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1 Introduction

The aim of the exchange was to get an overview of the application process for ERASMUS outgoing students at University College in Dublin (UCD) in comparison with the process at the University of Vienna. Further, the visit should help to find out whether any improvements could be made for the University of Vienna.

In the following first a closer look is taken at UCD, then at the University of Vienna finally suggestions for improvement for the University of Vienna are made.

UCD has been chosen because this University is as the University of Vienna the biggest one in its country. Besides, the ERASMUS-exchange at UCD is administrated centrally – as in the University of Vienna. That is why UCD should be comparable to the University of Vienna.

2 Facts and Figures

2.1 UCD

UCD is the largest university in Ireland with over 20,000 students. The University offers a wide choice of courses, covering a broad range of levels and disciplines; from part-time certificate courses to doctoral studies. There are over 80 departments which are organised in eleven faculties.

UCD offers approximately 430 places at European universities for outgoing students
, each year about 300 students are going abroad within the ERASMUS-programme. 
2.2 University of Vienna

The University of Vienna is one of the largest and oldest Universities in the German-speaking area with more than 60,000 students, seven faculties and 171 departments.

The University of Vienna offers approximately 1360 places for ERASMUS-outgoing students, the number of students going abroad for the academic year 2003/2004 is close to 1000.

The ratio of exchange places to all students as well as the ratio of outgoing students to all students is at both universities almost the same.

3 Division of Functions

Typical tasks for the handling of the ERASMUS-programme for outgoing students are: 

· Beginning partnerships (starting new relationships – active or passive)

· Maintaining partnerships (annual actualisation and renewal)

· Discontinuing partnerships

· Publishing and promoting information for students

· Nomination of students

· Notification of partner universities

· Payment of grants

· Academic recognition of courses

The above mentioned tasks can basically be performed by these units (either solely or in cooperation):

· International Relations Office

· Academic coordinator

· National Agency

· Rector (President)

· President of the Study commission 

· Student organisation

The following table allocates the different tasks to the responsible unit (in order of importance):

	Task
	UCD
	University of Vienna

	Partnerships 
(initiative)
	Academic coordinator

National Agency

Potential partner university
	Academic coordinator

Potential partner university

International Relations Office

	Partnerships
(maintaining)
	International Relations Office
	International Relations Office

	Partnerships (cancelling)
	International Relations Office (after consultation with the coordinator) and the other way round
	International Relations Office (after consultation with the coordinator) and the other way round

	student info
	International Relations Office, Coordinator
	International Relations Office, Coordinator

	Nomination
	Coordinator
	Coordinator

	Notification
	International Relations Office
	International Relations Office, Coordinator

	Grant
	International Relations Office
	National Agency

	Recognition
	Coordinator
	President of the study commission as representing the Studienpraeses (Director of studies)


It is obvious that in both universities student organisations are not involved in outgoing affairs. Further, the division of fuctions is almost equal except in two fields: payment of grants and recognition. So the following subchapters give a closer look into these tasks.

Excursus: student organisations 

As mentioned above student organisations are not fully involved in the outgoing process. It is a pity that this resource is not used. At the University of Vienna there are two specific organisations that deal with student affairs:

· ÖH (Österreichische HochschülerInnenschaft, student union): they do consult students but so far there is hardly any cooperation between them and the International Relations Office.

· ESN (ERASMUS Student Network): they are in particular responsible for the integration of ERASMUS incoming students into the social life and manage the Buddy-system.

Probably, students coming back from their stay abroad might feel lost but at the same time they are full of enthusiasm. There could be organised meetings with former outgoing students in order to reintegrate them and to exchange experiences with other outgoings. At these meetings they are invited to play an active role in the Buddy-system and to consult prospective outgoings.

3.1 Payment

3.1.1 UCD

The International Relations Office gets a certain amount of money (after informing the National Agency about the approximate number of the nominated students), which can be distributed on the students. It is the UCD that has the right to determine the amount per student and the modalities of payment (within the rules set out by the EC).

Students going abroad get the whole sum at once after returning an arrival certificate. UCD divides the countries into two groups based on approximate relative travel costs. Apart from that the amount paid out depends on the duration of stay (see annex).

ERASMUS students have to be registered at UCD. Therefore they have to pay fees at their home university although they are studying abroad. 
3.1.2 University of Vienna

At the University of Vienna the grant is paid by the National Agency. Students get the EU-part (124 Euros per month multiplied by the sum of the months) of the grant before they leave. Additionally they get a national part monthly (varying from 50 to 162 Euros depending on the relative living costs of the host country). After coming back from their stay abroad and presenting their documents (certificates, report) students get their last instalment (see annex).

As the payment of the ERASMUS-grant is organised on nationwide regulations, the University of Vienna cannot change the modalities of payment.

ERSAMUS students have to be registered at the University of Vienna. Unlike UCD, Austrian students do not have to pay study fees at their home university while being abroad.

3.2 Pre-recognition

3.2.1 UCD

At UCD the academic coordinator is not only responsible for choosing the students going abroad, but also for the recognition of the study programme. The Learning Agreement serves as a recognition form and is signed by the academic coordinator and sent to the partner university by the International Relations Office.

3.2.2 University of Vienna

Even though many universities in Europe insist on the Learning Agreement the University of Vienna uses an official notification of pre-recognition (in German only) instead. This form has to be signed not by the academic coordinator but by the president of the study commission and is not designed to be sent to partners.

That is why students of the University of Vienna often have pre-recognition made twice – at first with the national, legally binding form and then (on request of the guest university) with the European Learning Agreement.

Confusingly, the Learning Agreement has to be signed by both the academic coordinator and the International Relations Office (the former confirms the content, the latter the form) – and not by the president of the study commission. 

3.2.3 Proposal for the University of Vienna

In order to minimise bureaucracy and maximise service-orientation, the University of Vienna could make the recognition process easier and more transparent to students:

The President of the study commission could delegate the acceptance of the ERASMUS-students’ study programme to the academic coordinator. An approach is to solve this delegation problem by using “Management by Exception”. This means, that the President of the study commission forms a framework of possible (and often used) subjects in which the academic coordinator can recognise chosen courses. Only if the student wants to study courses that do not fall into this framework the President of the study commission has to get involved.

It has to be stressed that this process does not shift responsibility from the President of the study commission to the academic coordinator. As the coordinator is involved with academic affairs anyway, this new approach does not lead to a significant extra burden for the academic contact person.

A further step to limit paperwork is to use the standardised ECTS-model in a slightly adapted version. This version should contain legally binding recognition on the one hand and should be able to be passed on to partner universities on the other hand.

One faculty at the University of Vienna is already acquainted with a similar way of recognition (see annex). Therefore it could be useful to evaluate their experiences.

4 The application process for outgoing students

4.1 UCD

The application process takes place directly at the departments. Thus, the International Relations Office sends out a brochure with the agreed student places as well as the application forms and Learning Agreements to the academic coordinators. Usually these documents are forwarded at the end of the year. Until February the academic coordinators have time to nominate students to the International Relations Office by returning the completed and signed application forms and the Learning Agreements. 

When the International Relations Office receives the requested documents, it starts to inform the concerned partner universities about the prospective students. 

In May the International Relations Office sends out a letter to all ERASMUS-students which contains all important information on their stay abroad and several documents (grant application form, study abroad declaration, student mobility grant contract) to fill in and return until the End of June to the International Relations Office.

Students have to send an arrival certificate (which is sent out in September) within 2 weeks after arrival at the host university to the International Relations Office. Then they will get the cheque with the ERASMUS grant to their home address. 

In November the International Relations Office sends a so called interim letter to the students in order to check, if any problems have appeared. 

In the following May the International Relations Office sends out the student report and the completion certificate, which has to be signed by the host university and returned to the International Relations Office before the end of June. If there still remains money, it will also be paid out to the students.

4.2 University of Vienna

In December a list of several information is sent out to the academic coordinators: 

· a list of the available places for the next academic year

· a coordinators’ nomination list where coordinators have to fill in the names of all selected students

· an individual nomination form which has to be signed by the coordinator and given to every selected student
· a poster which explains briefly the ERASMUS-programme
· information leaflet (current ERASMUS regulations)
The coordinators are asked to pin the poster so that students get to know the ERASMUS-programme. As additional measure the International Relations Office updates ERASMUS-specific information on the internet and publishes information leaflets which can be obtained at the International Relations Office. This information material includes a copy of the nomination form.

With this nomination form students can apply for a place until 15th of March at the coordinator. By the end of March the selection of candidates has to be completed,  and the nomination list returned to the International Relations Office. The chosen students are asked to change the nomination form with additional sheets of information, the student application form and the official notification of recognition form at the International Relations Office (in the meanwhile, students can also print out these forms from the University’s web page).

These the two forms have to be handed in at the International Relations Office duly filled in by the 15th of May. Then the International Relations Office starts to inform the partner universities.

In July all the relevant student data are transmitted to the local office of the National Agency which can then finalise the grant contract together with the students and pay out the money.

After the students return from their stay abroad they have to forward a certificate of attendance and a student report to the National Agency. Only when this step is taken students will get the last instalment of their scholarship.

The following table gives a brief overview over the steps to be taken:

	Month
	UCD
	University of Vienna

	December
	Information is sent to coordinators
	Information is sent to coordinators

	January
	Coordinators choose students and return those application forms, the International Relations Office informs the National Agency about the approximate number
	Coordinators choose students and inform International Relations Office by returning a nomination list 



	February
	
	

	March
	International Relations Office informs partner universities
	

	April
	
	Students have to 

· fill in application forms

· have the pre-recognition form signed

· (possibly have a Learning Agreement signed)

until mid-May

International Relations Office informs partner universities

	May
	International Relations Office sends out  information and application material to prospective ERASMUS-students
	

	June
	Students return application material
	

	July
	
	International Relations Office informs National Agency

	August
	Pre-departure letter and Learning Agreement
	National Agency sets up a grant contract with the students, pays out the money and forwards additional forms to be handed in upon returning

	September
	Students have to return an arrival certificate
	

	November
	International Relations Office sends an interim letter, asking whether there are any problems to students
	

	Upon returning
	May: International Relations Office sends out student report and completion certificate

June: Students have to return these documents
	Students have to forward a certificate of attendance and student report to the National Agency

National Agency pays out the last instalment of the grant


4.3 Proposal for the University of Vienna

As some universities (in particular in Northern Europe) have quite early deadlines (often before May 15) the International Relations Office or the coordinators have to ask the students to hand in their application form before the date due. This causes regularly problems and extra work. Additionally not all universities inform their counterparts about their deadlines.

These troubles can easily be avoided by setting deadlines earlier in the year or by altering the nomination form. 

As it is hardly possible to shorten the application period, the second proposal seems to be the better solution for the University of Vienna.

It is not difficult to change the nomination form. At the moment, following data is requested from the student: name, registration number, field of study, address, e-mail and phone number. The only thing that is necessary is the semester the student wants to go abroad (winter, summer or both semesters).

This enables the International Relations Office to inform the partner universities in time about the prospective students. Together with the data collected the university is asked to provide the students with their own application form (if needed).

The application and recognition form as well as the second deadline will remain the same. On request the original documents can be sent by ordinary mail. 

5 Conclusion

The goal of this exchange was to show the different ways universities can deal with the ERASMUS-process – from the point of view of outgoing students. It became clear that the process – although there are many differences – is quite similar at UCD and University of Vienna. Though not directly involved in the daily affairs (but well acquainted to this field of activity) I could get a thorough insight in the dealings at UCD. 

The colleagues from the International Relations Office of UCD replied patiently to all my questions and helped me with making appointments with academic coordinators. Apart from interviews I got a lot of information material and could learn much from the web pages of the UCD.

After going through all information, I could identify small differences that made me re-think the processes at the University of Vienna and how to enhance parts of them. 

In short, following suggestions for improvements have been developed:

· Adopting the national pre-recognition form to the Learning Agreement

· Delegating the recognition for ERASMUS students to coordinators

· Change the way of informing the partner universities about prospective students

· Including student organisations in the outgoing process

I hope that it will be possible to implement the suggestions and that they will work out as intended. 

I would like to express my thanks to the staff of the International Relations Office of UCD for organising everything and for hosting me. Further I want to thank UNICA for making this visit possible and of course the support of my colleagues.

Annex

1. Time schedule – UCD and University of Vienna

2. Grant payments – UCD and University of Vienna

3. Nomination form (old and revised)

4. Application form

5. Registration form

6. Learning Agreement forms of UCD

� http://www.ucd.ie/aboutucd.htm


� http://www.ucd.ie/global/exchanges/outgoing_byfaculty.html


� http://www.univie.ac.at/studentpoint
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