ADMINISTRATION OF TEACHING MOBILITY ERASMUS+
A) CREATE AN ONLINE APPLICATION IN THE ISOIS SYSTEM
LOG IN AT https://isois.ois.muni.cz/
Teachers must register in the system using their UČO, if they do not have an account in the system.

Select a section Students/staff form MU in the bar at the top of the page and then Create new application/document. The application can be submitted in Czech
and English.
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STEP 1: CHOOSE AN AGREEMENT
In the first step there is a dialog box for choosing the inter-institutional agreement. Only those agreements that are active and where there is a free place can be
chosen.
In the case that something is not clear in the agreement then ask the departmental coordinator who administers the agreement.

Example of choice:
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STEP 2: PROPOSED STAY
In the second step, input the personal data (the majority of them is automatically completed from the user profile with information taken from the IS), information
about the receiving institution and the length of the stay. Red stars (*) indicate compulsory fields that must be completed.
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The system will check whether the number of teaching days corresponds to the concluded inter-institutional agreement (i.e. the maximum number of teaching
days in the agreement divided by the number of teachers in the agreement).
Example:
2 teachers / 10 teaching days, i.e. each teacher can go for the maximum of 5 teaching days.
The number of days cannot be transferred between teachers so it cannot be one teacher for 10 teaching days.
IMPORTANT:
The home department of the applicant and the department through which they go can differ.
For planned dates of teaching activity – click on all the days when the teaching will happen, not for example on weekends without teaching, days without teaching
or days spent travelling.
These dates are only for orientation purposes, later you will have a chance to change them and also apply for additional dates for travel.

STEP 3: CLOSE THE APPLICATION
The application is complete and closed after clicking on the green button, and it is no longer possible to make any changes. The next stage is evaluation of the
application by the departmental coordinator at the faculty and then approval by the CZS coordinator.
If the applicant for the placement is the departmental coordinator, they can evaluate their own application.

Thank you for completing the application.
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B) COMPLETION OF THE MOBILITY AGREEMENT AND THE GRAND AGREEMENT
After approval by the CZS (the teacher is informed by e-mail), the next step (step 4 in the application form) is to upload the completed and signed the Mobility
Agreement by all parties into the electronic application form no later than 6 weeks before departure.

Log back in the ISOIS, move the mouse cursor on your name on the upper right corner of the screen and choose the section My applications.
There is a list of programmes, find the section Erasmus+ STA (Teachers). The new application (already evaluated by the departmental coordinator and approved
by CZS) will be on the last line, click on its name.
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STEP 4: BEFORE AND AFTER MOBILITY
Specify the dates of the stay, the mobility program, fill in the address of the workplace and save everything.
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Then you will see a yellow box with instructions: What you need to do next

-

Download the pre-filled Mobility Agreement
Fill in the remaining sections* in the MS Word agreement, print and have it signed by all parties and upload the scan in the Mobility documents section
7

* All data are pre-filled aside from:
The receiving institution - Contact person name, position, e-mail, phone (page 2): complete
Proposed mobility programme (page 3): complete

CAUTION: In the case that the departing participant is a subject coordinator at the department the document is to be signed by their line manager.
If this is not done, you will be invited to complete the document by a reminder e-mail from the CZS about 6 weeks before the planned departure.
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IMPORTANT:
If there is a change in the date of the stay in the phase where the application has already been evaluated and finally approved, you must inform without delay
(best by e-mail) the CZS coordinator and agree the change in dates. At the same time, you should inform the departmental coordinator.
If it is necessary to cancel the teaching mobility, without delay inform the CZS coordinator who will cancel the application in the IS OIS database. At the same time
inform the departmental coordinator of the cancellation.

THE GRANT AGREEMENT
The CZS approves the finances (sends an e-mail about the approval of the financing to the economic department of the faculty and a copy to the participants in
the stay) and also prepares the Grant Agreement (Účastnická smlouva) which will be sent internally to your workplace in two copies. Sign the agreements and send
one of them back to the CZS to the address (Věra Honzíková, Komenského nám. 2) before the start of your mobility.
Without a signed agreement by all the parties you cannot depart on the mobility and the CZS will not pay for the mobility.
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C) AFTER THE MOBILITY
On completion of the stay, the foreign party provides the Confirmation of Erasmus Teaching Programme which teacher brings back to the Czech Republic. The
Confirmation must give only the data confirming the teaching itself and not the dates with travel. It cannot be signed before the last day of your mobility and it
must be signed within 10 calendar days after the end of your mobility. The foreign party also confirms the number of teaching hours which should correspond to
the number approved in the Mobility Agreement.
In case of any changes in the mobility data or the number of teaching hours, please inform the CZS coordinator immediately.
Generate the pre-filled document in your ISOIS application (displayed only after financial approval by the CZS coordinator), complete the Main content of the
teaching assignment and have it signed:

The document must be uploaded to the ISOIS application within 10 working days of the end of the stay. Otherwise, you will be reminded by e-mail to upload it.

After you upload the document it will be checked, and you will receive information about whether it has been approved.
Within 30 days fill in the Teacher’s Final Report (EU Survey) electronically in the European Commission “Mobility Tool”. The teacher is sent a link and a request to
fill it in by e-mail (from an e-mail address replies-will-be-discarded@ec.europa.eu or similar).
You can find detailed information here: https://czs.muni.cz/en/mu-staff/teaching-placements/erasmus-europe
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