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Going on Erasmus

"What an amazing 6 months I’ve spent in one of the most spectacular cities in the world. I am such a home bird the longest I’ve been away from Cork
was for a 2-week holiday. Leaving was one of the hardest things. I will always remember the cold wet morning when my parents dropped me to the
Aircoach but now as my Erasmus is coming to an end I would give anything to be on that bus starting my Erasmus again.'‘
– Eva Horgan – BBus (Hons) International Business – Studied in IUT Lyon 1, France in 2017.

You’ve decided to spend a semester or an academic year at one of CIT’s partner universities, or you’re going to gain work experience abroad with an Erasmus
traineeship. Good decision. Exciting - and daunting - at the same time. It needn’t be, though. Not if you read through this short handbook, and keep a copy
handy on your phone or laptop in case you need to consult it from time to time.
As an Erasmus student, you will still be a CIT student, but you’ll be studying or training abroad for some or all of the next academic year. Whilst it should be one
of the most exciting times of your life, it’s still an integral part of your CIT course. This means that there are certain obligations to fulfil, in terms of paperwork
(with Erasmus, there’s plenty of paperwork!), commitment and responsibility.
Going abroad on Erasmus will present you with many opportunities to grow and develop both personally
and academically. It’s said that we sometimes have to go away to find ourselves. Erasmus offers the
perfect opportunity to do that.
The Erasmus Office and your CIT department will work together to support you through all stages of
your Erasmus exchange or internship. We want to ensure that you have the best Erasmus experience
possible.
This manual is divided into “before”, “during” and “after” sections, so that it will be easy for you to find
the information you need as quickly as possible. All we ask of you is that you commit to reading these
few pages to make sure that you are fully informed at each stage of your Erasmus experience.

Bon voyage!
The Erasmus Office Team
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Before You Go...
Preparation

Erasmus Documents

Health Care

By the time you get this handbook, you will have prepared
most of the academic aspects for your Erasmus period,
and received a confirmation of acceptance letter or email
from the host university. A summary of important things
to remember/do during your exchange/internship period
can be found later in this section. In addition to academic
matters, it’s very important to make sure that you are
mentally prepared for the move abroad.

An Erasmus exchange or placement involves the completion
and signing of at least six different documents. It’s
mandatory for students to complete these documents by
the deadlines given in your pre-departure folder. Sending
institutions can be audited by the Erasmus national agency
at any time, so students must comply with this requirement.
Erasmus funding can be withheld from students who do not
submit their Erasmus documents.

All outgoing Erasmus students are required to have a valid
European Health Insurance Card. This card must be valid
until after the end of your Erasmus exchange period. You
should have given the Erasmus Office a copy of this card
already. The EHIC will entitle you to day to day medical
services in the host country. However, the EHIC will not
cover the cost of seeing consultants, and many outpatient
expenses you may incur. CIT provides personal medical
insurance for Erasmus students, which covers the more
non-routine medical procedures arising from an accident
or serious illness. Please see the policy document and
information booklet which is included in your Erasmus
Information Pack. Students should call the helpline number
which can be found in the brochure if a medical emergency
arises. You must call the number for the insurance cover to
be activated.

Preparation is key. Start off by doing as much research as
you can about where you are going: the host university, or
company, the city and the country. Check for information
online and get yourself a good guidebook. If you speak
the local language, that will give you a great advantage in
understanding the culture and way of life. CIT arranges short
“survival” language courses for students who are going to
Germany, France and Spain. You can also find some good
on-line courses. If you will be studying through the host
country language, you will automatically be registered for a
language assessment test and free course, via the Erasmus
OLS language tuition system.
Find out if there are any students from your host institution
currently studying at CIT. There may even be some in your
class! The Erasmus Office can also put you in contact with
CIT students who have studied or trained in your host
university, city or country.
Registration at CIT
As an Erasmus student, you are still required to register at
CIT for the academic year in which you’ll be going abroad.
You can only go on Erasmus if you are a registered student,
and you will need to be registered to have your credits and
grades transferred to your CIT academic record. You should
ensure that you register by the required deadline.
Any entitlements to fee waivers or study grants remain in
place whilst a student is abroad on Erasmus.

All of the documents can be downloaded from the Erasmus
page on the international.cit.ie website.
Important Personal Documents
Remember to check that your passport is in date and will be
still in date until after the end of your Erasmus period. Check
the passport requirements of your destination country.
If you are a national of a country outside of the EU or EA,
you will need to apply for a visa. Applying for a visa is
your own responsibility. You should contact the relevant
embassy directly for the latest information on applying
for a visa. Visa applications can be a lengthy process, so
make sure you apply in good time for your visa. Most
embassies will require a formal letter of acceptance from
your host university, as proof or your admission. You should
also check the requirements and cost of registration with
the local immigration service which will give you a specific
timeframe within which you must register.
Travel / Practical Tips
You should not book your flights until your acceptance at
the host university/organisation has been confirmed in
writing. Do not book your return flight until you know the
date of the last day you will need to attend your college or
placement organisation. (In the case of study exchanges,
this may be the date of your last exam.)
Make sure you are aware of your airline’s baggage
restrictions.
Check things like voltages, and buy adaptors, etc. before you
go abroad.

Please note that this insurance policy does not cover winter
or water sports. If you wish to participate in these you will
need to take out specialist insurance yourself.
If your family has a private health insurance policy, you
should try to get this extended to cover you whilst abroad.
The cost of doing this is modest, and the benefits are
worthwhile.
Many partner universities will have medical facilities.
You will be informed of this at the induction/orientation
meeting. If there are no medical facilities on campus, you
may need to register with a GP. The Erasmus Office should
be able to advise you on this. If you fall ill, let someone
know. Here in CIT, it’s easier for a lecturer to notice if a
student hasn’t been turning up for classes for a while, but
you may be going to a larger institution than CIT, where all
of your classes take place in large lecture halls, so it’s not as
easy for staff to see if there’s a problem. Inform the Erasmus
office if you fall ill or have to go to hospital. They will make
sure you get the help and support that you need, and inform
anyone you wish to be contacted. You don’t have to suffer
on alone. (Sniffles don’t count.)
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Before You Go...
Finance and Budgeting
Registration/fees: No registration or tuition fees can
be charged to incoming Erasmus students by the host
institution. (You will have already registered at CIT in the
normal way before going abroad) German institutions
charge a social fee of around €150-€200 per semester, for
library and students’ union fees. However, this payment
also covers the cost of public transport throughout the
whole region for the full semester.
Erasmus grant: The Erasmus grant for study exchanges
equates to €220 - €270 per month or €7.33 - €9 per day,
depending on destination countries. The Erasmus grant for
internships equates to €320 - €370 per month or €10.67 €12.33 per day. This funding is intended as a contribution
towards the costs of studying/doing an internship abroad.
A breakdown of grants by country can be found at this link:
http://international.cit.ie/money-matters
The first instalment of your Erasmus grant will be paid to
you after you have send back your signed Confirmation of
Arrival form.
Students going abroad for one semester will receive the
following instalments:
• 1st payment: 80% of total grant after submission of signed
Confirmation of Arrival form.
• 2nd payment: 20% balance to be paid when all Erasmus
documents have been completed, including the on-line
Erasmus questionnaire.
Students going abroad for the full academic year will
receive the following instalments:
• 1st payment: 50% of total grant (after submission of signed
Confirmation of Arrival form)
• 2nd payment: 30% (at the start of the second semester)
• 3rd payment: 20% balance to be paid when all Erasmus
documents have been completed, including the on-line
Erasmus questionnaire.

In reality, the Erasmus grant covers around one third of your
total costs. You should ensure that you will have sufficient
funding at your disposal to cover your costs for the period
you’ll be abroad. You should budget for the following: rent,
bills, stationery, equipment, transport, food, and socialising.
Your Erasmus grant will be paid into your Irish bank account.
(You’ll be asked to provide your bank details in your Erasmus
grant agreement for this purpose.) Check with your bank
before going abroad about how to replace lost cards, etc.
You may also need to open a bank account when you go
abroad, for paying rent and other bills. Avoid carrying large
amounts of cash with you.
If you have been living at home before going abroad,
you will need to plan your budget very carefully, and to
understand the full costs of living independently. Check
the relevant websites for cost of living information.
Insurance
Information on the CIT insurance cover for outgoing
students is enclosed in your Erasmus pack. Please read the
information carefully.

Organising Your Accommodation
Many institutions offer student accommodation in halls
of residence. Sometimes rooms available to Erasmus
students can be limited, so it’s important to book this
type of accommodation as soon as you receive your
confirmation of acceptance from the host university. This
accommodation varies in quality and in some cases can be
fairly basic. The most important things you should expect
from your accommodation are that it should be clean, safe,
has adequate heating and is close to or on a good transport
route to your college.
Where universities do not own halls of residence, the student
is usually expected to find their own accommodation. The
university’s accommodation office should have lists of
privately-owned accommodation, and hints and advice on
its website. If you don’t have accommodation arranged
before you go abroad, book temporary accommodation in
a hostel or hotel for a few days to a week, before the start
of the semester, to give yourself time to get your bearings
and look for suitable accommodation. It’s always best to
vet private rented accommodation in person, rather than
paying deposits in advance. Get a written confirmation of
any deposits and rent paid (if there is no contract). Always
take photos of the accommodation when you arrive in case
of any disputes with the owner about the return of the
security deposit at the end of your stay.
Again, CIT students who have studied at the host university
in the previous year should be able to advise you on the best
areas to stay, rent rates, etc.
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During your Erasmus Exchange...
Arrival Arrangements / Gaining Access to your
Accommodation / First Meeting in College
It may seem obvious, but you will need to think ahead to
what will happen when you arrive at your destination. How
will you get access to accommodation if you arrive during
a weekend, out of office hours? Has the host university
sent you details of their induction arrangements for visiting
students? Do you know where to go on your first day? If
you don’t feel that you have the information you need,
contact the Erasmus Office at the host university, or your
supervisor in the host company, if you are going abroad
to do an internship. Check the office hours, location, etc.
Don’t arrive at your destination airport wondering where
you should go next (as two CIT students once did - on New
Year’s Day!)
Induction/Orientation
Partner universities normally organise an induction
programme for incoming students at the start of each
semester. All Erasmus students are obliged to attend these
events. They send out an email to all incoming students 2-3
weeks in advance, informing students where to go, which
documents to bring with them, etc. During this period, you
will be registered at the host university and issued with a
student ID card.
You may have a meeting with the Erasmus contact person
in your academic department, or you may just be given
a timetable and told to go to your first class. If you don’t
know something, don’t be afraid to ask!

Registration for Courses/Modules at the host institution

Settling In

If you are going on a study exchange, you will also be
required to register for your course/modules at the host
institution, shortly after you arrive. However, you will not
be required to pay fees to the host institution. You will
probably have a meeting with the Erasmus academic tutor
in your host department. If you have selected modules from
more than one course, there may be timetable clashes and
you might have to change a module/s. Any changes to your
original list of modules in the learning agreement will need
to be finalised within one month of your arrival at the host
institution. These changes should be entered in the “During
Mobility” section of the Erasmus learning agreement. Any
changes must be approved by your academic tutor at the
host institution and by your CIT academic coordinator. Ask
the tutor at the host institution to sign this section, then
email it to Erasmus@cit.ie. We will then forward it to your
CIT academic coordinator to be signed. Make sure that you
are registered correctly for all the modules you are taking.
Otherwise, you may not be registered for the correct exams.

It’s important to have an open mind when you go abroad,
and to be ready for the effects of the change in your
environment and culture. It’s normal that there will be
a period of adjustment to your new circumstances. You
should give yourself time to settle in and get used to the
change. When you sign the Erasmus grant agreement, you
are committing to carry out the full period of your Erasmus
exchange or internship. If, after a couple of weeks, you are
still having difficulties settling in, you can get help from a
variety of sources. The host college’s Erasmus Office, or
your personal tutor/supervisor are good places to start.
If necessary, they can refer you to the relevant student
support services. Of course, you can also contact us at the
CIT Erasmus office, or your CIT tutor. The important thing is
to communicate your concerns so that the host institution
and/or CIT can try to help you resolve them. This is the
professional and mature approach.

A New Social Network
One of the most positive aspects of the Erasmus experience
is the amount of new contacts you’ll make with other
international students from all over the world. Don’t miss
out on this great opportunity by being too absorbed in your
existing social networks. Whilst not ignoring family and
your network of friends at home, try to be pro-active in
establishing a new network of friends and contacts whilst
you are abroad. You may never have this opportunity again.

The Erasmus grant must be returned to CIT if a student
cuts short their Erasmus stay. However, sometimes,
external circumstances beyond the student’s control occur,
necessitating the early termination of their Erasmus stay.
These would fall under the category of “Force Majeure”,
such as a serious illness of the student or a family member,
or a major threatening event, or disaster, which would
make it unsafe for the student to continue with the Erasmus
period. Such cases are exceptional and, thankfully, rare.
Stay in Contact
You are expected to remain in regular contact with
CIT throughout your Erasmus exchange or placement.
Remember that you are still a student of CIT. The Erasmus
Office and your department will be using your CIT email
address to contact you, so it’s very important that you
check your @mycit email box regularly, or you could miss
something important.
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At the End of Your Erasmus Stay

Well done! You’ve completed your Erasmus exchange/internship. Now you need to make sure that you complete your Erasmus
documentation requirements and tie up any loose ends before you leave.
Returning Home

Erasmus Documents

Settling back into your CIT studies

By now, you will have finished your exams and assessments,
and will be preparing to return home. There will be some
loose ends to tie up before you leave….

Certificate of Attendance: Remember to get your Erasmus
Certificate of Attendance form signed and stamped by the
Erasmus Office before you leave. Make sure that the form
has the correct start and finish dates on it.

The Erasmus Office welcomes Erasmus students’ feedback
when they return to CIT. This information can be used to
help develop and improve the exchange experience for
future students. We also welcome testimonials, articles and
photos from returning students, which help us to promote
Erasmus to other students.

Academic Matters
Remember to request a transcript of results from the
Erasmus office. This will be available once the exam marking
period has passed and the final exam boards have met. If
the transcript is sent to you, you should forward a copy
to: Erasmus@cit.ie so that your results can be taken into
account by your head of department, towards your final
mark for the year.
If you have been following an on-line OLS language course,
you should complete the second language assessment
test within one month of the end of the Erasmus period.
The final grant instalment cannot be paid until you have
completed the second test.
Practical Matters
You are responsible for ensuring that any outstanding
bills for rent, electricity, gas, etc. are fully paid before you
leave. We do not want to receive emails about this from
the partner international offices after students have left.
The students we send on Erasmus are ambassadors for
CIT, and need to play their part in ensuring that CIT will be
able to continue sending students to partner institutions
in the future. Arrange a meeting with your landlord or the
management of your student accommodation to find out
how/when your security deposit will be repaid to you. If the
Erasmus office is contacted about any unpaid rent or utility
bills, the student’s head of department will be informed.

Erasmus On-line Report: The day after the end of your
Erasmus period, you will receive an email from the European
Commission, asking you to complete a questionnaire on
your Erasmus experience. You must complete this within
one month of receiving the email. The Erasmus Office can
check online whether the report has been submitted.
The Final instalment of the Erasmus grant (20% of the
total grant) will be paid to students following completion/
submission of these documents:
• Certificate of Attendance, signed and stamped by host
institution
• Online Erasmus questionnaire
• Final version of learning/traineeship agreement with all
necessary signatures
• Completion of second OLS language assessment (for
students who have been registered for OLS).
Transcript of Records
Check with the Erasmus Office at your host institution
before you leave, to find out when your transcript of results
will be available. Inform your CIT department and the
Erasmus Office about when the transcript can be expected,
as this document is required for your marks and credits to
be transferred to your CIT academic record.

From time to time during the year, the Erasmus Office
organises information sessions, class presentations and
promotional activities to promote the Erasmus experience
to students. We will be contacting former Erasmus students
to help us spread the word about Erasmus at these events.

