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PROVADECI POKYN
k Metodice pro administraci programu Erasmus+ na JU
k administraci pfijezdové mobility v IS STAG

Zahrani¢ni partnerska instituce musi studenta/studentku, kterého/kterou bude vysilat na vyménnou
mobilitu na JU, oficidlné nominovat. Format nominace a poZadovana data k mobilité siurcuje
prijimajici fakulta. Na zakladé nominace rozesle fakultni koordinator/ka zahrani¢nim uchaze¢im
o mobilitu dvodni e-mail s instrukcemi, mozny vzor nize.

Dear student,

we have received your nomination for a study abroad mobility from your home university. We are pleased with
your decision to study at our institution! We would like to introduce you to the next steps in the admission
procedure.

The next step is to submit the application and related documents.

Please pay attention to the instruction below before submitting your application. Pay attention to whether your
home institution is already involved in the EWP (Erasmus Without Paper) network (please contact your home
Coordinator for more information).

CASE 1

YOUR HOME UNIVERSITY IS CONNECTED TO THE EWP (ERASMUS WITHOUT PAPER) NETWOR.

Step 1: ONLINE LEARNING AGREEMENT (OLA) AND REGISTRATION IN OUR SYSTEM

e Fill in the Online Learning Agreement In the mobility management system of your home university.

e Send the information via EWP.

e (Click on https://wstaqg.jcu.cz/portal/studium/uchazec/ects-prijezdy.html and fill in the online
application — to enter, you MUST USE the same e-mail address you have used in your OLA!

e Within that online application, you can also apply for accommodation in the University dormitory (see
more at  https://www.jcu.cz/en/study-at-usb/exchange-programmes/accommodation-in-ceske-
budejovice and at http://kam.jcu.cz/cs/) — choose YES or NO.

Please note that this does not guarantee you the place in the dormitory, you should follow instructions
about the dormitory application from the USB Welcome Officer, paulatova@jcu.cz, from the Rectorate
IRO, once you receive it.

Step 2: APPLICATION DOCUMENTS
Please find below a list of application documents to be submitted:
e your photo in a passport size;
e scan of your passport or European ID;
e scan of your Health Insurance Certificate;
e contact details of a family member or a relative, who can be contacted in case of emergency

The documents have to be scanned and sent by e-mail to faculty@jcu.cz.

CASE 2
YOUR HOME UNIVERSITY IS NOT CONNECTED TO THE EWP (ERASMUS WITHOUT PAPER) NETWORK:

Step 1: REGISTRATION IN OUR SYSTEM
e (lick on https://wstaqg.jcu.cz/portal/studium/uchazec/ects-prijezdy.html and fill in the online
application.
e Within that online application, you can also apply for accommodation in the University dormitory (see
more at  https://www.jcu.cz/en/study-at-usb/exchange-programmes/accommodation-in-ceske-
budejovice and at http://kam.jcu.cz/cs/) — choose YES or NO
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Please note that this does not guarantee you the place in the dormitory, you should follow instructions
about the dormitory application from the USB Welcome Officer, paulatova@jcu.cz, from the Rectorate
IRO, once you receive it.

After submitting the online application, please send the application documents listed below by e-mail to
international@jcu.cz

Step 2: APPLICATION DOCUMENTS
Please find below a list of application documents to be submitted:
e your photo in a passport size;
e scan of your passport or European ID;
e scan of your Health Insurance Certificate;
e contact details of a family member or a relative, who can be contacted in case of emergency
e Learning Agreement in pdf format (will be prepared a few weeks before the mobility)

The documents have to be scanned and sent by e-mail to faculty@jcu.cz.
We DO NOT require originals sent by post.

A LETTER OF ACCEPTANCE will be sent to you only upon submitting all required documents by the deadline.

USEFUL ADVICE AND INFORMATION

VISA

If you are a student from countries outside the EU or if you are a student from EU countries but originally from
outside the EU, you are obligated to apply for a visa to study in the Czech Republic. Please turn to the local
Czech embassy or consulate.

e Visa requirements:
https://www.mzv.cz/inp/en/information for aliens/short stay visa/list of states whose citizens
are/index.html|

e Application for visa requirements: https://www.mvcr.cz/mvcren/article/third-country-nationals-
application-requirements-application-forms.aspx

We highly recommend visa students to submit all application documents as soon as possible as the visa
procedure may take a long time!

COURSES FOR EXCHANGE STUDENTS
To view the list of courses in foreign languages available for exchange students, please go to https.//

All our incoming students are allowed to take courses at all faculties. Minimum 50% of chosen courses MUST
be taken at the receiving faculty. The offer of courses for exchange students at all faculties can be found at
https://wstagq.jcu.cz/ects/

Please be advised that courses listed in the course catalogue may be subject to specific conditions for being
offered.

The most common condition is a minimum enrolment threshold; typically, courses with fewer than five enrolled
students will not be opened. However, exceptions may occur, and a course may still be offered despite low
enrolment. In such cases, the course will not be scheduled as a regular class but will instead be delivered
through individual consultations throughout the semester.

The specific conditions of individual consultations, including the number of consultations per semester, are
determined by the lecturer. We therefore encourage you to carefully consider these terms before enrolling in a
course or deciding to make changes to your study plan.
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We recommend that you inform the coordinator of your mobility at your home institution of any individual
form of instruction that differs from the conditions specified in the official course syllabus, as they will be
responsible for recognition of your mobility and academic results.

ACADEMIC CALENDAR 20XX/20XX

WINTER SEMESTER

Orientation Week: September dd, yyyy — September dd, yyyy
Lectures: September dd, yyyy — December dd, yyyy

Exams: January dd, yyyy — February dd, yyyy

SUMMER SEMESTER

Orientation Week: February dd, yyyy — February dd, yyyy
Lectures: February dd, yyyy — May dd, yyyy

Exams: May dd, yyyy —June dd, yyyy

If you have any questions, please do not hesitate to contact your host Erasmus+ coordinator XXX.

Pripad 1: Vysilajici instituce je zap

Na zdkladé nominace vyplni zahrani¢ni student/ka OLA (Online Learning Agreement for Studies), vse
fesi v systému své domaci instituce napojeném na EWP (mlzZe se jednat o komercni systémy
Dashboard, MobilityOnline, pfipadné ma S3Skola vlastni interni systém). Zadanda data jsou
prostfednictvim EWP pfenesena do IS/STAG, student/ka je tak zaroven na JU zaregistrovan/a a ma
vytvoren svij Ucet. Nasledné se student/ka do portalu STAG prihlasi — pouZit musi stejny e-mail, jako
ten, ze kterého vytvarel OLA (vétSinou by se mélo jednat o e-mail, pod kterym partnerska instituce
studenta/studentku nominovala). V portalu STAG tak jiZz neprovadi novou registraci uchazece o ECTS
pfijezd, po prihlaseni pouze vyplni polozky oznacené cervenou hvézdickou*.

Student/ka si mlzZe ovéfit, zda jeho domaci instituce je zapojena do EWP (Erasmus Without Paper
network), na https://stats.erasmuswithoutpaper.eu/.

Instruktazni video k OLA pro fakultni koordinatory JU: https://is-stag.zcu.cz/zdroje/ videa/EWP-
Learning Agreement.mp4

P¥ipad 2: Vysilajici instituce NENI ZAPOJENA, p¥ipadné nema plIné funkéni EWP

V takovém pripadé student/ka vyplni ptihlasku v Portalu IS/STAG zalozka "Applicant“> "ECTS arrivals".
Zde student/ka zadd svou kontaktni e-mailovou adresu, na kterou mu ptijde odkaz pro vstup
do aplikace.

Uchaze¢ musi v IS/STAG doplnit Udaje v zalozce "Osobni Udaje" a "Pfijezd", zejména ty povinné,
oznacené Cervenou hvézdickou*. Tyto Gdaje jsou povinné pro vykazani studenta/studentky do SIMS
(Sdruzené informace matrik student(). Polozky, které se prenaseji automaticky pres EWP Ize poznat
podle modrého horniho indexu s pismeny EWP.
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Administrativni kroky nutné ze strany fakultni koordinatorky

Fakultni koordindtorka musi po registraci studenta/studentky provést prevod studenta/studentky
z portalu IS/STAG do "Sedého" STAGu pres formular ES0200.
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Napovéda k novemu

Jste piihlasen jako uZivatel JPOKORNY do databaze STA( REK).

Na co nezapomenout pfi pfevodu prijezdového/pFijezdové studenta/studentky do Sedého
STAG:

Je nutné pfi tomto prevodu kontrolovat zejména kdd financovani mobility (51 = program Erasmus+).
Prijezdové vyménné mobility je ddle nutné zaddvat do rocniku 0!

POZOR! Studenti p¥ijizdéjici v rdmci programu dvojich diplomi budou zadavani s kddem financovani
1 a do rocniku 1!

Fakultni koordinator/ka zajisti, aby osobni €isla studentt na pfijezdu mély disledné postfix ,,1“ (jako
»lnternational”), napf. A24123l.

Uchazele/uchazecku na studenta/studentku je nutné prevést az v momenté, kdy vime jisté, ze
se mobility zucastni (napf. mame jiZz potvrzeny termin prijezdu, Ucast na orientacnim tydnu atd.).
K pfevodu musi dojit nejdrive v tydnu predchazejicim orientacnimu tydnu (tj. vZdy tyden pfed datem
zahajeni vyuky v konkrétnim semestru), vidy na pokyn Utvaru pro zahrani¢ni vztahy Rektoratu JU,
resp. nejdrive tyden pred zapocetim mobility, pokud neni realizovana jako semestralni.

Fakultni koordinator/ka je zodpovédny/a za prevod student( do Sedého STAG v souladu s terminy
pro vykazovani do centralni matriky studentl SIMS, ktera slouZi pro rozpoctové a statistické ucely
MSMT. K nize uvedenému terminu konkrétniho ¢tvrtleti MUSI byt v IS STAG prevedeni vichni studenti,
ktefi v daném ctvrtleti zahajili mobilitu na JU, a zaroveri NESMI byt prevedeni studenti, ktefi jesté
v daném cCtvrtleti mobilitu nezahdjili.
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> 30.6.(Q2)
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» 31.10. (vykaznictvi za AR)
» 31.12.(Q4)

Ptijezdové studenty je nutné umistit na konkrétni studijni plan, tj. zadat specializaci. Dale je nutné
zvolit odpovédnou studijni referentku (zahrani¢ni koordinatorka) a tlacitkem ,Prevést” uchazece
prevedeme na studenta/studentku JU. Vytvori se mu tim osobni ¢islo a konto v IDM a pfistupové tUdaje
do Portélu IS/STAG, e-mailu atp.
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Nestandardni situace

Pokud dojde k tomu, Ze student/ka z néjakého divodu zalozi ECTS pfijezd pfes EWP i pfes pfijezdovy
formular v IS/STAG (Zluté LA na obrazku) (tj. student/ka v systému své domaci instituce a skrze EWP
predlozi OLA a zaroven provede novou registraci v portalu IS STAG), potom prevedeme pouze EWP
verzi registrace a Zlutou smaZzeme. Nikdy neprevadime obé!

62. EwP [IA N E——— DUAULT Jean (01.09.2023) - (01.12.2023) Francouzska republika UNIVERSITE DE BRETAGNE-SUD
63. LA EAREIMIEI DUAULT Jean 18.08.2023 - 22.12.2023 Francouzska repubika UNIVERSITE DE BRETAGNE-SUD

Pokud nedopatienim doslo k pfevedeni Zlutého LA a je potifeba prevést EWP pfijezd, napiste obratem
na servicedesk@jcu.cz Ci stag@rt.jcu.cz.
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