: 853763                          Acronym: LAWYEREX


			Period of travel																					Date


			Aim of the travel


			IBAN number for reimbursement


			Home address





			1. Travel costs


			Nr.			Date						Description of the cost																		Amount in EUR (max total €400)


			1


			2


			3


			4


			5


			6


			For conversion rates go to the link below, select the currency and the day of the payment to calculate the amount in Euro's.
http://www.ecb.europa.eu/stats/policy_and_exchange_rates/euro_reference_exchange_rates/html/index.en.html





			2. Subsistance costs


			Nr.			Date						Description																		Amount in EUR


			1									Per diem (100 EUR x 14 days)																		€ 1,400.00








																					Total costs declared									€ 1,400.00





			Signatures


			Signature by the participant																					Signature for approval
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Participant’s Report


1. Please complete this report electronically and in English. Please note that this report will be delivered to the European Commission at the end of the project. Please be informed that handwritten reports cannot be accepted. 


2. The recommended length is 4 pages.


3. Please read the explanation of each question carefully before answering. Feel free to add any other relevant information in the end of each answer.


4. The summary (first question) should contain a synthesis of the most important information in the report and might be published anonymously by the European Lawyers Foundation (ELF) for dissemination purposes.


5. The final version of this document should be converted to PDF format, so that its content cannot be edited in any way.  


6. Please send this document (in PDF format) to the European Lawyers Foundation (stathopoulos@elf-fae.eu) on the last day of the exchange.





			[bookmark: _Hlk16076513]Name and surname


			





			Nationality


			





			Sending institution


			





			Host country 


			





			Host institution’s name


			





			Supervisor’s name


			





			Dates of the placement 


			














			Overall assessment of the exchange


			1 Poor


			2 Sufficient


			3 Good


			4 Very good


			5 Excellent





			


			☐			☐			☐			☐			☐












[bookmark: _Hlk488163664][bookmark: _Hlk488160188]1. Executive summary 


Please write a brief summary of the most relevant information from your exchange experience. This text might be anonymously published by the European Lawyers Foundation for dissemination purposes.








2. Programme of the placement 


Assignments you were given, institutions you may have visited, hearings, seminars/conferences you may have attended, law firms you may have contacted or relevant cases you may have dealt with. The aim here is not to detail each of the activities but to give an overview of the contents of the placement. 








3. Host institution 


Brief description of the host institution, main fields of work, etc. In case you worked in a law firm, please describe the  type of clients, number of lawyers who are part of the firm, etc.








[bookmark: _Hlk488163765]4. The law of the host country


With regard to the activities you took part in during the exchange, please develop one aspect of the host country’s national law that you were particularly interested in.








[bookmark: _Hlk488163824]5. The comparative aspect of your placement


What principal similarities and differences could you observe between your own country and your host country in terms of staff management, relationships with colleagues, clients and courts, substantial law, etc.? Please develop.








[bookmark: _Hlk488163865]6. The European aspect of your placement


Did you have the opportunity to observe the implementation of, or references to, EU law issues? Please develop.








[bookmark: _Hlk488163928]7. The benefits of the placement


What were the benefits of your placement? How can these benefits be useful in your daily legal practice back in your country? Do you think your colleagues and clients could benefit from the knowledge you acquired during your placement? How?








8. Suggestions


In your opinion, what aspects of your Placement Programme could be improved and what new elements could possibly be introduced?
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Evaluation form for participants





1. [bookmark: _Hlk16076064]Please complete this report electronically and in English. Please note that this report will be delivered to the European Commission at the end of the project. Please be informed that handwritten reports cannot be accepted.


2. [bookmark: _Hlk16075848]The final version of this document should be converted to PDF format, so that its content cannot be edited in any way.  


3. Please send this document (in PDF format) to the European Lawyers Foundation (stathopoulos@elf-fae.eu) on the last day of the exchange.


4. Please note that this document is only for internal use, aiming to assess the quality of this exchange programme and possibly improve it.





			Name and surname


			





			Nationality


			





			Sending institution


			





			Host country 


			





			Host institution’s name


			





			Supervisor’s name


			





			Dates of the placement 


			














Please select your answers according to the following scale: 





			1


			2


			3


			4


			5





			Poor


			Sufficient  


			Good


			Very good


			Excellent 





			Strongly disagree


			Mostly disagree


			Neutral


			Mostly agree


			Strongly agree











If your evaluation is inferior to 3 out of 5 please use the comment section to explain your low rating.






			Part 1 | General assessment of the exchange


			1


			2


			3


			4


			5





			1


			What is your overall assessment of the exchange?


			☐			☐			☐			☐			☐


			2


			Were your expectations met?


			☐			☐			☐			☐			☐


			3


			Do you think that the exchange was of added value for your professional development?


			☐			☐			☐			☐			☐


			4


			How would you evaluate the European context of the exchange?


			☐			☐			☐			☐			☐


			5


			Did the exchange increase your feeling of belong to a European judicial culture and your feeling of mutual trust?


			☐			☐			☐			☐			☐


			6


			Would you find it positive to establish a permanent exchange scheme for lawyers at EU level?


			☐			☐			☐			☐			☐








Your comments:











			[bookmark: _Hlk488398813]Part 2 | Exchange experience and content


			1


			2


			3


			4


			5





			7


			Do you think the duration of the exchange was adequate?


			☐			☐			☐			☐			☐


			8


			Was your integration in the working life of your hosting institution satisfactory?


			☐			☐			☐			☐			☐


			9


			How would you evaluate your supervisor’s guidance during the exchange?


			☐			☐			☐			☐			☐


			10


			How would you evaluate the activities that you were asked to carry out during the exchange?


			☐			☐			☐			☐			☐


			11


			How would you evaluate the support from the ELF and the sending and receiving bars before and during the exchange?


			☐			☐			☐			☐			☐


			12


			Are you now more familiar with the legal system and proceedings in the host country?


			☐			☐			☐			☐			☐


			13


			Are you satisfied with the networking component of the exchange?


			☐			☐			☐			☐			☐








Your comments:





[bookmark: _Hlk16253868]





			Part 3 | Benefits from the exchange


			1


			2


			3


			4


			5





			From a professional development perspective, thanks to this exchange programme in a foreign country…





			14


			I have learnt from good practices from abroad


			☐			☐			☐			☐			☐


			15


			I have gained practical skills relevant for my current job and professional development


			☐			☐			☐			☐			☐


			16


			I have shared my own experiences with people from the host country


			☐			☐			☐			☐			☐


			17


			I have extended my professional network


			☐			☐			☐			☐			☐


			18


			I have built or reinforced cooperation between the hosting institution and other institutions in my home country


			☐			☐			☐			☐			☐


			19


			I have increased my job satisfaction


			☐			☐			☐			☐			☐


			20


			Emotional skills (e.g. stress management, self-confidence)


			☐			☐			☐			☐			☐


			From a personal development perspective, thanks to this exchange programme in a foreign country…





			21


			I have increased my social, linguistic and cultural competences


			☐			☐			☐			☐			☐


			22


			I am now more interested in European topics


			☐			☐			☐			☐			☐


			23


			I have become more aware of the common European values (human rights, democracy, tolerance, gender equality etc.)


			☐			☐			☐			☐			☐


			24


			I am now more supportive of Europe’s multiculturalism


			☐			☐			☐			☐			☐


			25


			I have become more aware of how important foreign language skills are for my personal and professional development


			☐			☐			☐			☐			☐








Your comments:











			Part 4 | General comments 





			If you wish, please give any additional information, observations, comments or suggestions that may be useful about the exchange





			

















We thank you for your cooperation!





www.elf-fae.eu 
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LAWYEREX Exchange Certificate.pptx

Name Surname


Certificate


The European Lawyers Foundation, coordinator of the project, certifies that


Has taken part in a short-term placement in


[Name, surname, function of the supervisor]


Madrid, 10-11 October 2016





[Name of the host institution + Name the country]


 


during the period


[Day/Month] – [Day/Month] [Year]


 


organised in the framework of the Multilateral Exchange of 


Lawyers 2 (LAWYEREX) project and under the supervision of the signatory of this certificate of attendance
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Supervisor’s Report 


1. Please complete this report electronically and in English. Please note that this report will be delivered to the European Commission at the end of the project. Please be informed that handwritten reports cannot be accepted.


2. The recommended length is 2 pages.


3. Please read the explanation of each question carefully before answering. Feel free to add any other relevant information in the end of each answer.


4. The summary (first question) should contain a synthesis of the most important information in the report and might be published anonymously by the European Lawyers Foundation (ELF) for dissemination purposes.  


5. The final version of this document should be converted to PDF format, so that its content cannot be edited in any way.


6. Please send this document (in PDF format) to the European Lawyers Foundation (stathopoulos@elf-fae.eu) on the last day of the exchange.





			Supervisor’s name


			





			Country 


			





			Position


			





			Host institution 


			











			[bookmark: _Hlk488397374]Participant’s name


			





			Country


			





			Dates of placement


			











			Overall evaluation of the participant


			1 Poor


			2 Sufficient


			3 Good


			4 Very good


			5 Excellent





			


			☐			☐			☐			☐			☐












[bookmark: _Hlk488163664][bookmark: _Hlk488160188]1. Executive summary 


Please write a brief summary of the most relevant information from the exchange experience (programme, achieved learning outcomes, participant’s contribution, networking component etc.). This text could be anonymously published by the European Lawyers Foundation for dissemination purposes.








[bookmark: _Hlk488163765]2. Evaluation of the participant


Please evaluate the participant by describing in your own words his/her main skills and competencies, the quality of his/her work, the ability to integrate in your working environment, his/her linguistic skills (both oral and written), his/her social and human skills and any other aspect of his/her work you find relevant.
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