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MOBILITY BOOKLET 

 

 
Participant’s name: _________________________________ 

 

 
 

Mobility is an integral part of the participant’s life path. The objective is to develop 

experience throughout life by reinforcing career skills and social and cultural aptitudes. The 

Mobility Booklet is an educational support tool for international mobility presented in the form of 

data forms.  All the steps described below correspond to the standard course of a mobility project 

implemented by Paragon Europe. 
 

 

 
 



 

2 
295B, Constitution Street, Mosta, MST9052 Malta Tel: (00356) 2141 8756 Fax: (00356) 2141 8702 Mob: (00356) 7941 8756 

Website: www.paragoneurope.eu Email: info@paragoneurope.eu   

 

 

 

Contents 

 

 
Introduction 
Form 1: How do I get started with PARAGON EUROPE? 

 

Definition / Construction 
Form 2: How to Prepare a Business Plan 

Form 3: Europass CV and guide to filling in the CV online 

Form 4: Letter of Introduction  

 

Preparation 

Form 5: Key Words & Phrases 

Form 6: Host Country 

Form 7: Rights and Duties of Mobility Project Participants 

Form 8: Summary of Issues and Objectives 

Form 9: Orientation Meeting 

Form 10: Dear Future Me 

Form 11: Educational Tools 

 

Realisation and Evaluation 
Form 12: Support During and After the Mobility Project 

Form 13: Monthly Diary 

Form 14: Testimonial 

 

Annex: Leonardo Da Vinci Charter 

 

 

 

 

 

 

 

 

 



 

3 
295B, Constitution Street, Mosta, MST9052 Malta Tel: (00356) 2141 8756 Fax: (00356) 2141 8702 Mob: (00356) 7941 8756 

Website: www.paragoneurope.eu Email: info@paragoneurope.eu   

 

 

     Form 1: How do I get started with PARAGON EUROPE? 
 

 

These are the steps that each participant takes as part of his mobility project with PARAGON 

EUROPE. These different steps enable each person to better understand the project and develop this 

experience upon returning to their home country. 
 

                 BEFORE 
 

 

INFORMATION 

 

 

Introduction to PARAGON EUROPE, information about the 

mobility programmes developed by PARAGON EUROPE  

 

IDENTIFICATION 

 

Identification of motivations and overall information about the 

support offered by PARAGON EUROPE. 

 

DEFINITION / CONSTRUCTION 

 

Definition of the issues involved in participating in a mobility 

project, constructing the project, making contact 

= Creation of a Europass CV / Letter of Introduction / 

motivation letter in English / Skype or phone interview / 

providing the necessary documents / participating in 

construction of the project 

 

CONFIRMATION 

 

Confirmation of a project corresponding to the participant’s 

objectives and personal and career path 

= Signing of the mobility agreement – summary of each 

participant’s rights and duties / security deposit cheque 

 

PREPARATION 

 

Vocational preparation (summary of targeted objectives and 

skills), sociocultural preparation (self-confidence, fears, 

intercultural relationships) and administrative preparation (each 

person’s role, insurance, transportation). 

                                                                                                        

DURING 

                                                                                                                                            

 

 

REALISATION 

 

 

Ongoing project support, preventing crisis situations during the 

project 
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AFTER 

                                                 AFTER 

 

 

EVALUATION 

TRACKING 

 

 AFTER 

 

 

Evaluation of the experience through an educational and 

administrative summary, development of the mobility 

experience in the participant’s life path  

= Providing accounting documentation / administrative 

formalities /submission of security deposit cheque 
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Form 2: How to Prepare a Business Plan 
 
An idea itself is not enough to create a business. An organized process of verification of the idea should take place firstly, 

by starting from a process of analysis/ research that would lead to the drafting of a feasibility plan or business plan in order 

to ascertain whether the business idea has a market potential. The Business Plan then becomes an instrument of 

management control.  

1. STRUCTURE: The business plan is generally made up of three parts (1) An introduction which describes the business 

idea, its inception and the shareholders involved in the initiative;  (2) A technical and operational part, which analyses 

the market feasibility and the organisation of the business; (3) A quantitative-monetary section, which develops the 

enterprise’s economic and financial forecasts. 

2. THE MISSION AND THE ENTREPRENEURIAL IDEA: The company’s mission has to be defined and the planned 

objectives have to be clear. 

3. BUSINESS AREAS OF THE COMPANY: A common mistake is the ommision of the context in which the company 

will operate. The reason that this part is important is because everything around the product /service has to be clarified, 

as well as the costumers and the market, the current or the potential competition.  

4. LOCATION: The choice of the location is particularly important for commercial and service businesses because their 

sales potential depend on their catchment area and their location influences the company’s image. So the location of the 

business and reason of the choice and the economic situation of the territory have to be taken into consideration. 

5. MARKET STRATEGIES - PROMOTION POLICIES: To set up a business it is absolutely essential to promote it in 

the right way because the wrong promotional activities or policies could cause waste of time and money. Promotion 

policies have to be established, as well as the price policies for each homogeneous category of product/service. 

Distribution or supply policies have to be established and advertising and communication are of utmost importance. 

6. OPERATIONAL PLAN AND BUSINESS ORGANISATION: The purpose at this point is to plan in details the 

functioning in order to define resource requirements and expertise for business development. Points to be analysed and 

developed are the human resources, intangible technical resources, to whom and how the deferent roles and 

responsibilities are divided. 

7. LEGAL STRUCTURE: From a legal perspective a company may be run as an individual enterprise, as a company (of 

people/ capital/ cooperative) or even as other forms of self-employment. Points to be analysed and developed: what is 

the legal form chosen, the compliance required for the establishment and the bureaucratic and administrative 

procedures. 

8. INVESTMENT: This section must include the investment required to start the business: machinery, equipment, 

furniture, any renovations and any related costs already incurred or to be considered. A description of existing and 

forecast investment and related remuneration and a production capacity and comparative evaluation of the competition 

are necessary. 

9. BUDGET FORECAST: At this stage it is necessary to extract the quantitative information from the qualitative data: a 

preliminary analysis of costs/ revenues is required, identifying the items of income and outflow of cash, the amount of 

investment required and any funding to be requested, with the purpose to check the profitability and viability of the 

project.  

 

The Business Plan has two main goals: an internal one of analysis and planning, to clarify things for future entrepreneurs 

about various aspects of starting a new business and an external one of communication, to present the idea to potential 

partners, lenders, suppliers, customers. 
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Form 3: Europass CV 

 

 

 

 

 

 

 

 

 

 

 

Detailed  instructions  for using  the Europass  curriculum vitae  

 

http://europass.cedefop.europa.eu 
 

 

How do I write my Europass curriculum vitae? 

 

I. Use the online interface or download  the Word version of the Europass CV  

 

You can: 

 

(a) either use the online interface available in the language of your choice on the Europass site 

(http://europass.cedefop.europa.eu). You can then save your CV in the directory of your choice; 

 

(b) or download the template (in Word or OpenDocument format) in the language of your choice from the 

same site and save it on your computer hard drive; you then fill in the various sections in the right-hand 

column, entering your personal information and deleting any unnecessary fields. 

 

For assistance, take a look at the sample CVs on the site:   

http://europass.cedefop.europa.eu 

 

 

Important: 
 - do not change the text in the left-hand column; 

                                -  maintain the template’s layout and the font used. 
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Form 4: Letter of Introduction 

 

Participant's name: 

……………………………………………………………………………………………… 

 

Desired Activities: 

……………………………………………………………………………………………… 

 

 

Short introduction about me and my background: 

 

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

……………………………… 

 

What encourages me to go abroad? What are my motivations? 

 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

………………… 

 

Why do I want to take part in an international project (internship/voluntary service)? 

 

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

………………………………………………………………………………………………………… 
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In which field do I want to get involved during my international project? What kind of activities 

do I want to be committed in, to take part of (general examples and detailed examples - more 

precise you are, easier it is to get the right project)? 

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………… 

 

What can I bring to this project? What can I bring to the hosting structure? 

 

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

………………………………………… 

 

What can my project abroad bring to me? 

 

- on personal level (niveau personnel) 

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………….. 

 

- on professional level (niveau professionnel) 
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                      Form 5: Key Words & Phrases 

 

Culture shock 

The definition of culture shock is the trauma you experience when you move to a culture different from your 

home culture. 

A communication problem that involves the frustrations that come with the lack of understanding; the verbal 

and nonverbal communication of the new culture, its customs and its value systems are only a few of the 

problems. 

Every person following a mobility experiences similar feelings – here are some you might feel as your move 

to a new country approaches and during your vist: 

Stage 1: Excitement and fascination with the new culture.  This is where you will overlook minor 

problems and look forward to learning new things. 

 Stage 2: Crisis period.  This is where excitement turns to disappointment and there are more and more 

differences that occur.  Problems start to be overwhelming and irritating and you may find that you use the 

"fight-back" technique by saying rude remarks or making jokes. 

 Stage 3: Adjustment phase.  This is where you learn to accept the culture and to change your negative 

attitude to a positive one. 

 Stage 4:  Acceptance and Adaptation phase.  This is where you will feel at home and become involved in 

activities and may enjoy some of the country’s customs. 

 Stage 5:  Re-entry shock.  This is experienced upon returning to the home country and the return may be 

follow with initial euphoria, crisis or disenchantment.  It may be hard to readjust and you may feel like you 

are not accepted. 
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Adaptation 

Culture adaptation is the evolutionary process through which an individual modifies his personal habits and 

customs to fit in to a particular culture. It can also refer to gradual changes within a culture or society that 

occur as people from different backgrounds participate in the culture and share their perspectives and 

practices. 

 

Significance 

Adaptation refers to accommodation, change and evolution. Culture embraces the areas of language, history, 

dress, food, holidays, traditions, religion, music and other forms of art. Culture is the way we do life. By 

adapting our culture we change our way of life in subtle or more drastic ways. 

 

Types 

Languages can undergo cultural adaptation. The phenomenon of Spanglish combines words from one 

language with another to create new words that do not officially belong to either language. Religions can 

undergo cultural adaptation by blending traditional beliefs with values of the surrounding society. Foods can 

undergo cultural adaptation clearly seen in the "Mexican pizza" with chorizo, guacamole and chili pepper 

toppings. 

 

Effects 

Cultural adaptation can enrich a culture by adding to its traditions and practices from outside sources. Some 

cultural purists and separatists fear that cultural adaptation leads to the loss of cultural identity. 

 

Integration 

Cultural integration refers to an interaction of people from a variety of cultures. This integration will include 

people with different skills, from different religions, professionalism and ethnic groups. Cultural integration 

leverages the existing differences to benefit an organization as a whole. 
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                             Form 6: Host country 

 

Participant’s name: 

…………………………………………………………………………………………………… 

Country, city: 

……………………………………………………………………………………………………… 

            

            Introduction to the country (population, languages, currency, political situation,  

             major historical facts, climate, etc.) 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………… 

Project context (city, transportation, geographic location, local communities, heritage, etc.) 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

……………………………………………………………………………… 

Preconceptions about the country (What image do you have of your future host country?) 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

………………………………………………………………………………………………………………… 



 

12 
295B, Constitution Street, Mosta, MST9052 Malta Tel: (00356) 2141 8756 Fax: (00356) 2141 8702 Mob: (00356) 7941 8756 

Website: www.paragoneurope.eu Email: info@paragoneurope.eu   

 

Practical Life 

Exchange rate:…..…........................................................................................................................ 

Time difference: …..…......................................................................................................................... 

Pre-departure preparations (visa, vaccination, etc.): …................................................................... 

Current events: …..….......................................................................................................................... 

Tips and anecdotes (news items, events, festivals and traditions, etc.): 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

………………………………………………………………………………………………… 

Economic and social aspects of the country (strong points, social situation, differences with your 

country, etc.):  

……………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

……….. 
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Form 7: Participant’s Rights and Duties 

 
 
This document is intended for all parties participating in a 

Leonardo Da Vinci mobility project. It lists the roles and 

duties to be respected by all those involved. In addition to these 

commitments, the Leonardo Da Vinci programme provides for a 

work framework that is presented in the Leonardo Quality 

charter; more information is available at www.europe-

education-formation.fr/. 

 

Duties of the European partner institutions and of the participant: 

- Cooperate in implementing the course as part of the Leonardo project 

- Communicate with PARAGON EUROPE throughout the project 

- Provide information within the expected deadlines as set in the letter of intent 

- Respect the commitments set by the Leonardo Quality Charter 

Participant’s duties: 

- Provide the administrative and educational information necessary for preparing your case file 

- Respect the hours of the host institution and give advance notice if you will be unavailable 

- Be willing and motivated  

- Give as much advance notice as possible in the event of a change / new orientation / withdrawal before 

confirmation of the project 

- Complete the project within the established period of time 

- Contact PARAGON EUROPE once a week for any stay  

- Go to PARAGON EUROPE before returning from your project to do an educational summary of the 

experience, and to confirm it 

 

http://www.europe-education-formation.fr/
http://www.europe-education-formation.fr/
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Form 8: Summary of Issues & Objectives 

 

As the time for my departure approaches, this form will help me clarify my objectives and the issues 

involved in my mobility project. 

As part of this project, my objectives are: 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

……………………………………………………………………… 

What are my advantages and strengths? 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………  

 

What are my fears and concerns regarding: 

- activities during my project?  

…………………………………………………………………………………………………………………

…………………………………………………………………………………………... 

- my day-to-day life on location? 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………... 

What can mobility contribute to me? (List 3 items for each section) 

In terms of career: 
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…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

………………………………………………………………………………...  

Personally: 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

………………………………………………………………………………… 

Socially / relationships: 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

……………………………………………………………………………….... 

What can I bring to the project? 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………….. 

How can I make use of this experience when I return? 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

………………………………………………………………………………......................................................

................................................................................................................................... 

What are the obstacles I may run into during my mobility project? How can I overcome them? 

Obstacles Ways to overcome them 
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Form 9: Orientation Meeting 

 

PARAGON EUROPE organises an orientation meeting in order to best prepare you for the start of your 

mobility project. 

This meeting brings together people like you who are supported by PARAGON EUROPE and have also 

arrived recently. However, these people will not necessarily arrive with the same mobility system. The 

meeting is intended to be informal. It relies on your discussions and active participation. It is aimed at 

answering each person’s questions, considering the participants’ apprehensions and objectives regarding the 

mobility project. The objective of this meeting is to share with you the right tools for mobility and 

recommendations so that the mobility project becomes a major human and vocational experience for each of 

you. 
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Form 10: Dear Future Me 

 

The objective of this letter is to help you see how you have fulfilled your objectives. You have to write to 

yourself and you will open it on your return home. 

The letter can include: what you expect to have done, which competencies you expect to have acquired, 

what you want to do with our life, and of course, how you feel today. 

This letter will help you to realize how much you have changed and what your mobility project has brought 

to you. 

Please feel free to write a much as you want ! 

 

Dear future me,  

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

……………………………………………………………………………….. 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

……………………………………………………………………………….. 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

……………………………………………………………………………….. 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

……………………………………………………………………………….. 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

……………………………………………………………………………….. 
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                         Form 11: Educational Tools 
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Form 12: Realisation and Evaluation 

 

 

 

Realisation  
 

During the entire period of your mobility project, the PARAGON EUROPE  team and the person in charge 

of supporting you will be reachable at all times in the event of an emergency. 

 

We will also be in contact with the people who are directing your project on site to make certain that the 

project is going well.  

 

 

Evaluation 

 

Before your return, an overall evaluation of your mobility project will be conducted in our offices. This 

evaluation covers all aspects of your experience (activities, integration, skills, objectives/expectations, day-

to-day life, etc.). 
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Form 13: Monthly Diary 
  

 
What did I do? 

 

 

 

 

Which difficulties did I face? 

 

 

 

 

Which competences did I mobilize? 

 

 

Tick your mood! 

 
 

 

 

A  value you are learning or thinking about: 

 

 

 

 

The word that you most like this month or make a list of the new words you learned  

 

 

 

 

Which new recipe/local dish did you discover this month?  

 

 

 

An interesting fact that  you learned about your host country: 
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                            Form 14: Testimonial 
  

 

        

NAME: ______________________ 

 

       AGE: _______________________ 

 

       COUNTRY: __________________ 

 

 

 

                              Testimonial1 

 
         It would be useful for us, that before you leave, you share with us and future interns your work 

experience in _________ and present it during your closing meeting. If you would like, attach a photo as 

well.  

 

____________________________________________________

____________________________________________________

____________________________________________________

____________________________________________________ 

 

 

 

 
                                                 
1
 Kindly note that we reserve the right to publish your testimonial on our website.  

 I would like my testimonial to appear on the website 

        I would not like my testimonial to appear on the website 
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     Annex: Leonardo Da Vinci Charter  
 

 

 
 

Mobility Projects: 

Partnership Quality Commitment 

PLACEMENTS 

 
 
THE SENDING ORGANISATION UNDERTAKES TO: 
 

Define 
the specific objectives of the placement, especially the aptitudes to be developed and  

skills to be acquired. 

 

 

Select 
the beneficiaries based on clearly defined and transparent criteria. 

 

Prepare 
the beneficiaries for the practical, vocational and cultural life of the host country in association with its host 

partners, especially through language training adapted to the vocational needs of the beneficiaries. 

 

Establish 
a contract whose clauses are transparent for all concerned parties. 

 

Manage 
matters associated with transportation, living conditions, social protection and insurance, visas and work 

permits. 
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Evaluate 
 

with each beneficiary the personal and vocational results of his/her participation in the Leonardo da Vinci 

programme. 

 

 

THE INTERMEDIARY ORGANISATION (WHERE APPROPRIATE) UNDERTAKES TO: 

 

Choose 
host companies so that the placement objectives can be effectively realised. 

 

Supply 
the contact details of all concerned partners and make certain that all necessary measures have been taken 

before the beneficiaries leave their home countries. 

 

 

THE SENDING ORGANISATION AND HOST PARTNER JOINTLY UNDERTAKE TO: 

 
Negotiate 
the individualised programme for each beneficiary (if possible, during the preparatory visits). 

 

Agree on the support and mentoring mechanisms. 

 

Implement 
the validation and recognition of the aptitudes and skills acquired based on jointly defined criteria. 

 

Organise 
the communication system, including the beneficiary in it. 

 

Evaluate 
the project’s progress constantly and make any changes that prove necessary. 

 

 

THE HOST PARTNER UNDERTAKES TO: 

 
Promote 
an understanding of the host country’s culture and mentality. 

 

Assign tasks and responsibilities to the beneficiaries that correspond to their knowledge, aptitudes and skills 

and to the objectives of the course; make available 
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to them the necessary equipment. 

 

Designate the mentor responsible for monitoring the beneficiary’s progress and training. 

 

Provide logistical support, if necessary. 

 

Verify that the beneficiary is properly insured. 

 

 

THE BENEFICIARY UNDERTAKES TO: 

 
Comply 
with the agreement negotiated for his/her placement and to work for its success. 

 

Respect 
the rules and regulations of the host institution, its work hours and codes of good conduct and professional 

discretion. 

 

Communicate 
to the promoter/sending organisation any problems and changes concerning the training course. 

 

Send 
his/her report, using the template provided, at the end of his/her placement, with the expense vouchers that 

are requested. 


