COMPLETING ONLINE APPLICATIONS FOR ERASMUS
TEACHING PLACEMENTS + IN ISOIS SYSTEM
Login at https://isois.ois.muni.cz/public/application-outgoing/

Choose the line Erasmus+ STA (teachers).
The application can be submitted in Czech and English.
Teachers must register in the system using their UCO, if they do not have an account in the system.
After registration please use the link above again for access to the online application.

Step 1
CHOOSE 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:

Step 2
PERSONAL DATA
In the second step input the personal data, of which the majority is automatically completed from the user profile
with information taken from the IS.
Red stars (*) indicate compulsory fields that must be completed.

Step 3
PROPOSED STAY
In the third step information is filled in on the sending and receiving institutions and the length of the stay.
The system will check whether the number of teaching days corresponds to the closed 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 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 the day s 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.

Now it is necessary to save the form and click on step 4 in the left-hand column, which is in red.

Step 4
CLOSE APPLICATION

After clicking on the green button the application is complete and closed, 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 CIC coordinator.
If the applicant for the placement is the departmental coordinator they can evaluate their own application.

After approval by the CIC (the teacher is informed by e-mail) the last phase will follow:
The applicant returns to the application and specifies the dates of the stay (last step in the Programme Mobility and
Documents):
- it is essential to give the semester, final dates of mobility (again select individual dates), days on journey
before/after and other information
- once the data is filled in and saved it can no longer be edited
- it is then possible to print the document Mobility Agreement
CAUTION: in the field for the department put the department which in the application is in the field “Department of
the applicant through which the mobility is realised” – not the field Home Department of the Applicant
The pre-filled document Mobility Agreement is to be downloaded (blue window in the following screen), complete
the missing data * and then upload the three-page signed document to the application. If this is not done you will be
invited to complete the document by a reminder e-mail from the CIC about 6 weeks before the planned departure.
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.

* All data are pre-filled aside from:
The receiving institution - Address: complete
CAUTION: do not forget the street and the post code
The receiving institution - Contact person name, position, e-mail, phone: complete
Proposed mobility programme: complete

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 CIC 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 CIC coordinator who will cancel the
application in the IS OIS database. At the same time inform the departmental coordinator of the cancellation.

The CIC 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 Mobility Agreement.
Without a signed agreement by all the parties you cannot depart on the mobility and the CIC will not pay for the
mobility.

Reminder of duties after completion of the stay:
On completion of the stay the foreign party provides the Confirmation of Erasmus Teaching Programme (in
documents for downloading at the website for the teaching stays) 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.
The foreign party also confirms the number of teaching hours, where the minimum number off teaching hours is
always 8.
The document Confirmation of Erasmus Teaching Programme is to be delivered to the CIC within 10 working days of
the end of the stay. If this does not happen you will be asked to do so by e-mail.
Within 30 days fill in the Teacher’s Final Report electronically in the European Commission “Mobility Tool”. The
teacher is sent a link and a request to fill it in by e-mail.

You can find detailed information here:
https://czs.muni.cz/cs/pracovnik-mu/vyukove-pobyty/erasmus-evropa

