APPROVED


PROCEDURE FOR THE ORGANISATION OF STAFF MOBILITY AT LIETUVOS INŽINERIJOS KOLEGIJA HIGHER EDUCATION INSTITUTION UNDER THE ERASMUS+ PROGRAMME

CHAPTER I

GENERAL PROVISIONS

1. The Procedure for the Organisation of Staff Mobility at Lietuvos inžinerijos kolegija Higher Education Institution (hereinafter – LIK) under the Erasmus+ Mobility Programme (hereinafter – the Procedure) regulates the organisation of mobility visits for:
1.1. lecturers of LIK undertaking Erasmus+ Teaching Mobility at foreign higher education institutions (hereinafter – foreign HEIs) with which Erasmus+ Inter-institutional Agreements have been concluded;
1.2. staff of LIK undertaking Training Mobility at foreign HEIs, companies and organisations;
1.3. lecturers and other staff of foreign HEIs undertaking teaching and Training Mobility at LIK;
1.4. staff of foreign companies/organisations undertaking Teaching Mobility at LIK.
2. This Procedure has been prepared in accordance with the Erasmus+ Programme Guide; the KA131 and KA171 Grant Agreements between LIK and the Education Exchanges Support Foundation (hereinafter – EESF); the Description of the Procedure for the Use of State Budget Funds Allocated to Higher Education and Research Institutions of the Republic of Lithuania for the Implementation of International Exchange Programmes; LIK’s Business Travel Procedure; and other documents governing participation in international exchange programmes.
3. LIK’s Erasmus+ Staff Mobility policy shall be implemented:
3.1. in accordance with the principles of openness;
3.2. transparency and equal opportunities;
3.3. taking into account the implementation of LIK’s strategic objectives and priorities related to Staff Mobility;
3.4. taking into account the need to enhance the internationalisation of studies;
3.5. taking into account the administrative and financial requirements of the programme/project under which the mobility is implemented.
4. All employees of LIK are eligible to participate in Staff Mobility under the Erasmus+ Programme.
5. Key terms used in this Procedure:
5.1. Erasmus+ Programme Guide – a document prepared by the European Commission (hereinafter – EC) which forms an integral part of the Erasmus+ call for proposals. Institutions applying for funding must comply with the participation and funding conditions set out in the Guide.  The document provides information on the Programme’s priorities, supported actions, funding available for the various actions, participation and administration.
5.2. Beneficiary Module – an online information system developed by the EC in which LIK, as an Erasmus+ Grant Beneficiary, is required to enter data on mobility participants and in which participants are required to complete a participant report, providing feedback and evaluating their period abroad, preparation for the activity and its implementation.
5.3. Erasmus+ Institutional Coordinator – an employee of LIK approved by the EC and responsible for the implementation of the Erasmus+ Mobility Programme at LIK. At LIK, this responsibility is assigned to the Head of the International Relations Office.
5.4. International Relations Coordinator – an employee of LIK responsible for the administration and coordination of international activities.
5.5. Staff Member – a person employed under an employment contract by LIK or by a foreign HEI, company or organisation.
5.6. Grant – financial support from EC Erasmus+ funds or other financial support, including national or EU Structural Funds, allocated for the implementation of Erasmus+ Staff Mobility at LIK.
5.7. Staff Mobility – a teaching or training activity undertaken under Erasmus+ or another Exchange Programme, whereby a Staff Member is sent for a specified period to another country participating in the Programme or to a partner country.
5.8. Teaching Mobility – an activity enabling lecturers of LIK to teach at a foreign higher education institution or invited staff of companies to teach at LIK under the Erasmus+ Programme, with funding provided from Erasmus+ funds (including Zero-grant Mobility).
5.9. Training Mobility – an activity aimed at enhancing the competences of lecturers and other staff of LIK through participation in training activities organised by a foreign higher education institution or company (excluding conferences) and/or through a period of job-based training (job shadowing, participation in training or other professional development activities). Funding is provided from Erasmus+ funds (including Zero-grant Mobility).
5.10. Receiving Institution for Training – a foreign higher education institution or company which receives representatives of the sending institution for training for an agreed period. Under the Erasmus+ Programme, the following types of organisations may not act as receiving institutions for training: institutions and other bodies of the European Union (hereinafter – EU), including specialised agencies and organisations administering EU programmes.
5.11. Receiving Institution for Teaching – a higher education institution in a foreign country with which, in the case of the Erasmus+ Programme, an Inter-institutional Agreement has been concluded, and which is responsible for hosting teaching staff of LIK undertaking Teaching Mobility.
5.12. Mobility Agreement for Teaching – an agreement specifying the details of the Staff Member, the sending institution and the receiving institution, the objectives, added value, programme and expected outcomes of the Teaching Mobility, agreed with the receiving institution and the Staff Member’s line manager. In accordance with the requirements of the Erasmus+ Mobility Programme, the teaching programme shall be prepared and agreed through virtual communication and may be signed electronically.
5.13. Mobility Agreement for Training – an agreement specifying the details of the Staff Member, the sending institution and the receiving institution, the objectives, added value, programme and expected outcomes of the Training Mobility, agreed with the receiving institution and the Staff Member’s line manager. In accordance with the requirements of the Erasmus+ Mobility Programme, the Training Programme shall be prepared and agreed through virtual communication and may be signed electronically.
5.14. Grant Agreement – a bilateral agreement between LIK and a Staff Member of LIK undertaking an Erasmus+ teaching/Training Mobility or a Staff Member of a foreign HEI, company or organisation incoming for such mobility, where funding is provided by LIK. The Agreement specifies the grant awarded, the conditions governing its payment and reporting, and other obligations of the parties.
5.15. Zero-grant Mobility – the possibility of undertaking Erasmus+ teaching/Training Mobility without funding from Erasmus+ or other EU programme funds. The mobility may be financed from the participant’s own funds or through local, national or other funding sources covering travel and subsistence costs.
5.16. Erasmus+ Inter-institutional Agreement – an agreement between LIK and a receiving higher education institution in a foreign country specifying the flows of teaching staff participating in exchanges, study fields, duration and other relevant information.
5.17. EU Member States and third countries associated to the Programme (hereinafter – Programme Countries) – EU and non-EU countries which have established a National Agency and participate fully in the Erasmus+ Programme. The list of EU Member States and third countries associated to the Programme is provided in the section “Who Can Participate in the Erasmus+ Programme?” in Part A of the Erasmus+ Programme Guide applicable to the relevant grant year. Before 2021, these countries were referred to as Erasmus+ Programme Countries.
5.18. Third countries not associated to the Programme (hereinafter – Partner Countries) – countries which cannot participate fully in the Erasmus+ Programme but may participate, as partners or applicants, in certain Programme actions.  The list of third countries not associated to the Programme is provided in the section “Who Can Participate in the Erasmus+ Programme?” in Part A of the Erasmus+ Programme Guide applicable to the relevant grant year. Before 2021, these countries were referred to as Partner Countries.
5.19. Green Travel – travel to or from the place of teaching or training using low-emission means of transport, such as bus or train, for the main part of the journey, or carpooling, whereby more than one participant travelling for studies or a traineeship travels in the same car.
5.20. Blended Mobility – a combination of physical mobility and a virtual component facilitating collaborative online learning exchange and teamwork.
5.21. Blended Intensive Programme (BIP) – a short, intensive Erasmus+ Academic Mobility Programme implemented by at least three higher education institutions from at least three Erasmus+ Programme Countries and using innovative learning and teaching methods, including online collaboration. The Programme comprises physical mobility lasting from 5 to 30 days together with a compulsory virtual component of unspecified duration.
5.22. Virtual Mobility – various activities supported by information and communication technologies, including e-learning and teaching, which facilitate or promote international cooperation for teaching, training or learning purposes.

CHAPTER II

GENERAL REQUIREMENTS, ORGANISATION AND REPORTING FOR ERASMUS+ TEACHING AND TRAINING MOBILITY

6. Staff Mobility activities shall be implemented where LIK has been awarded an Erasmus+ Mobility Grant and:
6.1. the following are sent to another country for a specified period:
6.1.1. teaching staff of LIK for teaching purposes;
6.1.2. teaching and other staff of LIK for training purposes;
6.2. staff of foreign companies are invited by LIK to undertake teaching activities at LIK;
6.3. teaching and other staff of LIK participate in a Blended Intensive Programme for teaching and/or other work with students.
7. Physical mobility may be replaced by virtual or Blended Mobility where this complies with the requirements of the Erasmus+ Mobility Programme.
8. Teaching staff may undertake Teaching Mobility at foreign institutions with which LIK has concluded Erasmus+ Inter-institutional Agreements (hereinafter – Agreement) and with which the Teaching Programme has been agreed.
9. Any member of staff of LIK may initiate the conclusion of an Agreement after assessing the opportunities for cooperation and its potential benefits for the relevant Study Programme and/or study field. The final version of the Agreement shall be prepared by the International Activities Coordinator in consultation with LIK’s Erasmus+ Institutional Coordinator. Agreements shall be signed and stored on the Erasmus Without Paper (EWP) platform. Where this is not possible, a paper Agreement shall be signed, registered in the Document Management System and retained by the International Relations Office.
10. The duration of staff physical mobility between EU Member States and Third countries associated to the Programme shall be from 2 to 60 days of physical mobility, excluding travel time. The physical mobility period for invited staff from companies shall be at least 1 day. Where the mobility activity involves third countries not associated to the Programme, its duration shall be from 5 to 60 days, excluding travel time. The same shall apply to invited staff from companies.
11. When planning teaching and/or other Staff Mobility under the Erasmus+ Mobility Programme involving Partner Countries, the number of mobilities to specific countries and institutions approved in the EC Erasmus+ Grant Agreement shall apply. Where the number of funded mobility places is limited, priority for funding shall be given to the unit which initiated and coordinates the cooperation.
12. Physical mobility to Partner Countries shall last for at least 5 consecutive days and no longer than 2 months, excluding travel time. Two travel days shall be added to the physical mobility period: 1 day before the first day of the activity abroad and 1 day after the last day of the activity abroad. In the case of Green Travel, additional travel days may be added in accordance with the Erasmus+ Programme Guide. Travel days shall not be included in the teaching or training period.
13. A Teaching Mobility period shall comprise at least 8 teaching hours per week. Where Teaching Mobility lasts from 6 to 12 activity days, the minimum number of teaching hours for an incomplete week shall be proportional to the number of days in that incomplete week. Where teaching and training activities are combined during the same period abroad, the minimum number of teaching hours per week, or during a shorter period of stay, shall be 4 hours.
14. Blended Mobility may be undertaken where this has been agreed between the higher education institutions and where it complies with the physical mobility requirements laid down in Paragraph 13.
15. In the event of force majeure, the physical mobility period may be shortened or cancelled and replaced by Virtual Mobility. In such cases, the requirements established by the EC and the Education Exchanges Support Foundation shall apply.
16. No more than 2 funded travel days shall be awarded for travel undertaken in connection with teaching or Training Mobility. An exception shall apply where Green Travel is chosen, in which case no more than 6 funded travel days shall be awarded.
17. The International Relations Office shall provide advisory and guidance information to all staff of LIK, partner HEIs and, where necessary, incoming staff concerning the organisation and implementation of teaching and Training Mobility.
18. A Staff Member of a foreign HEI, company or organisation incoming for Erasmus+ Teaching or Training Mobility shall be supported by the relevant hosting unit of LIK.
19. All outgoing and incoming staff shall be required to have insurance coverage. Staff Members shall be responsible for obtaining their own insurance. The insurance coverage shall include health insurance. Liability and accident insurance are recommended but shall not be mandatory.
20. Staff may undertake Teaching Mobility at foreign HEIs with which Erasmus+ Inter-institutional Agreements have been concluded.
21. For Training Mobility, staff may undertake mobility at any company, organisation or HEI holding an Erasmus Charter for Higher Education (ECHE) located in an EU Member State or third country associated to the Programme, as well as at a partner HEI located in a third country not associated to the Programme.
22. No later than 3 working days before the mobility, the Staff Member shall submit a business travel request to the Personnel Department.
23. The Staff Member shall account for the funds received in accordance with the requirements of the Erasmus+ Staff Mobility Programme, the Procedure for Business Travel of LIK and this Procedure.
24. Within 5 working days of returning from the mobility activity, the Staff Member shall complete and submit the EU Online Participant Survey and provide the International Relations Coordinator with confirmation from the receiving institution of the lectures delivered, training undertaken or other activities carried out abroad. Documents shall be retained by the International Relations Office in accordance with the requirements laid down in the Agreement.
25. Within 7 working days of returning, the Staff Member shall submit a report to the International Relations Coordinator on the outcomes and benefits of the mobility activity.
26. Staff Mobility outcomes shall be recognised in accordance with LIK’s Regulations on the Structure and Accounting of Academic Staff Working Time and Staff Performance Assessment Methodology.
 
CHAPTER III

SELECTION REQUIREMENTS FOR STAFF UNDERTAKING ERASMUS+ TEACHING AND TRAINING MOBILITY

27. LIK Staff shall be selected for participation in Erasmus+ Staff Mobility through a competitive selection procedure. Selection for Erasmus+ teaching and Training Mobility shall be carried out on the basis of the selection application form (Annex 1).
28. Calls for applications shall be organised and announced by the International Relations Office. Information shall be disseminated by the International Relations Office and by academic and non-academic units.
29. All LIK Teaching Staff shall be eligible to apply for Erasmus+ Teaching Mobility. All staff of LIK shall be eligible to apply for Training Mobility.
30. Taking into account the funding allocation schedule, selection of staff for participation in Erasmus+ mobility shall be organised and announced 4 times per year. In exceptional cases, where mobility is necessary for important and urgent visits relevant to LIK or an academic unit, or where additional funding is available, an additional selection procedure may be announced.
31. Staff participating in the Erasmus+ Staff Mobility programme shall be selected by the permanent Staff Mobility Selection Commission (hereinafter – the Commission), established by order of the Director. The Commission shall consist of the Director of LIK, the Deputy Director for Academic Affairs, the Head of the Study Organisation Office, the Head of the International Relations Office, the Faculty Deans and the Head of Research and Development Centre.
32. The Commission shall conduct its work through meetings, which shall be held no later than 3 working days after the deadline for submitting selection documents to the Commission and at least 4 times per academic year. Meetings of the Selection Commission may be held remotely.
33. Commission members shall be notified of the meeting by email, and a summary of applications shall be sent to them no later than 3 working days before the meeting. 
34. A meeting of the Commission shall have a quorum where at least half of all Commission members are present. Decisions of the Commission shall be adopted by a majority vote of the Commission members attending the meeting. In the event of an equal number of votes, the Chair of the Commission shall have the casting vote.
35. Decisions of the Commission shall be adopted by open vote at a meeting or electronically. Decisions shall be recorded in the minutes of the meeting, which shall be signed by the Chair and Secretary of the Commission.
36. The minutes of the selection meeting shall list all Staff Members who participated in the selection procedure. Staff Members shall be listed in order of priority, indicating those who are awarded funding, those placed on the reserve list and those who are not awarded funding. Where Erasmus+ Teaching or Training Mobility places become available, they shall be offered to Staff Members included on the reserve list.
37. The Head of the International Relations Office shall inform each Staff Member who participated in the selection procedure of the selection results individually by email.
38. The originals of the minutes of Commission meetings and their annexes shall be retained by LIK’s Administration and transferred to the archive after 1 year.
39. The Commission shall have the right to propose that mobility be financed from LIK’s budget or from the Staff Member’s own funds.
40. By decision of the Selection Commission, applicants may be invited for an interview.
41. The Commission shall ensure equal opportunities for all staff participating in the selection procedure irrespective of sex, sexual orientation, race, nationality, language, origin, citizenship and social status, religion, marital and family status, age, beliefs or views, or membership of political parties or public organisations.
42. When selecting and awarding grants to staff undertaking teaching or Training Mobility, the following criteria shall be taken into account:
42.1. the relevance of the mobility to LIK, the unit represented and/or the group of study fields;
42.2. the relevance of the mobility to the professional activities of the teaching and/or other Staff Member.
43. The Commission shall have the right to give priority to applicants:
43.1. undertaking Teaching Mobility;
43.2. undertaking Erasmus+ mobility for the first time or having participated fewer times than other applicants during the previous 2 years;
43.3. employed by LIK in their primary position;
44. Selected Staff Members and those included on the reserve list may undertake Erasmus+ mobility without Erasmus+ funding under Zero-grant Mobility arrangements.
45. Selected Staff Members shall retain the right to change the receiving institution and/or mobility dates. Any such change shall be agreed with the Head of the relevant unit and the Head of the International Relations Office.
46. Staff wishing to receive funding for teaching or Training Mobility at a foreign institution shall submit the following documents to the Commission:
46.1. an application for participation in the Staff Mobility Selection Procedure, approved by their line manager. Where an applicant works in several units of LIK, the application shall be approved by the relevant line managers of those units;
46.2. an invitation from the Receiving Institution for Teaching or Training Mobility;
46.3. a completed Teaching Programme in a foreign language specifying the topics of the lectures to be delivered, or a Training Programme in which it is recommended that activities be specified for each day.
47. Staff shall submit the documents referred to in Paragraph 46 of this Procedure to the Head of the International Relations Office, who shall verify and endorse them and submit them to the Commission by the established deadline.
48. Document templates shall be published on LIK’s intranet.
49. The Commission shall consider only applications from staff who have submitted all required documents. The Commission reserves the right not to consider documents which are incomplete, incorrectly completed or submitted in an inappropriate format.
50. A mobility participant selected through the selection procedure shall, within 1 month of receiving the Commission’s decision but no later than 10 working days before the start of the mobility, submit to the Head of the International Relations Office the Teaching or Training programme signed by the receiving institution and the participant’s line manager and shall sign the Grant Agreement.
51. A Teaching and/or other Staff Member with personal, physical, mental or health-related conditions may apply for additional inclusion support based on real costs. In such a case, no later than 6 weeks before the planned start of the mobility, the Staff Member shall submit to the International Relations Office an application for additional funding specifying the estimated amount of support required and the reason for the request, together with an extract from a medical certificate for verification. The Head of the International Relations Office shall submit an application for additional inclusion support based on real costs to cover additional costs arising from the Staff Member’s individual needs in accordance with the procedure published on the website of the Education Exchanges Support Foundation. The award of additional inclusion support based on real costs shall be governed by the Erasmus+ Programme Guide.
52. The International Relations Office shall have the right to suspend the planned funding of mobility from Erasmus+ funds where the documents submitted, or the planned activity do not meet the formal Erasmus+ Programme requirements for Staff Mobility.
53. Where mobility is undertaken to an HEI within the ACE²-EU Alliance or to another strategically important institution, or where the mobility makes a substantial contribution to the internationalisation of the relevant unit or LIK and sufficient funding is available for the activity, the priority referred to in Paragraph 43 may, by decision of the Selection Commission, not be applied.

CHAPTER IV

FUNDING OF ERASMUS+ STAFF MOBILITY

54. Financial support from EC Erasmus+ funds or other financial support, including national funds or EU Structural Funds, shall be awarded to participants in the Erasmus+ Staff Mobility programme in accordance with the Erasmus+ Programme Guide approved by the EC, which lays down the financial and administrative provisions applicable to the implementation of the Erasmus+ Programme for the relevant Grant Agreement year, as follows:
54.1. For subsistence costs. A fixed rate shall be awarded depending on the destination country and the number of activity and travel days (physical mobility). The costs shall be calculated in accordance with the rates established in the Erasmus+ Programme Guide applicable to the relevant year.
54.2. For travel costs. A fixed rate shall be awarded depending on the distance between the place of origin and the venue of the activity and the mode of travel (Green Travel/non-Green Travel).
55. Erasmus+ Programme participants who choose Green Travel shall receive additional individual support to cover the costs of the outward and return journey for no more than 6 days. The award of additional individual support shall be governed by the Erasmus+ Programme Guide. Where several means of transport are used, travel shall qualify as Green Travel where the main means of transport, i.e. the means of transport used for the largest part of the journey, is environmentally friendly. Travel by boat shall not be considered a form of Green Travel. Travel by train, bus and car-sharing shall be considered forms of Green Travel. In the case of Green Travel, the Teaching and/or other Staff Member shall submit documents confirming the journey, such as bus and/or train tickets or other documents, or shall submit a declaration on honour.
56. Where a Staff Member of LIK or a Staff Member incoming to LIK fails to complete the required reporting for an Erasmus+ mobility in full and on time, or otherwise breaches the terms and conditions of the Mobility Agreement for Teaching/Training or the Grant Agreement, the mobility participant may be required to repay part or all of the grant paid to them.
57. Funding for Erasmus+ Staff Mobility shall be awarded by order of the Director after the participant and LIK have signed the Grant Agreement for Erasmus+ Staff Mobility.
58. 100% of the planned grant shall be paid before departure.
59. A Teaching and/or other Staff Member who received additional inclusion support based on real costs shall, upon completion of the mobility, submit to the Head of the International Relations Office, in accordance with the procedure established by the Education Exchanges Support Foundation, documents confirming the actual costs covered by that support and evidence of payment. An invoice shall specify the name and address of the issuing institution, the amount paid, the currency and the date.
60. Where, for any significant reason, a Staff Member does not undertake the mobility, they shall immediately, i.e. on the same working day, inform their line manager, the International Relations Office and the Personnel Department and repay the grant received. Where the planned departure date falls on a non-working day or public holiday, the relevant parties shall be informed on the next working day.
61. Where a Staff Member of LIK or a Staff Member incoming to LIK who receives funding from LIK terminates or cancels an Erasmus+ mobility due to force majeure, they shall be entitled to receive a grant amount corresponding to the actual period during which the mobility activity was carried out or to the costs actually incurred. Any remaining funds shall be repaid unless otherwise agreed with the Staff Member. Each case shall be considered individually upon receipt of an application from the Staff Member and supporting documents.

CHAPTER V

SELECTION OF STAFF OF FOREIGN HEIs AND COMPANIES/ORGANISATIONS INCOMING TO LIK FOR ERASMUS+ TEACHING AND TRAINING MOBILITY

62. Staff incoming from foreign companies/organisations:
62.1. A Staff Member of a foreign company/organisation incoming to LIK shall agree the Mobility Agreement for Teaching with the academic unit of LIK hosting the Staff Member. The Agreement shall be signed by the Head of the International Relations Office, a representative of the sending organisation and the incoming Staff Member.
62.2. No later than 20 working days before the planned Teaching Mobility, a representative of the hosting unit of LIK shall submit the agreed Mobility Agreement for Teaching to the Head of the International Relations Office by email.
62.3. Upon receipt of the agreed Mobility Agreement for Teaching, the Head of the International Relations Office shall contact the incoming employee of the foreign company/organisation. The incoming Staff Member shall provide a copy of their identity document and other information required for the preparation of the Grant Agreement and payment of the grant.
62.4. On the basis of the Mobility Agreement for Teaching and upon receipt of the incoming Staff Member’s identity document and other required information, the Head of the International Relations Office shall prepare the Grant Agreement within five working days and send it to the Staff Member for signature. The agreement may be signed by handwritten signature, qualified electronic signature or simple electronic signature. A Grant Agreement concluded in this manner shall be legally valid.
62.5. On the basis of the signed Grant Agreement and Mobility Agreement for Teaching, a submission for the payment of the grant to the employee of the foreign company/organisation shall be prepared and an order shall be issued accordingly.
63. Staff incoming from foreign HEIs in EU Member States and third countries associated to the Programme:
63.1. Only Staff of partner HEIs may undertake Teaching Mobility at LIK.
63.2. Staff of any HEI may undertake Training Mobility at LIK.
63.3. An incoming HEI Staff Member shall agree the Mobility Agreement for Teaching/Training with the unit of LIK hosting them. The agreement shall be signed by the Head of the International Relations Office, a representative of the sending HEI and the incoming Staff Member.
64. Staff incoming from third countries not associated to the Programme:
64.1. Staff may undertake teaching or Training Mobility at LIK only from foreign HEIs with which Erasmus+ Inter-institutional Agreements have been concluded.
64.2. Staff of partner HEIs selected for teaching or Training Mobility at LIK shall agree their Mobility Agreement for Teaching or Training with the unit of LIK which they intend to visit. The agreement shall be signed by the Head of the International Relations Office, a representative of the sending HEI and the incoming Staff Member.
64.3. No later than 20 working days before the planned teaching or Training Mobility, a representative of the host unit of LIK or the incoming Staff Member shall submit the agreed Mobility Agreement for Teaching or Training by email to the Head of the International Relations Office.
64.4. The incoming Staff Member shall provide the Head of the International Relations Office with a copy of their identity document and other information required to prepare a visa mediation letter, where applicable, and the Grant Agreement and to arrange payment of the grant.
64.5. On the basis of the Mobility Agreement for Teaching or Training and upon receipt of the incoming Staff Member’s identity document and other required information, the Head of the International Relations Office shall prepare the Grant Agreement within five working days and send it to the Staff Member for signature. The Agreement may be signed by handwritten signature, qualified electronic signature or simple electronic signature. A Grant Agreement concluded in this manner shall be legally valid.
64.6. Once the Grant Agreement has been signed, a visa mediation letter shall be issued to the incoming Staff Member upon request.
64.7. On the basis of the signed Grant Agreement and Mobility Agreement for Teaching/Training, a submission for payment of the grant to the Staff Member shall be prepared, on the basis of which an order shall be issued and payment made.
65. Staff coming to LIK from HEIs located in EU Member States and Third countries associated to the Programme shall report to their sending institution in accordance with the procedures established by that institution.
66. An HEI or company/organisation Staff Member undertaking Erasmus+ Teaching or Training Mobility at LIK shall be issued with a Certificate of Attendance confirming the duration and purpose of their physical mobility and, in the case of Teaching Mobility, the number of teaching hours. The Certificate of Attendance shall be issued by the Head of the International Relations Office.
CHAPTER VI

FINAL PROVISIONS

67. The provisions of this Procedure shall apply unless intergovernmental agreements or international programmes provide otherwise with regard to the conditions governing Staff Mobility.
68. Where a Staff Member disagrees with the results of the selection for participation in mobility programmes or with a decision concerning them, they shall have the right, within two working days of the publication of the decision, to submit an appeal with LIK in accordance with LIK’s Procedure for the Examination of Appeals and Complaints.
69. LIK Staff shall be liable, in accordance with applicable laws and other legal acts, for providing incorrect data substantiating expenses incurred during business travel within the Republic of Lithuania or abroad or for providing other incorrect information relating to business travel.
70. This Procedure shall be approved, amended and repealed by order of the Director of LIK.
71. The Director of LIK may authorise exceptions to this Procedure provided that they do not conflict with the rules established under the Erasmus+ Programme.
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