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SHARPEN TC May 26th, 2017, agenda

Participants (see Attendee List with signatures): 

EF TUL – Katerina Marsikova, Vendula Machackova, Ondrej Mos, Alena Boukalova
HUD – Julie A. Davies
KAMK – Ruey Komulainen
SMK – Henrika Ruginé
WHZ – Eric Forkel

Next TELECONFERENCE: Friday June 16th, 11:00 CET 

AGENDA

1. OUTPUT 1

2. Certificate signature process

3. Final video

4. OUTPUT 2 - eHandbook – case studies

5. OUTPUT 3

6. ISP 2018 and 2019 – discussion all

7. SHARPEN project publicity

8. Logo of the Erasmus+ to be used – final decisions by the EU and NA, Vendy

9. Update of ISP costs – documents - Alena

10. Update of Timesheets delivery  - Alena

11. SHARPEN website passwords

12. Personnel 

13. Consent form

TASKS WITH FOLLOW-UP REQUESTED

	Topic/Activity/Issue
	Responsibility
	Send to
	Deadline

	Delivery of evaluation questionnaires – scan of hard copies + fill in answers in the Moodle soft version
	all
	Katerina, Vendula
+ complete online version in Moodle (5 per country min)
	End June 2017

	Certificates to be signed and distributed to students
	all
	Send signed and complete copies to Vendula+Katerina
	Once last time of meeting students

	Confirmation of ISP participation
	Germany – send to all countries please
	Send signed and complete copies to Vendula+Katerina
	asap

	Certificates print-outs to be sent signed to Finland
	Katerina
	Ruey
	Asap, once signed

	Final videos and other videos
	all
	Publish on the you tube and SHARPEN website
	Continuously (final videos end of June)

	Cases study best-practise sample 
	Ruey to Julie to read, correct, comment
	Ruey to Julie 1st
Julie to all
	1st week in June
end June

	Data collection – from companies – please fill in the survey monkey
	Where not done yet
	Fill in online
	asap

	Preferences of ISP 2018 and 2019 location
	all
	Vendula
	May 31st 2017

	Decision about final place of ISP
	Katerina, Vendula
	To all
	June 10th 2017

	Send all bills and tickets for ISP Zwickau (copies)
	All except for Germany
	To Alena Boukalova
	asap (deadline was in May)

	Send filled in timesheets
	Who has not done yet
	To Alena Boukalova
	asap (deadline was in April)

	SHARPEN website passwords
	Katerina
	To those who lost
	asap

	Personnel changes and replacements
	Julie, Henrika (see further in the text)
	Katerina, Vendula
	Asap, once new person known


1. OUTPUT 1
Evaluation questionnaires – we will need them (or at least samples + summary reports presenting results of evaluation for the interim and final report of the project), for every year of the learning module 

Students will fill in the hard copies

Evaluation form – printed version – send scan for the mid-term project report

Online soft copy – results will be filled in by all countries so that aggregate results statistics an be made automatically from there, not manually

DEADLINE for delivery of evaluation reports: 
Julie – ok, Henrika – fine, 

Ruey - Moodle – soft version will be updated asap
2. CERTIFICATES and CONFIRMATION SIGNATURE PROCESS

See certificate and confirmation templates – sent with the e-mail and agenda. 
HOW WE WILL SIGN THE CERTIFICATES – signature of the TUL representative (as the project coordinator) beneficiary – + representatives from each and every partner institution

Decide who will be responsible person – representative – please send details for signatures

CERTIFICATE = for the whole learning module

CONFIRMATION = for participating at the ISP programme
Finland – 8 certificates – sent printed out with signature from the CZ (Katerina, Ondrej)
Lit, UK, Ger – electronically is enough

Eric: Small and Medium Sized Enterprises will be added)
ISP confirmation – needs to be signed by Germany first as a receiving institution, please send by mid June
We need copies of all CERTIFICATES and CONFIRMATIONS in TUL (e-mail scan).

3. Final video

Final video – can we keep it all in one or spilt it into 15 min videos as planned? (no need – certified by Ondrej´s phone number) – which of them will be publically accessed ? Needs to be specified before publishing. 
CZ – we already had the workshop, we had to have just 14 minutes videos, so please do the split; from now on the SHARPEN video channel is without time limitation

These videos: do we want to have them public or only to those, who have access to our SHARPEN registered users only?
Permission of companies – no names of the companies in the presentations, try to keep them anonymous, so that we can record them for public presentation.

Lit – also anonymise

DE – no names of companies – only people with access can watch the videos (registered access user only)

Everyone can paste the videos on the you tube channel – so that you can set your own access rights (different access right for various videos are  available).

Video from the 1st day of the ISP week – publically access available, will be published in the project website.
4. OUTPUT 2

eHandbook case studies – structure, content, quality 

There are differences among the outputs from students - their case studies

even though frame for case studies and structure of assignment were provided to them
English students – will deliver at the end of August

Finish students will deliver first – end of May or 1st week in June

Ruey to send to Julie, Julie can give feedback – so that all other countries can have a sample of “best practice” how the case study should look like to be ready and useful for the eHandbook and presentation
By end June first case studies will be verified with comments – Julie – so that we have a sample of a “good practice” case study – recommendation sample and guideline, how to prepare the case studies to be usable and perfect as an output = input for the eHandbook.

In the current version of eHandbook by Ruey – outline is prepared, specific topics are not there yet, chapters/sections defined

How many case studies per country? 
As much as we have, the best ones will be used - if all case studies are really good – it can be there; 

We should have something really useful and tangible, as a part of a toolkit of the 
eHandbook – from the case study, how can we translate it into a real practical handbook.

Practical use book should be our main goal.

All of us will review the topics of cases studies, use the template, guide
DEADLIINE: end of June or when we have the reports (end summer) from the students (student shall produce the first draft, this will be reviewed by us, as HR specialists).

Once case studies – we will generalize information – to be useful for all. 
Case studies - produced by students – something more concrete in the Appendix – readers fill have the toolkit there.

120 – 140 pages – the whole book
Case studies – from different sectors - companies will recognize themselves somewhere

Plan of cross-sector companies when planning case studies for next years – variety needed
Companies in case studies should reflect the need specific for regions

Julie: confidentiality – anonymous data and information to be published.
5. OUTPUT 3 (Katerina)

Katerina – ready data for all companies, in excel sheet, Katerina will send

Eric – Germany – we don´t know if data is there already

For other countries:
Kajaani – 2 respondents – data there

Overview of data collection – please check that data is complete and useful for: 
· International comparison of all countries

· Use of outputs and results – research activities

Data from other partners that are used or presented somewhere – we should know about it or the country, where the data come from, this won´t be published
Ruey: idea – how young people see the situation – questionnaire to be sent to the autumn – easy to collect from students

6. ISP 2018 and 2019

Voting by all partners, decision will be made based on votes from all.
DEADLINE: 31st May
Preferences of all countries to send to Vendula by 31th May, 2017
2nd year - Lithuania and UK

3rd year - UK and Finland

You can also vote for your country!

We will let you know our final decision by June 10th 

7. Logo of the Erasmus+ to be used – Vendy

TEMPLATES – UPDATE!!!!! New logo –upload from Moodle

Please always use new logos (Co-funded)
Final logo to be used in all our documents, outputs, materials, attendance sheets, dissemination activities etc.
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8. SHARPEN project publicity

Visibility of the project logo as well as EU logo – when taking pictures, photos of events have to clearly show this event was linked to or about SHARPEN

Templates on the website - please use.

9. Update of ISP costs – documents delivery status

We do not have from some countries, please send – train tickets, flight tickets, accommodation bills – we really need it! Otherwise your country would have budget cuts.

10. Update of Timesheets delivery
Timesheets need to be filled in for everyone. 

One role in project = 1 person = 1 excel sheet.

Where more roles = 1 person (e.g. Ruey) = more excel sheets needed.

We do not have from some countries, please send – we really need it! Otherwise your country would have budget cuts.

11. New passwords for the SHARPEN website

All SHARPEN realted documents and other materials are there
News passwords for: Julie, Henrika, Dinuka 

12. Personnel

Alex will be leaving in two months, goes to another university, will be replaced in the the project by someone else – for Alex, this could be a new person

Henrika will send the namae of a person to replace her during maternity leave starting from September – for Lithiania it should be a person from the team introduced in the application

13. Personnel

See the consent form and attendance list with a consent to use photos and recordings. 

Please have the consent form signed by all students participatins and have the attendance sheet with consent text signed by people of any events you are organising.  
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